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  Event:




 
Event Evaluation





Coordinator:





Date of Event:






What was the purpose of this event?





































Was the purpose of the event achieved?  If no, why?  If yes, how?


































How many people attended this event?










Overall rating of the event’s publicity and promotion:

poor

fair

good

excellent



What type of promotion was done?   (**Please include any printed materials in the event file)

Poster

Flyer

Table Tent

Press Release



On-campus Newspaper

Off –campus Newspaper

Email to staff/faculty



Other (describe)












































Recommendations: 
























































Overall rating of the event’s food/refreshments:

poor

fair

good

excellent



What type of refreshments, if any? (Please be specific)

Recommendations?












































Overall rating of the event’s decorations:

poor

fair

good

excellent



What types of decorations were used? (Please be specific)

Recommendations?




























Overall rating of the event’s staging/set-up:  (Please include map of set-up in event file)
poor

fair

good

excellent



What type of set-up was done? (Please be specific)

Recommendations?





























Overall rating of the event’s Media Services and/or AV equipment:

poor

fair

good

excellent



What type of Audio/Visual Equipment was used? (Please be specific)

Microphone/speakers

Computer

Overhead

Video camera




TV/VCR

Other (describe)











Recommendations?











































Overall rating of the Performer:

poor

fair

good

excellent



Brief Description of type of Performer

























Recommendations?











































Overall rating of the audience’s response to the event:

(If written evaluation done, list audience comments here)
poor

fair

good

excellent



Comments:













































Overall rating of this event by yourself:

poor

fair

good

excellent



Comments:













































Would you recommend doing this event again?:

Next quarter

Next year

Other (describe)






































Other suggestions or follow up events:








































Place a copy of this sheet in your legacy file!







