





Document any information regarding steps listed above and attach to this form with notes.
Coordinate an evaluation process at the next executive board meeting and include in notes.
Send thank you notes to anyone who assisted, included faculty, co-sponsors, volunteers,
entertainers, special guests.

Check with facilities and/or staff to make sure there were no problems; follow up if you know
there were immediately following event.

Ensure payment has been received to individual parties who may have been contracted.



