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Event Evaluation Form


Name of Sponsoring Organization:       
[image: image1.png]
Name of person in charge:       

Phone:       

Email:       

Event/Function (title and type):       
People who worked event:       
     

Day/Date of Event:       

Location of Event     

Time of Event:
     
Set up started at:
     
Clean up from:
     
to: 
     

Ticket Price (if any):
     

Estimated Attendance:       
Event Analysis

	

	A
	B
	C
	D
	F

	The time and date were appropriate for this event

	     
	     
	     
	     
	     

	This was the right location for this event

	     
	     
	     
	     
	     

	The advertising/publicity for this event was effective

	     
	     
	     
	     
	     

	The artist/company was cooperative

	     
	     
	     
	     
	     

	Organization and planning
	     
	     
	     
	     
	     

	Participation of members/volunteers

	     
	     
	     
	     
	     

	Enthusiasm of members/volunteers

	     
	     
	     
	     
	     

	The audience’s reaction was positive

	     
	     
	     
	     
	     

	Overall success of the event

	     
	     
	     
	     
	     


	(If not applicable, write N/A)

	A
	B
	C
	D
	F

	Services provided by Event Services (scheduling)

	     
	     
	     
	     
	     

	Services provided by Production Services (media/tech)
	     
	     
	     
	     
	     

	Services provided by Culinary Arts (food)

	     
	     
	     
	     
	     

	Services provided by Plant Services (room set-up)
	     
	     
	     
	     
	     

	Services provided by Security/Safety
	     
	     
	     
	     
	     

	Services provided by Student Life
	     
	     
	     
	     
	     


	Overall Program Rating

	     
	     
	     
	     
	     


List forms of advertising (attached copies) and where advertised:     
     
     
Specific comments on performer, events, etc: :     
     
     
What new things did you try?      
     
     
What worked?      
     
     
What didn’t?      
     
     
Problems or complications that may have affected the success of the event:      
     
     
Words of Wisdom

Would you recommend doing this event again in the future?
Yes
     
Maybe      
No
     
If no, why?      
     
     
If yes, what would you keep the same?      
     
     
What would you do differently/change?      
     
     
Suggestions for improving the event:      
     
     
Overall recommendations for future planners:      
     
Performer/Artist/Suppliers/Services Used

	Artist/Business name:
	     

	Address:
	     

	City,State, Zip
	     

	Telephone #:
	     

	Contact person:
	     

	Cost:
	     

	Service(s) provided:      
     

	Would you use them again? Explain.      
     


	Artist/Business name:
	     

	Supplier name:
	     

	Address:
	     

	City,State, Zip
	     

	Telephone #:
	     

	Contact person:
	     

	Cost:
	     

	Service(s) provided:      
     

	Would you use them again? Explain.      
     


	Artist/Business name:
	     

	Supplier name:
	     

	Address:
	     

	City,State, Zip
	     

	Telephone #:
	     

	Contact person:
	     

	Cost:
	     

	Service(s) provided:      
     

	Would you use them again? Explain.      
     


Budget Analysis

	Performer/Supplier (artist fee, rentals, etc)
	$     

	Performer/Supplier
	$     

	Performer/Supplier
	$     

	Sound/Media
	$     

	Set-up Charges
	$     

	Production fees (media/tech)
	$     

	Security Charges
	$     

	Food/Drink
	$     

	Decorations
	$     

	Publicity/Advertising (printing, postage, etc)
	$     

	Licenses
	$     

	Misc Materials/Supplies
	$     

	Amount Over OR
	$     

	Amount Saved
	$     

	Total Fundraised, if appropriate
	$     

	Was the amount budgeted reasonable for this event? Explain.      
     
     
     
     



Advisor Comments

	

	A
	B
	C
	D
	F

	Organization and planning of event
	     
	     
	     
	     
	     

	Communication with advisor
	     
	     
	     
	     
	     

	Purpose of event congruent with Organization’s mission
	     
	     
	     
	     
	     

	Participation of members/volunteers

	     
	     
	     
	     
	     

	Enthusiasm of members/volunteers

	     
	     
	     
	     
	     

	Participation of guests/attendees

	     
	     
	     
	     
	     

	Enthusiasm of guests/attendees

	     
	     
	     
	     
	     

	Overall success of the event

	     
	     
	     
	     
	     


