Bonjour Events.com
Event Wrap Up Form
Name of Event:   

Date:   
Chair/Event Producer: Your name or the event chair
Executive Host: sr. exec that served as the internal champion
Location:
name of venue, city, state
BUDGET

Event Budget: Total allotted event budget
Actual Budget:   $

Any Major Overruns & Reason: good to know
Outstanding Payments/Issues: list any disputes, outstanding major bills that may be enroute, hopefully this is blank
MARKET

Target Audience: such as: Chief Marketing Officers from consumer packaged goods companies in the mid-west region.  
Number of Invitations Sent: 

Number of Attendees:

Actual Attendance demographics: EX: 8 CMOs, 4 CEOs, 14 EVPs, 26 Directors. Or for a country club: 37 Current Members, 43 Recruits 
Highest Ranking Attendee: Name, Title, Company
COMMUNICATIONS

Hard Copy Invitation:  Invitations sent 10 weeks in advance, tri-fold style, sent to 1200 invitees 
Email Invitation: Soft copy invitation was sent from Liz Champaign 5 weeks before the event and again 3 weeks before the event to all who had not yet RSVP’d.  Design created by Firefox Communications.
Confirmation Method: All attendees were sent a confirmation email immediately after they registered on the event website.  All attendees also received a phone call confirmation one week before the event to answer questions and confirm participation.
Recommendations for future invitations to this event:  What would you do differently?  Send fewer/more, different style, change the frequency of communication?

***If you can, you’ll probably benefit from pasting a copy of the email invitation and a scan of the hard copy invitation to the end of this document.
SURVEY SUMMARY:

Highest scored speaker:

Lowest scored speaker:


Suspected reason:

Most attended breakout:

Least attended breakout:

Most popular activity:

HOTEL

Room Block Numbers: 14 Suites, 109 Singles, 5 Doubles all days
Actual Usage/day: 13 Suites, 115 Singles, 4 Doubles on Tuesday
No Shows:  3 Tuesday, 6 Wednesday, 10 Thursday
Rate:  $265 Suites, $119 Singles, $144 Doubles/night
ACTIVITIES

Golf:  84 Signed up/96 Showed
Tennis:  48 Signed up/36 Showed
Hiking:  22 Signed up/19 Showed
Recommendations:  

EVENT STAFF 

Number for Event:  14 onsite staff members, 6 were from J&J Temps
Number recommended for next year:  Example: We would benefit from four more hosts at the golf tournament check in and a few more during the cocktail party registration desk.

Quotes from Clients/Attendees:   
Share some great testimonials here received verbally or via email post event that your team, execs or future planners would enjoy hearing.
Final recommendations for next event:
Photos: 
Add a few photos of the event that help jog your memory the next time around or help the next person.  Centerpieces, signage, registration tables and stage sets are great to keep on file.
