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EXAMPLE Event Evaluation Summary

Customize this form to your event and your evaluation form. Use the information you compile to help you wrap up your event and then keep it in your service unit’s records.

Evaluation Summary

Event Name: ___________________________________	Event Date: ___________________
Event Location/Address: ________________________________________________________
Event Planner’s Name: ___________________________	Email: _______________________
Co-Event Planner’s Name: ________________________	Email: _______________________

Event Committee Adults
	Name
	Email
	Position

	
	
	Event First Aider

	
	
	

	
	
	



Number of Troops Participating: ______	Number of Evaluations Received: ______
Number of Youth Participants: ______	Number of Adults Participants: ______

Attach a copy of the evaluation form that participants completed. 
For each topic, calculate a mean score. Alternatively, for each topic, count the number of ratings at each level of the scale (i.e., the total ratings of “5,” “4,” “3,” etc.).

For open-ended questions, summarize the comments that were in each of the categories below.

Positive:




Negative:




General comments/suggestions:




Ideas for the future:
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