Bethany College Alumni Office

Special Event Planning and Evaluation

General Information
Event:________________________________________________________________________

Event Objective:________________________________________________________________
Theme: _______________________________________________________________________
Date: __________________ Day: ___________________ Time: _________________________
Intended Audiences: ____________________________________________________________
Dates confirmed with Campus Calendar_______________City/Public School Calendar________

Audience-Building
____Alumni______Donors_______New Friends_______Churches
____Community_____Students______Campus Community

____Board_____Alumni Council_____Prospective Students

Flyers__________________To Pub_______________Due Date for Distributing_____________
Posters_________________To Pub_______________Due Date for Distributing_____________
Newsletter_______________To Pub_______________Due Date for Distributing_____________

Email___________________ To Pub_______________Due Date for Distributing_____________
Date invitations mailed: _____________To Pub____________Due Date for Distributing________

Number mailed: _______________________Bulk:_____________  First Class:______________
Other promotional methods used and effectiveness: ___________________________________
**Note: Publications needs materials 6-8 weeks prior to due date for usage. 

Media Hits
Advance media coverage (TV, Radio, PSA, Calendar Sections, etc.)
Publicity generated following event (Radio/TV/Newspapers/Other
Speak with Communications:______________________________________________________
Budget & Expense Information

Overall budget for event: ____________________ Income goal (if applicable):_______________
Budgeted Estimated: __________________
Expenses Actual: _____________________




  
     Estimated/
     Budgeted

         Actual
	
	                                 
	

	Invitation Printing 


	
	

	Other Printing Expenses 

Not otherwise listed
	
	

	Postage/Mail House charges 


	
	

	Programs


	
	

	Food/Catering 


	
	

	Facility Rental 


	
	

	Speaker/Presenter Fee Travel/Hotel 
	
	

	Hospitality


	
	

	Other transportation (bus, parking) 


	
	

	Rentals (tables, chairs, dishes, staging) 
	
	

	Services (valet, servers, bartender, security) 
	
	

	Flowers/Decorations/Banners/Flags


	
	

	Photographer/Videographer


	
	

	Music/Entertainment


	
	

	Audio/Visual Equipment


	
	

	Technological Resources


	
	

	Exhibits/Tenting/Other Set Up


	
	

	Premiums/Awards/Gifts


	
	

	Miscellaneous


	
	

	
	
	

	
	
	

	TOTAL COST
	
	

	Income (if applicable)
	
	

	Cost Per Person 
	
	


Event Checklist

Set Up and Logistics


Facility Reservation___________________________________________


Equipment Needs (tables, chairs, podium)_________________________
___________________________________________________________


Room Set Up________________________________________________


Facilities Request Made________________________________________


Clean up____________________________________________________



Catering In house or Out of House?


Menu______________________________________________________ 

Food Ordered________________________________________________

Additional Food Needs_________________________________________

Decorations (banners, flags, flowers etc)

Flowers 



Table_________________________________________________



Corsages, boutonnieres__________________________________



_____________________________________________________


Extra Plants ________________________________________________


Candles____________________________________________________


Balloons____________________________________________________


Posters/Banners______________________________________________


Coat Racks__________________________________________________


Other ______________________________________________________


___________________________________________________________


___________________________________________________________

Invitations and Printed Material

Develop Ideas for Pub.________________________________________

What are the needs? (Invite, poster, program, banner, signs, flyers, tickets, news releases nametags, etc.)

___________________________________________________________


Ideas sent to Pub.____________________________________________


Proofs Approved_____________________________________________

Postage and Shipping

Date invitations mailed: _____________# mailed: ___________________

Bulk:____________________________First Class:__________________

Other publication details________________________________________
Hospitality

Host, speaker, master of ceremonies_____________________________


Travel and hotel needs_________________________________________


Honoraria___________________________________________________


Gifts for guest________________________________________________


Mementos__________________________________________________


Ushers, guides_______________________________________________


Receiving Table______________________________________________


Head Table Arrangements______________________________________

Time to posts________________________________________________

Transportation

Parking arrangements_________________________________________


Other Transportation Needs_____________________________________

Security

Security Needs_______________________________________________


Risk Management____________________________________________
Entertainment

Audio / Visual Needs__________________________________________

Music/Facilities for musicians____________________________________


Music Department arrangements_________________________________


Technician needs_____________________________________________
Misc. Supplies Needed (circle needed and how many)

Table


Chairs


Batteries

P.A.

Generator

Flashlights

Ext. Cord

Radios

Garbage Bags
Butcher Paper
Signs


Gloves

Markers

Banners

Name Tags

Pens

Handouts

Tickets

Boombox

Film

Camera

Water Cooler

Pencils

Ribbons/Awards

Programs

Sign In Sheet
Tape


Buckets

Bullhorn

Staplers

Cashbox

Helium Tank

Rope


Keys


Balloons

String

Eval. Forms

Giveaways

Const. Paper

Clipboards

Rulers


Money

Sound System
Trashcans

Trash bags

Scissors

Glue


First Aid Kit

RSVP List

Thank You Notes Sent
Sent to all parties involved above

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Date ________________ To ______________________________________________________

Other Wrap Up Activities

􀂉 Conduct staff and participant evaluations

􀂉 Return borrowed/rented items

􀂉 Close out event folder and file

􀂉 Create next year’s event folder (for annual events)

􀂉 Other: ___________________________________

Event Elements

Rate the effectiveness of the following:            

Excellent
Good 
Fair 
Need Impro. NA
Appropriateness & Execution of Theme 


❒ 
❒ 
❒ 
❒ 
❒
Timing 






❒ 
❒ 
❒ 
❒ 
❒
Meeting/Exceeding Objective(s) 



❒ 
❒ 
❒ 
❒ 
❒
Audience-Building 




❒ 
❒ 
❒ 
❒ 
❒
Agenda/Program 




❒ 
❒ 
❒ 
❒ 
❒
Effectiveness of Promotion Strategy 


❒ 
❒ 
❒ 
❒ 
❒
Use of technology (e-mail, internet, database, etc.) 
❒ 
❒ 
❒ 
❒ 
❒
Advertising 





❒ 
❒ 
❒ 
❒ 
❒
Graphic Design (invitation, posters, program, etc.) 
❒ 
❒ 
❒ 
❒ 
❒
Facilities 





❒ 
❒ 
❒ 
❒ 
❒
Catering 





❒ 
❒ 
❒ 
❒ 
❒
Decorations (Flowers, props, etc.) 


❒ 
❒ 
❒ 
❒ 
❒
Rate the effectiveness of the following:  (cont.)

Excellent
Good 
Fair 
Need Impro. NA
Transportation/Parking 




❒ 
❒ 
❒ 
❒ 
❒
Signage 





❒ 
❒ 
❒ 
❒ 
❒
Guest services - Nametags, seating, other 

❒ 
❒ 
❒ 
❒ 
❒
Staffing 





❒ 
❒ 
❒ 
❒ 
❒
Additional Services (police, valet, etc.) 


❒ 
❒ 
❒ 
❒ 
❒
Meeting budget/income expectations 


❒ 
❒ 
❒ 
❒ 
❒
Attendee evaluations (formal, informal) 


❒ 
❒ 
❒ 
❒ 
❒
Wrap up activities 




❒ 
❒ 
❒ 
❒ 
❒
Other: ________________________________ 

❒ 
❒ 
❒ 
❒ 
❒
Comments (from above ratings) and recommendations for future events:
Final Attendance Estimate

Faculty ___________________________ Community Leaders __________________
Students _________________________  General Public _______________________
Staff/Administration __________________Alumni ____________________________
Donors____________________________Board Members _____________________ 
Other _____________________________ Total Attendance: _____________________

Additional Post Event Questions:

What were the major strengths of this event?

What were the major weaknesses of this event?

Which media attended and/or used the information you sent them?

Did you use appropriate in-house resources (translation, marketing, communications, public relations?)

Did the event reinforce institutional image?

What modifications would you make the next time?

Planning Timeline
Four to Six Months Ahead

Select a theme

Check the date, but before confirming it:

Clear the date with the platform party guests (the ones who must be present)

Double – check for conflicts with other major institutions or city functions and inform the Advancement Office for donor tie-ins.

Consider reasons, (holidays, religious feasts, summer vacations, the start of the school semester) which might make the date inconvenient

Plan and get approval for your budget

Draw up a preliminary guest list

Select and reserve a location

If the event is to be held outdoors, develop a backup plan in case of rain. 

Two to Three Months Ahead

One Month Ahead

Follow-up: In Order of Priority

The Day After

The Day After, or as Soon as Possible

Within the Next Two Weeks
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1

