Event Evaluation 

Event: ________________________________________

Date: ____________________

1.  Purpose


A. What was the purpose of the event?


B. Did the event achieve the purpose?

2. Organization


A. Did the event flow smoothly? 


B. Were there any times of confusion?


C. If so… how did these times impact the event?

3. Delegation


A. Were tasks over/under delegated?


B. Were people given enough time to do their tasks well?

C. How many people were involved in areas of responsibility? 

4. Lessons Learned


A. Was something left off the “to do” or “to bring” lists?


B. How was the location?


C. What really went well?


D. What would you do differently?


E. Anything else…?
