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Evaluate to Celebrate!
Use this tool to help your organization talk about what went well and what changes you suggest for your next event. Attach it to your Event Planning Form for future reference.

Name of program/activity:  





Date(s):  
Time(s):  

Location(s):  



Actual Attendance #  
What worked well?        
What could have been done differently (if anything)?   
Was the promotion/publicity appropriate and adequate for the event?  If not explain:   
Do you have any suggestions for promoting this event in the future?   
If this was a fund raising activity, did you meet your goal? Why or why not?   
Individuals or Offices who were helpful in the planning of the program:   
List any general comments/recommendations:   
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