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	Insert your organization logo


This document can be used for your own organizational purposes to run and manage the event and those attending. 

Date – Venue

ATTENDING: 



	Company/ Community Group/
	Name
	Telephone Number
	Title
	Role and Responsibility 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	 
	


	TIME OF EVENT
	WHO IS ATTENDING
	ACTIVITY TAKING PLACE
	RESPONSIBILITY
	DETAILS / CONTACT

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Map of venue

[Insert a map or location details for how to get to your event]

For further information please contact: Name, Company/organization/youth group, Email, Phone number 

