
 
 

EVENT SUMMARY REPORT 

 

 
Activity/Event:  ______________________________________________   

Date of Event:   ______________________________________________  

Committee Chair:____________________________________________ 

 

General Description of the Event: 

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 

Number of volunteers needed: 
__________________________________________________________

__________________________________________________________

__________________________________________________ 

 
Did you have any sponsors for the event?  Include any contact information. 

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 

Were outside vendors used?  Include any contact information. 

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 



 

Number of Attendees: _______________________________________________ 

 

Budget/Cost Information:  Attach a copy of deposit form submitted to 

Treasurer, when applicable: 

__________________________________________________________________

__________________________________________________________________ 

__________________________________________________________________ 
 

Supplies needed (include donated and purchased items): 

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 

Location of Event: 

__________________________________________________________ 

 
Suggestions/Recommendations for next year: (e.g. Was the budget sufficient? 

Did you need more volunteers? Etc.)  Please be specific. 

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________

__________________________________________________________ 

 

                                                                                                                     

 

 

 


