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Description automatically generated]WTS-DC Event Planning Form (2026)	
Please send this form to wtsdchospitality@gmail.com, afarias4@gmu.edu, and lduke@foursquareitp.com
We kindly request this form be sent to the Program Logistics Committee at a minimum of 2 weeks prior to the start of the ticket sales date.
Event Set-Up
	Hosting Committee
	[bookmark: _heading=h.gjdgxs]

	Name of Hosting Committee Organizer
	Phone
	Email

	
	
	

	Event Title (Limit to 75 characters including spaces)
	Event Date
	Event Time

	
	
	

	Summary (Limit to 140 charters including spaces) 

	

	Event Description (for use in advertising and on registration site)

	

	Member Contact Name, Email, and/or Phone Number for Event Questions

	

	Venue (you can use the venue database for ideas)
	Venue Details (e.g. size, formality, location, cost)
	Expected number of participants

	
	
	

	Speaker Information (if applicable) Send this form with speaker headshots, as appropriate.

	Name
	Email

	
	

	Title
	Company

	
	

	Event Sponsor(s) (if applicable). Send this form with event sponsor logos, as appropriate.

	







Event Tickets and Finances
	Ticket Costs
	Ticket Quantity
	Ticket Sales (Registration) Dates

	Member
	Non-member
	Student
	Panelist
	Max. # Tickets
	Start Date
	End Date

	
	
	
	
	
	
	

	Other Ticket Details (e.g., changes to ticket pricing dependent on registration date, meal requests or other dietary information, at-the-door ticket sales)
No registration at the door

	

	Ticket Refunds. The deadline for ticket refunds will be when the event registration closes. If another timeframe is needed, please specify below. 

	

	Actual Cost Per Person (food, venue, AV, etc.)
	Event Budget
	Expected Total Costs
	Expected Total Revenue
	Max Allowable Budget Deficit
	AICP/PE Credits Offered? 

	
	
	
	
	
	



Communications 
	Reminder emails will be sent 48 hours before the event and 2 hours before the event. For virtual events, this will include webinar information for registered participants. Add webinar information, if known, custom messages for email reminders, or other communications needs here.

	




Day-Of Logistics 
	Preferred Menu
	

	Required A/V
	

	Room Set-Up (Theater, Rounds, Classroom, Crescents, etc.)
	

	Day of Needs (Programs, Tent Cards, Handouts, Name Tags, etc.)
	



Additional Notes
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