
	Instructions for 
	Event Folders

                                                               
Event Title: ________________________________________

Date: ____________________   Time: __________________    Approximate Attendance: _______________________

Committee Members/Phone Numbers/E-mails:

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

The goal of the event folders is to have a good record of an event for the next person who runs the event.  The idea is that whoever is in charge of the event in the future will have all the information they need to successfully run the event.

We would greatly appreciate it if all folders are returned to Leigh Hodgson or Sandra Sargisson within 3 weeks upon completion of the event.  If you intend on continuing with an event please include a note indicating your intention to continue when you return the folder.  We would like to have all the folders in our possession and so we can update them with new forms, procedures, etc. for the following year.  
Thank you so much for your cooperation! 
If you have any questions please contact Sandra Sargisson (cochair2@mkesa.org; 864-1416).

Please fill in all applicable information:

CONTACT/VENDOR INFORMATION and QUANTITY for NEEDED SUPPLIES:  

________________________________________________________________________________________________________

________________________________________________________________________________________________________

PLEASE SUMMARIZE KEY STEPS/TIMELINE OF EVENT.  

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

PLEASE PROVIDE DETAIL of all the EXPENSES AND REVENUES FROM EVENT:

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

DID YOU NEED TO FILL OUT A BUILDING USE FORM?  ______________________________________________________

DID YOU NEED TO REQUEST A CASHBOX FROM the TREASURER IN ADVANCE? ______________________________

[bookmark: _GoBack]WHAT MANPOWER WAS NEEDED TO RUN THE EVENT?

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

WHAT DO YOU KNOW NOW THAT YOU WISH YOU HAD KNOWN BEFORE THE EVENT?  (Please include anything you feel would be helpful to a new volunteer)

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________ 

ADDITIONAL COMMENTS??

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

________________________________________________________________________________________________________

PLEASE REMEMBER TO INCLUDE THE FOLLOWING WHEN YOU RETURN THE FOLDER:

· Copies of all building use forms and any diagrams of furniture placement. 

· Copies of any flyers and publicity.  All electronic copies can be emailed to cochair1@mkesa.org to be included on the website for Event Leaders. 

· Printouts of helpful e-mails.  


THANK YOU AGAIN FOR ALL YOUR HARD WORK IN RUNNING THIS EVENT!! 
WE SINCERELY APPRECIATE IT! 
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