Event or Activity Name
Description & Goals:

2-3 sentences: *Event Name* is...  Goals include...

Date:

Date
Location:
Location
Budget:
$$$
Publicity:
Publicity
Attendance:
Typical Attendance
Details:
More detailed description of the event, YMF responsibilities, etc.  Add subheadings, tables, screenshots, etc. as necessary to teach someone exactly how to organize this event or perform this duty in the future.

Fill in the table below with specific instructions of what to do and when to do it.
	YMF Organizer Action
	Date to Perform



	Step 1
	Month or day

	Step 2
	Month or day

	Step 3
	Month or day

	
	


Comments:


Suggestions, things to thing about, tips
Important Contacts:

Name



email





Phone


Your Name


name@email.com 



415-867-5309

*Your Name* created this write-up and organized this event in 2006/2007.

Name



name@email.com 



415-867-5309


1 sentence (if necessary) *Name* is the owner of the bar/helped with ______, etc.

Name



name@email.com 



415-867-5309


1 sentence (if necessary) *Name* is the owner of the bar/helped with ______, etc.

Event Archives:
	Date
	Location
	Description
	YMF Organizer

	mm/dd/yyyy
	Location
	Social theme/presentation title/etc.
	Name
name@email.com 

	mm/dd/yyyy
	Location
	Social theme/presentation title/etc.
	Name

name@email.com 

	mm/dd/yyyy
	Location
	Social theme/presentation title/etc.
	Name

name@email.com 

	mm/dd/yyyy
	Location
	Social theme/presentation title/etc.
	Name

name@email.com 


