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Committee Name:

Committee Co-Chairs: 
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Time Table
2
4
6
8

How many weeks before the event did you start planning?
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How many weeks do you think you need to plan the event in actuality?
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Committee Chair and Members

How many people were on your committee? 
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How many committee members do you think you need?

[image: image14]

[image: image15]

[image: image16]

[image: image17]
How many co-chairs do you think you need? 
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Budget

What was your budget?
                                                                            ______________________________________________

Did you stay in the budget?  Please explain if you were under or over?
                       ________________________________________

In planning for next year would you need less or more money?
                                    _________________________________________

***Is there anything you would change next year to make the event more successful?

***Do you have any advice for next years chairs?

***Please staple or clip any copies of receipts or business cards that can be used in planning for next year.

***Please write in any contacts, names and phone numbers that were useful.
Notes:


Please indicate if you started further then 8 weeks out.











If more then 8 please indicate the number of committee members.




















