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F R E E  P L A N N E R

Event registration planner
Capacity, dates, questions and messages for a sign-up form, decided before you build it.

1. Capacity

Seats available:  One sign-up =  one person  a group

If groups: largest group allowed  Response limit = seats ÷ typical group size, rounded down =

Waiting list?  yes, in the closed message  no

2. Dates

Registration opens

Registration closes (the day before you

order food or print badges)

Event date

3. Questions (keep to what changes your plans)

Name and email (required)

Number of people, if groups are allowed

Dietary needs, only if you serve food

Access needs

Session choice, if there is more than one

How they heard about it (optional)

4. Messages

Thank-you: 

Closed / full: 

Sorry-you-can't-make-it (RSVP): 

5. Countdown



When Do Done

Launch day Send one test sign-up, then share link and QR code

Weekly Check Summary: sign-ups and ticket total

Close date Export CSV for the door list and caterer

Day before Send your own reminder to everyone on the list

The full guide, with the video: fynl.io/blog/event-registration-form-free/ Free form builder: fynl.io/free-form-builder


