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Chapter Event Submission Form

	*Chapter
	Chapter  Name

	
	

	*Date & Time
	Date & Time, Additional Schedule if applicable 

	
	

	Title or Topic
	Title or Topic of event. Not required for Save-the-Date but highly recommended for full meeting announcement

	
	

	*Location
	Full address; phone and website are encouraged

	
	

	Speaker(s) or
Panelists w/ moderator
	List all speakers, panelists, moderators, and their titles and organizations

	
	

	Registration Fees
	Early by:			Regular & Onsite		
LES Member:			LES Member:		 
Non-Member:			Non-Member:		 
LES Student Member (optional):	LES Student Member (optional):			 


	
	

	Description
	Description of event title.  

	
	

	*Event Contact(s)
	Chapter contact information for questions about the meeting or event location. Please list no more than 2 people

	
	

	Sponsors
	List all sponsors and type of sponsorship; in-kind (donated meeting space, catering, etc.) or cash contribution.  Please complete LES Chapter Sponsor Form. 

	
	

	Speaker Bio(s)
	List all speaker bios to be posted on all LES website

	
	

	Notes
	Insert additional information or notes here such as directions, etc.


 


Event Budget Worksheet
	Estimated Attendees
	Provide an estimated number of attendees based upon recent meeting and historical trends. 

	
	

	Anticipated Catering Costs
	Provide catering guarantee number and per person cost


	
	

	Meeting Space Costs
	Provide meeting space rental costs

	
	

	Other Costs
	List all other costs associated with the event including AV

	
	

	Total Cost per person
	Provide Total Cost per person for the event.  Total cost per person is the total catering, meeting space, and other costs divided by the total number of anticipated attendees.





*Required for Save-The-Date Notice
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