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How to use this document
This template is designed to be edited. Replace the placeholder text and brackets with your event, program, or initiative details. Use the checkboxes to track progress and share the document with your core team so everyone owns a clear piece of the work.
Event Summary
	Field
	Details

	Event Name
	

	Date
	

	Attendance
	

	Budget vs Actual
	

	Lead Team
	


Outcomes vs Goals
	Goal
	Target
	Actual
	Variance / Notes

	
	
	
	

	
	
	
	

	
	
	
	


What Worked
1. [Strength 1]
1. [Strength 2]
1. [Strength 3]
What to Improve
1. [Gap 1]
1. [Gap 2]
1. [Gap 3]
Logistics Review
[ ] Venue and room setup met our needs.
[ ] AV and technology performed as expected.
[ ] Catering and hospitality were on time and well received.
[ ] Registration and check-in ran smoothly.
[ ] Staffing levels were appropriate.
Guest Experience
	Feedback Source
	Key Themes
	Sentiment

	Survey
	
	

	Social / Informal
	
	

	Staff Observations
	
	


Sponsor Value
[ ] Sponsors received promised benefits.
[ ] We captured photos, metrics, and testimonials for partners.
[ ] Sponsor feedback was collected.
[ ] Renewal conversations are scheduled.
Financial Reconciliation
	Category
	Budgeted
	Actual
	Difference

	Venue
	
	
	

	Catering
	
	
	

	AV / Production
	
	
	

	Marketing
	
	
	

	Sponsorship Revenue
	
	
	


Next-Year Improvements
[ ] [Improvement 1]
[ ] [Improvement 2]
[ ] [Improvement 3]
Final recommendation: [Should this event be repeated? What changes are essential?]
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