EVENT PARTICIPANT SURVEY


E-mail subject line: 5-Minute Survey for the XYZ Conference—We Need Your Feedback! 
E-mail body: 
We hope you enjoyed this year’s XYZ Conference and hope to see you again next year! In order to continually improve, we need your feed- back. Please take a few minutes to answer the questions in the short survey attached. Your input will be considered when planning future events. Thank you in advance. 
Sincerely,
The Conference-Planning Team 
Sample General Survey Questions: 
Please rate the following from 1 to 5, with 5 being the highest. Use text boxes to provide additional comments.
	Rate the ease of the registration process

	1
	2
	3
	4
	5

	Rate your overall satisfaction with the venue

	1
	2
	3
	4
	5

	Rate your overall satisfaction with the food

	1
	2
	3
	4
	5

	Rate your overall satisfaction with the program

	1
	2
	3
	4
	5

	Rate your overall satisfaction with after-hours events

	1
	2
	3
	4
	5

	What is the likelihood that you will attend this event again?

	1
	2
	3
	4
	5

	Would you recommend this event to others?

	Y
	N
	
	
	

	Are you interested in being on the planning team for next year’s event? If yes, please provide your contact information and we will be touch.
	Y
	N 
	
	
	

	Are you a first-time attendee?
	Y

	N
	
	
	


What aspect of the event did you like best?

What aspect of the event would you change?

Sample Survey Questions for Individual Sessions
Please rate the following from 1 to 5, with 5 being the highest. Use text boxes to provide additional comments.
	The speaker was knowledgeable

	1
	2
	3
	4
	5

	The speaker was professional

	1
	2
	3
	4
	5

	The speaker delivered content effectively

	1
	2
	3
	4
	5

	The distributed materials were useful

	1
	2
	3
	4
	5

	The content met my expectations

	1
	2
	3
	4
	5

	There was adequate time for questions

	1
	2
	3
	4
	5

	Overall satisfaction with presentation

	1
	2
	3
	4
	5

	I would recommend speaker to others

	1
	2
	3
	4
	5

	I would recommend session to others

	1
	2
	3
	4
	5



Please provide any suggestions to improve this session:


Other sessions you would like to see at future events:
EVENT PARTICIPANT SURVEY | The Event Planning Toolkit

