Conference Event Order Form

Discover a comprehensive event order form sample designed specifically for conference planning. This detailed
template streamlines the coordination process, ensuring all logistics and requirements are clearly outlined for a successful
event. Utilize this form to enhance organization, communication, and efficiency in managing your conference details.

Event Overview

Conference Name: | | Date(s): | |
Organizer Name: | | Contact Email: | |
Contact Phone: | | Expected Attendance: | \
Event Venue: ] |

Room & Schedule Details

Room Name/Number Setup Type Start Time End Time

] \ \Classroom j ] \ ] \

] \ \Classroom j ] \ ] \

Audio-Visual & Technology

I_Projector& Screen I-Microphones I_Speakers I_

Required Equipment
Laptops [~ Wi-Fi

Additional Tech Needs: ’ ‘

Catering Requirements

Meal Type \Breakfast j Served Time ’ \
Number of Attendees: ] \ Dietary Restrictions: ] \
Staffing & Services

r Registration Staff [ ushers [ Security [ Cleani ng

[ valet

Required Services

Other Services: ’ ‘

Notes & Special Requests

Date Submitted: ] Signature:

Submit Event Order

Note: This detailed event order form sample serves as a template for efficient conference planning. Adapt sections as




needed for your unique event requirements.
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