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This memo is to summarize the following Region X event:
Event Title: Example Event 
Date of Event: February 26, 2025 – 11 AM to 2 PM
Description (1-2 sentences): This was a networking luncheon targeting City Managers and MMASC Members in Region X. We included a speed dating activity where City Managers moved tables and answered questions we distributed.
Location: San Marino Community Center

Member Cost: $25
Non-Member Cost: $35
# of Member Attendees: 30
# of Non-Member Attendees: 7
# of Comped Guests/speakers: 5 – City Manager Recruited Attendees
$ Other Revenue Collected (sponsors, donations, etc): Bob Murray & Associates - $500

$ Spent (include Vendor Name and whether you need reimbursement for each item):
· Venue - $500 to San Marino Community Center (Check request sent to Director of Finance – Paid in Full)
· Speakers - None
· Food - $1,200 (Reimbursement Request coming)
· Supplies – $7.89 Name Tags (Reimbursement Request coming)
· Other - None


The memo should be submitted to the Director of Programming and the Director of Finance within a week of the conclusion of the event.
Expense Reimbursement Requests require the reimbursement form and all applicable receipts.	
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