
WVNCC HOSPITALITY DOCUMENTATION

EVENT INFORMATION

QUANTITY

NAME OF EVENT

DATE OF EVENT

PURPOSE OF EVENT

NAMES OF ATTENDEES

NUMBER OF ATTENDEES

LOCATION

VENDOR NAME

DESCRIPTION COST

GRAND TOTAL

Notes:

Price per Unit

NAMES OF ATTENDEES

(attach sign in sheet if needed)

All fields must be completed. Please attach the event agenda.

Signature of Event Organizer: Date: 

Signature of Agency Head: Date: 
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