D.T.S.C. - Event Hosting Information Sheet

Have an idea for a DTSC sponsored event or want to host one?  
· Fill-out this form with hand-written information and submit via any Board Member.   or
· Visit our website to fill-out and email to a one of the Board Members.   or
· You are welcome and encouraged to attend and present in-person

Wherever possible, please submit to the Board for discussion/approval 90 days in advance of proposed event.

What is your idea or proposed event?  (e.g., driving/touring event, social event, tech sharing or repairing session, etc.)

What is the intended purpose, audience, outcome, etc. of the event?

Where would the event be held or where would it start/finish?  (e.g., Canadian Legion, your home, a restaurant, a parking lot, other meeting/gathering place)

When would you propose conducting the event?  Date fixed or flexible with other proposed events?

What Club resources would be required?  Please specify.  (e.g., tech support, member help, funding by Club, etc.)

Who is/are the sponsor(s)/organizer(s) of the event?

Other info/comments not covered above that you wish to share or the Board may find useful when considering?

On behalf of the Club - THANKS for your time and submittal!!  

The Board Member you submitted this to will get back to you within 48 hrs. of the Board making their decision or comments. 


Event Hosting Checklist

After Board approval, following are some of the “administrative things” that you will need to do to ensure a successful event:

· Wherever possible, provide event info to newsletter Editor and Web Manager 2-3 months prior to event for inclusion in Club Events Calendars.

· Discuss need for any special flyers, mailings, emails, etc. with Editor and Board.

· Prepare preliminary “Sign-In Sheets” to gauge tentative participation and attendance.

· Finalize and line-up any Club and other resources required.

· Finalize and line-up any special items or information required such as: maps, directions, CB’s, sharing of cell phone numbers, fees/tolls, scheduled “pit stops”, small driving groups and/or leaders appropriate, etc.

· Prepare “Sign-In Sheets” to record actual attendance and give to Participation Points coordinator so appropriate points may be awarded.

· Provide follow-up article and photos as appropriate to Editor and Web Manager. (Also see http://www.detroittriumph.org/reviewguidelines.pdf for Newsletter Submittal Guidelines)

· Obtain/retain receipts and other documentation for all previously Board approved event expenses. Submit to Club Treasurer for reimbursement.

· Should we consider doing again? When? Lessons learned?  Please share with us!  Thanks!!  
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