Social Club Event Involvement Checklist

Dear [Member's Name],

Thank you for your interest in participating in our upcoming event. Please find below a checklist
to help ensure your involvement is smooth and enjoyable:

Event Detalils

o Event Name: [Event Name]
o Date: [Event Date]

e Time: [Event Time]

e Location: [Event Venue]

Checkilist

[ ] Confirm your attendance

[ ] Review the event agenda

[ 1 Sign up for any necessary volunteer roles

[ 1 Bring any required materials or supplies

[ 1 RSVP for any guest speakers or special sessions
[ 1 Follow up with fellow members/participants

Please let us know if you have any questions or suggestions. We look forward to seeing you at
the event!

Best regards,

[Your Name]

[Your Title/Position]
[Social Club Name]



