[Activity name]
[One or two sentences: what is happening and who it’s for.]
What you need to do
Deadline: [Sign up / Reply / Pay] by [Weekday, Month Day].
1. [First thing to do, such as: Sign up at [web address] or call [phone].]
1. [Next thing to do, if there is one.]
When and where
When: [Weekday, Month Day, Year], [start time] to [end time]
Where: [Place name, room], [street address, city]
Getting there: [Parking, bus, which entrance, step-free access.]
Cost: [Free / $[amount], and how to pay.]
What to bring
1. [Item]
1. [Item]
Questions
Contact [name] at [phone] or [email].
If you’d like this information in another format, such as larger print or a file you can change, contact [name].
