AARP Driver Safety Program 
Meeting Planning Worksheet
	Meeting Title:
	Event Date:


I. Sleeping Rooms
Complete the chart to determine the number of sleeping rooms needed.  Confirm guest list at least 5 business days prior to the event and notify Gia DiMuzio of any changes.
Reminder:  AARP Hotel Spending Guidelines - $79 - $179.00 per night
(rates may be higher in high cost cities)
	Total Number of Guests:

	 Room Rate:

	Room Breakdown
	Quantity
	Day 1
	Day 2

	Single Rooms
	
	
	

	Double Rooms
	
	
	

	Other
	
	
	


II. Catering 

Use the charts below to determine catering needs for your meeting.

Reminder:  AARP Meal Spending Guidelines - $12 Breakfast, $18 Lunch, $30-$35 Dinner 

(Includes beverages, snacks, tax & tip)
Hotel or AARP State Office Catering:

	Catering:
	Number of Guests
	Day 1
	Day 2
	 Cost
	Menu Selected?

	Breakfast 
	
	
	
	
	 FORMCHECKBOX 


	Lunch
	
	
	
	
	 FORMCHECKBOX 


	Dinner
	
	
	
	
	 FORMCHECKBOX 


	Breaks
	
	
	
	
	 FORMCHECKBOX 


	Special Dietary Needs:


Outside Group Meal Catering:

	Catering:
	Number of Guests
	Day 1
	Day 2
	 Cost
	Menu Selected?

	Breakfast 
	
	
	
	
	 FORMCHECKBOX 


	Lunch
	
	
	
	
	 FORMCHECKBOX 


	Dinner
	
	
	
	
	 FORMCHECKBOX 


	Special Dietary Needs:


III. Meeting Space
Use the charts below to determine the type of meeting space needed at the venue each day.  

Hotel or AARP State Office Space:

	Room Type
	Number of Guests
	Day 1
	Day 2
	Cost

	Conference Room
	
	
	
	

	Break-Out Rooms
	
	
	
	

	Exhibit Space
	
	
	
	

	Registration Area
	
	
	
	

	Other
	
	
	
	

	Special Requirements - Please consider A/V, Interpreter Services and after-hours function needs:

	

	

	

	

	


IV. Billing
Use the charts below to indicate how meeting charges will be handled – direct bill or paid by volunteer for reimbursement.  Billing requirements need to be solidified early in the process.  If you request that volunteers pay out-of-pocket and not direct bill, there is a very high chance that this will not be reversible.  Absolutely no contracts are to be signed by DSP volunteers – no exceptions.
Hotel:

	(Please Check One)
	Direct Bill to AARP
	Paid by

	Sleeping Rooms
	 FORMCHECKBOX 

	

	Catering
	 FORMCHECKBOX 

	

	A/V Equipment
	 FORMCHECKBOX 

	

	Meeting Space
	 FORMCHECKBOX 

	


AARP State Office:

	(Please Check One)
	Direct Bill to AARP
	Paid by

	Catering
	 FORMCHECKBOX 

	

	Other: 
	 FORMCHECKBOX 

	


Misc. Vendors:

	(Please Check One)
	Direct Bill to AARP
	Paid by

	Catering
	 FORMCHECKBOX 

	

	Other:
	 FORMCHECKBOX 

	


Notes:
Final Venue Selection

	Name of Venue:

	Address:

	

	Contact Name:

	Contact Phone:

	Contact Fax:

	Contact Email:


Additional Venue – Restaurant   (complete if applicable)
	Name of Restaurant:

	Address:

	

	Contact Name:

	Contact Phone:

	Contact Fax:

	Contact Email:


Additional Vendor – (complete if applicable)
	Address:

	

	Contact Name:

	Contact Phone:

	Contact Fax:

	Contact Email:


All changes to your meeting logistics need to be communicated to

Gia DiMuzio as soon as possible.
gdimuzio@aarp.org
Phone – (202) 434-3685      Fax – (202) 434-6036
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