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Event Specification Worksheet

This worksheet is designed to help you submit your event specifications for events that will appear on your MemberClicks Event Calendar and/or Event List.  Please fill out the fields below in red. Your package includes your Implementation Specialist to create 4 Events for you. You have the ability to create and have as many Events as needed.
Event Name:

Event Location:

Event Time Zone:

Event Start Date and Time:

Event End Date and Time:

Display Date Range:

(Ex: 1/1/2009 – 12/31/2009 would allow the event to be seen on the calendar for all of 2009)

Event Preview Text:

(The event preview text is displayed on the Event List.  The preview text must be limited to 500 characters.)

Event Description:

(This information will appear in the event detail when a user clicks into the event from the Event Calendar or the Event List.)

Event Contact Name:

Event Contact Email:

Event Contact Phone Number:

Groups That Can See This Event:
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