This is an example document of what to create before jumping into the creation of your event. This allows you to have all the details at your fingertips allowing for easy, efficient creation. 
The Annual General Meeting 2017 PEI 
Name: 
Annual General Meeting 2017
As Appears on Badge:
 AGM17 
Description: 
Please join our annual general meeting for the planning of the activities that will be taking place for 2017.  On the beautiful east coast, we will settle in PEI for our yearly meeting. 
Your tickets will include the flight, and the golf resort room for the weekend. If you would like to golf, simply purchase a golf ticket as well, as your regular ticket. 
With options for golf in the morning, a complimentary breakfast and lunch, then let the planning begin:
We will be discussing opportunities for the year, internal opportunities and sponsorship opportunities. We will be creating deadlines and forecasts for specific events that we will be holding, training sessions and monthly meetings. 
Available Dinner for after the meeting, merchandise to purchase & pick up, as well as workshops to help plan the year ahead! 
Date of Event:
Friday July 7th –Sunday July 9th  

Registration Dates:
Open Reg: 2017-03-23
Close Reg: 2017-07-01
Modification Date: 2017-07-01

Location: 
2462 PE-19, Fairview, PE C0A 1H2
PEI,
Seats Available: 150 
Tickets:
Pre Golf Mixer 2some: $80.00
Pre Golf Mixer 4some: $120.00
Single: $450
Double: $850


Confirmation Email: 
Subject: Thank you for Registering for the Annual General Meeting 2017!
Content: 
Thank you for registering for the Annual General Meeting 2017 in PEI! 
We are very excited to take this trip with you! Staying on a beautiful golf resort in PEI, there will be plenty of food, fun, play and planning! 

Meal Plan Options:
Lobster Dinner: 22.00
Seafood Linguine: 18.00
Surf & Turf: 25.00
Chicken Stir Fry: 15.00
Veggie Lasagna: 15.00
Workshops: 
Guest Speaker: Darren Hardy 
0.00
Add-Ons: 
Embroidered Golf Towel 10.00
T-Shirt  15.00

Promotion Codes: 
AGM17PEI  available to 10 people 
$50 off 
Disclaimer:
Copy and paste your disclaimer here. 
Reminders: Sent out 2 days before the Event 
Subject: 2 Days Away! 
Content: 2 More days till the AGM
Don’t forget to bring: 
- Paper
- Pens
- thinking Caps 
-Clubs (if you’re golfing)
- Semi-Formal out fit for the dinner
We will be leaving at 4AM Friday July 7th! 
[bookmark: _GoBack]See you then!
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