CENTRAL PTO EVENT EVALUATION/PLANNING FORM

Note to Event Chairs:  In an effort to avoid re-inventing the wheel each year, we’d like to keep good records on the great, the good, the bad, and the ugly from all events and efforts going forward.  At the conclusion of your event, please complete an evaluation form.  Thanks!
1. Event Basics

Name of Event: _____________________________________________________
Date/Day/Time: 

Location: 

Chairperson(s):  

General Feedback:

2. Communication
What tactics (flyers, email, posters, etc.) did you use to promote this event/effort? 
What did/did not work well?

What was your timing on communications?  Too early? Too late?  Ideas for next year?  

3. Effort of Execution

How was participation/attendance? (specifics, if possible): 

Key Steps Before Event: 

Key Steps During Event 

How many volunteers did you have? ______   Was this enough? 
4.   Budget
How much was in the budget for this event? ___________________

How much was spent on the event? _________________________

Was any money made on the event? _____________________________

Was there a cost to attend or participate? ____________________________  

Did the chairperson(s) spend personal funds for this event:?

If yes, how much? ________________   Were receipts turned in? __________________

5.   Other
Any other comments, ideas or feedback…..

Should Central run this event again next year?

Thank you for taking the time to make the next Chair’s job easier!
