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Brief Description of event: 

________________________________________________________________________________________________________________________________________________

What worked well for this event? ________________________________________________________________________________________________________________________________________________

What do we need to do differently? ________________________________________________________________________________________________________________________________________________

What should we remember for next year? ________________________________________________________________________________________________________________________________________________

Is the Chair willing to be in charge next year?  If not, who could chair for this event? 

________________________________________________________________________

Things the office should be made aware of: ________________________________________________________________________________________________________________________________________________
What and where are the supplies stored for next year? ________________________________________________________________________________________________________________________________________________
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Event Recap Sheet


Event: _________________________________


Date: __________________________________


Location of event: ______________________


Chairperson: ___________________________


Phone: _________________________________








Important Numbers


Adults attending: ________	Children attending: ________		# of volunteers: ________


Expected Budget: ___________


Actual Budget: _____________ 


Overage/under: _____________





Please turn in to the office within two weeks of the event.  Also, please feel free to include other information on the reverse side of this form that may be helpful to next year’s event.








