In-Person Event “Know Before You Go” Template
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	Event Name
Presented by ORG NAME
EVENT DATE (Day of week, Month, Day, Year)
EVENT START TIME- EVENT END TIME
VENUE & ADDRESS

	This year’s (insert event name)
This is a great place to tell your guests why they should feel compelled to attend this year’s event. Thank them for their support and let them know what is new for this year’s event. Don’t forget to mention what you are working towards as far as a goal or projects and who your honorees are if you have any this year. 
(Misc. Additional information)
Sponsor shout out and logos
Signature Event Cocktail and recipe




Contact
NAME: 

PHONE:
123-456-789

ORG WEBSITE:
Website goes here

EMAIL:
someone@example.com
	
	Parking
Go over any parking details here. 
Ex. Complimentary parking will be available for guests. 
AttirE
Mention the dress code for the evening here. 
REgistration Information
Where should guests register and check-in, will there be a coat check available? 
Run of show and/or special instructions
Give a rundown of the events of the evening or let your guests know about any special instructions regarding your other giving opportunities such as a raffle, games, open ask, etc. 








Our work could not continue without your generous support. Thank you for joining in with us to celebrate this special night!
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