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LWML 104 – Your LWML Designed 4 U 
The Fourth Course in the Women in Mission University Materials 

EVENT REPORT AND EVALUATION FORM 
 

 
Department:    ____________________________________________________________ 
Coordinator:  ____________________________________________________________ 
 
Event Title:  ____________________________________________________________ 
Event Date:  ____________________________________________________________ 
 
Event Planning Team Members:  
 ________________________________________________________________________ 
 ________________________________________________________________________ 
 
Event Attendance: ____________________________________________________________ 
 
On a separate sheet, answer the following questions and include as much information as possible to aid future leaders when they 
have similar events to plan and coordinate. 
 
REPORT DETAILS: 

Publicity:  What type of publicity was used? Who was involved? How frequently were publicity 
items produced? (Attach copies of all PR items to this report.) 

 
Budget: What was the budgeted amount for this event? If no budget was given, how did you 

determine costs and where the monies were to come from? (List all the costs for this 
event and attach it to this report.) 

 
Program: Were any outside speakers or presenters involved? If so, who were they, what did 

they present, were they paid for their time? If so, how much were they paid? (Attach 
any printed materials – programs, handouts, etc. – to this report.) 

 
Refreshments: What refreshments (if any) were served? What was spent on items that were 

purchased? Were items donated, if so, how were they obtained? (Attach copies of recipes, 
grocery lists, quantities, and other supplies acquired for this event to this report.) 

 
Supplies:  Other than refreshments, what other supplies were used for this event? Were items 

purchased? If so, how much was spent and where did the funds come from? Were 
items gathered from donations? If so, how were they obtained? (Record the quantities of 
additional supplies and attach it to this report.) 

 
Set Up: What equipment was needed to set up for this event? How was this communicated 

to the set-up team and/or custodian? (Attach to this report the diagram that was designed to 
show the layout and equipment needs for this event.)  

 
Follow Up: Were thank you notes written to presenters, donors, participants, and/or leadership 

team members? If so, who was responsible? Was a post event report and evaluation 
form completed, filed with the department coordinator and/or the women’s ministry 
director? If so, who was responsible? 
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EVALUATION SPECIFICS:  
Please answer the following regarding the program: 

 Strongly 
Agree 

Agree Disagree No 
opinion 

The program was well received. 
 

    

Participants had a good experience. 
 

    

Participants responded positively to 
the event. 

    

The event would be worth doing 
again. 

    

 
Please answer the following regarding the people who attended: 

Estimate the ages of those in attendance: (How many participants were in each age category?) 
 _____ 15-25 
 _____ 26-40 
 _____ 41-55 
 _____ 56-70 
 _____ 71 and older 
Was child care offered for the event?     Yes     No 
If not, should it be added for future events?    Yes     No 
  

Please answer the following regarding the scheduling of the event: 

How did the following items affect the overall event: 

 Positive Negative No Effect Reasons? 
Weather was good outside     
Inclement weather     
Date of the event     
Day of the event     
Time of the event     

 
In planning this event, check all items used to develop this event. Indicate where these items are kept. 

 Yes No Where Filed 
Time line for planning purposes    
Schedule for the event    
List of all supplies including quantities    
Budget    
Website for resources or ideas    
Other resources consulted    
Check list of responsibilities    
Notes from previous leaders    

 
What did you learn through developing this event that should be recorded for future leaders? What 
difficulties did you experience and how did you overcome them so future event coordinators won’t need to 
deal with the same situations? If this event was not well received, why do you feel that was so? What could 
be done differently to bring about a different result? (Note items that you feel would have been beneficial for you to 
know before you took on this job so the next coordinator can learn from your challenges and successes.) 

File one copy of this report with your Director, keep a second copy in your Coordinator files for future reference. 


