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Event/Drive Planning Guide 

 

Name of Event ______________________________________ 

 

Event Host(s) or Committee: ______________________________ Contact #  __________________ 

 

1. Coordinate a date with the President (allow at least one month to publicize). 

 

  

2. Prepare an Event Announcement Form (forms are available on the club website).  Submit to the 

President and to Norine Korvink to prepare a flyer, and to Debby Owens to submit to the editor 

for the next newsletter. 

 

3. If there is a cost involved to the Club, approval is needed from the president and/or the 

treasurer.  If over $100, approval is required from the Board of Directors. 

 

4. Prepare a written route/map and make copies to distribute to the attendees on the day of the 

drive/event. 

 

5. After the event, a write-up and digital photos from the event need to be submitted to Debbie 

Owens (d4owens@hotmail.com) for submission to the editor of the Boots & Bonnets 

newsletter.  The newsletter deadline for submitting articles is the 20th of each month. 
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