Event Planning Tool 

Date










	Purpose/Goal of Event

	

	Theme of Event
	

	Event Name
	

	Event Date/Time
Rain date Needed
	

	Visit Venues

Event Location

Expected Attendance
	

	Facilities Rental Fee

Budget Approved for Venue
	

	Lodging for Event
Bids for Hotels
	

	Parking 
	

	Travel/Transportation 
	

	Admission/Tickets
	

	Food/Drink 
Selection of Menu

Dietary needs
	

	Trainer or Special Guests
Qualified, Goal Outcomes

Fee for Presentation
	

	Trainer Lodging and other Fees
	

	Disabilities

Audio/ equipment needs

Visual equipment needs

Internet/phone service needs

Closed Caption
	

	Publicity
Save the Date 

Give-A-Ways

-AmeriCorps CT Logo

-Organization Logo

-Funder Logo

-Approval from Commission 

Invitations

RSVP

VIP List

Post on Website, Contact CCCS,

Pictures, Photographer

Decorations attached to Theme

Set up of room, space
	

	Entertainment

Music, Games

Contract reviewed

Insurance/ Security
	

	Supplies

Nametags 

Permits

Garbage 
	

	Evaluations of the event

Post event review

Thank you cards/ emails 

Follow up with Speaker 
	

	Funding

Return or submit receipts

Return borrowed items
	

	Extra Notes
	

	Comments:
	

	
	


Assessment of the event:

1. Did you meet the goals/objectives for the event?
2. What area of the planning process needed improvement?

3. What challenges did you face with the success of the event?

4. What was the most successful part of the event?
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