Thank you for running a great event!  Your fellow alumni/ae and Dartmouth family will remember it for a long time!  It is very important to document the details of the event for future reference and the Club/Group Annual Report.  
1. Event Title
2. Date(s) of event

3. Organizer(s) name and contact info (email, cell phone)
4. Hours spent on the event, including planning to implementation and wrap-up
5. Venue name and address

6. Venue contact name and information, if different from organizer.

7. Name and title of speaker from the College, if applicable.

8. Description of event (500 characters)

9. Blurb

10. Co-sponsorships : choose one
· Dartmouth regional club: ​​​​​​​​​​​​​​​​_________________________________________
· Dartmouth ASIG: ________________________________________________
· Dartmouth class: ________________________________________________
· Other ivies / Stanford/MIT: ________________________________________
· Community / professional organization: ______________________________
· Dartmouth entity (Dartmouth on Location, Alumni Relations, etc.): ________
· None

11. Event type : choose one
· Intellectual/Educational

· Social

· Community Service

· Physical Health/Activity (what is watching sports –social?)

· Professional Development


12. What platform was used for compiling registrations & payments or RSVP's? choose one
· Eventbrite

· Facebook

· Evite

· Club’s gmail account

· Organizer’s personal email

· DEN-DC online

· Other

· None
13. Attendees # (actually showed up, not just RSVP or bought tickets)

· Alumni




________

· Students




________

· Non-alumni  parents


________

· Guests




________

· Other




________

· Total (calculate from above)

________


14. Financials (see "Sample Event Budget Worksheet" in the Events Toolkit)
· Expenses to the Club (total)

_________

· Expenses description and breakdown
_________

· Income to the Club (total)


_________

· Income description and breakdown
_________

· Net




_________

15. Organizer's evaluation of the event and planning process, lessons learned.

16. Are there photos from the event, and if so, who has them, and/or have they been sent to the club's email account already?  Please send if you haven’t already!
17. Would you recommend this venue for another event?

18. Would you recommend doing this event again?
(This document is based on a form created and used by the Dartmouth Club of Washington, DC.  Thank you, DC!)

Alumni Post-Event Report











