(ORGANIZATION)
(EVENT)
(DATE)

Congratulations on helping us to make our (EVENT) such an outstanding success! You all
deserve ahuge hand! Thank you!!

The following notes will help you to evaluate the success of the event. First, compare the
event’ s objectives with the results. Then think about each area of the event, rate it and jot down
what went well, the success or variance, what could have gone better and what could be donein
the future to improve the overall outcome of the event.

OBJECTIVES

1. Raise(DOLLAR GOAL)
Actual Net:
Notes:

2. Raisethe profile of (ORGANIZATION) to current and new stakeholders
Actual:
Notes:

3. Create asuccessful model for an event that can be held annually
Actual:
Notes:




AREASTO CONSIDER

Pre-Event:
Excellent Good Fair Poor

Fundraising ] ) ] ]
Role of Co-Chairs/Committee 0 0 ) )
Honoree | dentification/Recruitment 0 0 0 0
Printed Materials ) m ) m)
RSV P/Contribution Intake ) m ) )
Working with Consultants ] ) ] ]
Telephone Inquiries 0 0 ] ]

Acknowledgements 0 0 0 0




Day Of:

Excellent Good Fair Poor
Set-up/Room Layout ] 0 ] ]
Check-In m] m) 0 0
Food and Beverage Service 0 m) ] ]
Logistics ] ) ] ]
Volunteers m) m) 0 0
Program m m) m m
Signage ] m) ] ]
Take Aways ] ) ] ]

Breakdown O a a a




