[image: image1.wmf]Event Committee Planning Sheet
After completing the Event Planning Sheet, begin to identify specifics for your Committee, including estimated cost and dates of completion.  After the Event in completed, fill out the short Evaluation on the back of this form.  There will be a formal debriefing and Evaluation of the Event at a later date.
Name of Event:      






Date of Event:      
Purpose of the Event:      





Time of Event:      
Estimated Attendance:      




Location:      
Behavior Code:
      






Dress Code:      
Consequences for not following the rules:      
Estimated Budget:     





Cost per Person:      
Name of your Committee:      
Committee Chairperson:      
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Evaluation: 
1. Did your Committee complete its tasks on time and on budget?  Why or why not?       
2. How can your Committee improve its job performance for the next Event?  Give specifics.       
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