COMMITTEE EVENT REPORT FORM

Committee: Event:
Event Coordinators:

TIMING

Date(s) and time event was held:
Why did you choose this date and time? Is there another date or time you would recommend in
the future?

How far ahead did you begin to plan the event? Was it enough time? How far ahead should your
committee begin to plan next time?

LOCATION

Location(s) of the event:
Why did you choose this location? Is there a different location you would recommend in the
future? Are there any special instructions for reserving or using this location?

PURCHASES/RENTALS (please attach documentation)

Item Purchased Purchased from/at Cost

Did you buy too much or too little of any item? Was any item unnecessary? Is there any item you
think you should have purchased but didn’t? Please explain and make recommendations for
future event planners:




WORKING THE EVENT (security, set-up, clean-up, serving, etc.)

Name Job Amount of Time

Did you have enough people working the event? Which positions needed more people and which
had too many? What worked well? Are there any jobs that you think you should have assigned to
someone but didn’t?

Please note any person who you feel did not complete their job satisfactorily and why:

SPECIAL ACTIVITIES

Please describe any activities you planned for the event and indicate whether or not you thought
they were a success. Are there any other activities you can suggest for the next event?

EVENT SUMMARY

Overall, did you feel the event was success? Was there anything that went particularly well or
that really didn’t work? What advice can you give to future event planners?

Signature:




