
   Five College Learning in Retirement 
  Event Planning Form – for office 

PLEASE RETURN TO: 

5 College Learning in Retirement, 18 Henshaw Ave., C2, Smith College, Northampton, MA 01063 

 

 

 

 

 

 

 

 

 

 

 

 

 

*EVENT DATE   __/__/____   EVENT TIME:______________  ALTERNATE DATE:__/__/____ 

 

*EVENT TITLE (FOR CALENDAR AND PUBLICITY) ______________________________________ 

   

SUBTITLE_____________________________________________________________________  

                

*EVENT DESCRIPTION/PURPOSE 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

_______________________________________________________________________________________ 
 

EVENT LOCATION NAME_________________________________________________ 

EVENT CONTACT___________________________ Phone___________ Email_____________________ 

RENTAL CONTRACT (Y/N)______  Deposit (y/n)___Due date ___________________ 

EVENT CATERING (Y/N)_________________________________________________ 

CATERING CONTRACT (Y/N)______  Deposit (y/n)___Due date ___________________ 
 

OTHER INFORMATION 

__________________________________________________________________________________ 

 

__________________________________________________________________________________ 

 

__________________________________________________________________________________ 

 

* TODAY”S DATE ___/___/______ 

* LIR COMMITTEE ___________________________________________ 

* LIR CONTACT ___________________________________________ 

*Phone number (____) ____-____________ *E-mail_______________________________ 

  SECOND CONTACT __________________________________________________ 

Phone number_____________________ E-

mail___________________________________ 

 


