CDS Roadshow Change/Cancel Form 

Please use this form to Cancel or Change a previously scheduled Roadshow. To checkmark the “Y/N” questions below, double click on the checkbox and select “Checked” to mark your answer.

CHANGE/CANCEL POLICY: CDS requires 72 hours notice for all cancellations, changes, and/or additions to your schedule. If we receive a 72 hour notice, CDS guarantees we will accommodate your request. 72 hours notice – If the event begins on Thursday, the request to cancel must be received no later than 10:00 a.m. the prior Monday morning. If less notice is provided, we will try to accommodate but cannot guarantee your request will be accomplished. In the case of a cancelled event, you will be asked to pay the applicable invoices in full.

Part 1 – GENERAL INFORMATION SECTION
	Vendor Name:
	
	Today’s Date:
	

	Original Date(s) Scheduled for your Event:
	
	Change:
	 FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N    (If yes, complete Parts 2 and 4.)

	  Costco Warehouse #s:
	
	Cancel:
	 FORMCHECKBOX 
 Y     FORMCHECKBOX 
 N    (If yes, complete Parts 3 and 4.)


Part 2 – CHANGE SECTION
What do you want to change? Indicate what you previously scheduled and what you want to change it to:

Indicate a reason why you want to change it:


Part 3 – CANCEL SECTION
Indicate a reason why you want to cancel your event:


Part 4 – SUBMIT SECTION
Please fax or email your completed Roadshow Change/Cancel Form to the Scheduling Coordinator in the region(s) you originally scheduled your Roadshows, and to Mindy Wing (info below).  

If you choose to send via email, you must save this document as a Word document, then email as an attachment. If you had scheduled your Roadshow for more than one region, you must fax or email this document to all that apply. 


Mindy Wing – Triple Point
Fax: (858) 581-8873
mwing@daymon.com
San Diego Region Scheduling 
Fax: (858) 581-8861 
dgarcia@daymon.com 

Midwest Region Scheduling 
Fax: (630) 572-0036
kpickrel@daymon.com
Northeast Region Scheduling 
Fax: (703) 406-0276 
ccorsi@daymon.com 

Southeast Region Scheduling 
Fax: (858) 581-8947
jryder@daymon.com 
 
Texas Region Scheduling 
Fax: (972) 243-9490 
mburcham@daymon.com 
























