EVENT DEBRIEF MEETING


Agenda

Date:
Time:
Location:
Attendees:

1. Review Goals
	A. Read goals set at beginning of event
	B. Overall, did we meet our established goals? Why or why not?

2. Budget
	A. Did we achieve our revenue goals? Why or why not?
	B. Did we stay within our budget? Why or Why not?

3. Evaluate Team Performance
	A. Staff
	B. Volunteers
	C. Third-Party Vendors
	D. Other

4. Evaluate Logistics Management
	A. Setup
	B. Teardown
	C. Parking
	D. Signage
	E. Other

5. Evaluate Communications
	A. Promotion
	B. Registration
	C. Team Communication

6. Evaluate Program
	A. Sessions
	B. Keynotes
	C. Entertainment

7. Evaluate Survey Results (if available)

8. Evaluate Team Feedback

9. Identify any action items/follow-up that needs to be taken
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