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EVENT SUMMARY FORM


Briefly describe the event:


































How was the event planned? 






















Who attended the event? How many people attended? 





























________________________________________________________________________
How did you publicize the event? (Attach any fliers and press releases) 



























________________________________________________________________________
Did the event receive any media attention? (Attach any news articles)
















What worked best? 



































What could be improved upon? 
































________________________________________________________________________
Additional Notes: 

Event ______________________________


Date _____________         Time _________         Location _______________________


Event Purpose __________________________________________________________


Event Coordinator/Chairperson ____________________________________________


Supporting Roles _______________________________________________________








