Social Event Report
Include a copy of this report with your event file when you submit it to the Social VP after all transactions are completed. Be sure to include copies of financial report(s), newsletter articles, contracts, and any other pertinent information in the file.
Event:      
Chair:      

Date:      
Co-Chair(s):      
 

1. Provide information on all of your contacts, their phone #s, & addresses. 
	Name
	Phone #
	Address

	    

	     
	     
     
     

	     

	     
	     
     
     

	     

	     
	     
     
     

	     

	     
	     
     
     


2. When and with whom did you make your initial contact? 

     


3. Was a reservation required? 
4. Was a contract required? 
5. Was a deposit required? 
6. Was a comp provided for the Event Chair? If yes, how many paying participants were needed to acquire a comp? 
7. If refreshments & snacks were provided, explain how they were handled. [e.g., Was cost added to the per-person price of the event & Event Chair purchased and supplied or was it catered? Was the cost included in contract and supplied by the site? Did the participants pay for their own at the designated site, restaurant, etc. or perhaps brought their own?]
     


8. How was the price per participant determined? (show calculation and identify add-ons. For example, ticket price + refreshments + bus + driver's tip + miscellaneous costs like postage, printing, etc.) 
     


9. What preparations or set up was involved at the event site? How many volunteers did you need? How much time was needed for set up? What time did you start to set up? 
     


10. What cleanup by the Club was needed? How long did it take? How many volunteers were needed? 
     


11. Were prizes or trophies awarded? If yes, what for, where did you get them, and how far in advance did you order them? When were they presented? 
     


12. If this event is run again, what suggestions do you have to improve it? 
     


13. Any other comments?
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