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Event Forms & Checklists

Contents:

Pg 2 Event outline form

This form is designed to help you prepare for your event.
Pg 3 Checklist/timetable for event


A form to schedule all the activities which need to be completed for the event.

Pg 4 Event Feedback Form

A form to give to your attendees to receive feedback on your event.
Pg 5 Event Attendance/data collection sheet

To allow you to collect contact details and list who attended your event. This helps us keep our records up to date, and also need to be completed as part of the UK insurance coverage
Event outline and checklist
This form is designed to help you organise your event.  We recommend you complete it as soon as you’ve been in touch with the University about your event.  

Outline

	Event Organiser
	

	Contact details
	

	University contact
	

	Event purpose / format
	

	Venue for event
	

	Cost of event and pricing structure
	

	Date of event
	

	Start/ finish time
	

	Min/ max number of guests
	

	Dress code
	

	Target audience
	

	Other notes
	

	Sample party pack materials
	balloons

banners

brochures (if requested)

information about the University (i.e., our current rankings)

lanyards

pens

stickers


Checklist

This form will help you to timetable all the things you may need to ensure your event runs smoothly. Not all of these tasks will be applicable for every event.




	Task
	Timescale
	Date
	Complete?

	Complete ‘Event outline’ 
	On agreement
	
	

	Set dates for each task on this list and agree who will do each task
	On agreement
	
	

	Date of event confirmed  
	3 months before event
	
	

	Time and date confirmed – with the venue
	3 months before event
	
	

	Visit venue (if appropriate) and complete contract (if required) for the event
	2 months before event
	
	

	Guest list agreed
	3 months before event
	
	

	Invitations sent
	11 weeks before event
	
	

	Take RSVPs
	Ongoing
	
	

	Catering agreed – set menu, wine, etc.
	8 weeks 

before event
	
	

	Guests chased to RSVP
	8 weeks 

before event
	
	

	Complete Risk assessment for event
	1 month before event
	
	

	Guest reminder email sent inc. asking for dietary requirements and including any messages sourced from risk assessment.
	3 weeks 

before event
	
	

	Ensure caterer is aware of dietary requirements 
	1 week

before event
	
	

	Make name badges/ place names if applicable
	3 days

before event
	
	

	Print list of attendees if applicable
	3 days

before event
	
	

	Final checks with venue inc. notifying dietary requirements
	3 days

before event
	
	

	At the venue:

Organise materials

Brief serving staff as appropriate, ensure dietary requirements have been catered for
	Day of event
	
	

	Event takes place
	Day of Event
	
	

	Guest and helpers thanked / follow up email sent
	Within 1 month
	
	

	Feedback forms and photos sent to the University
	Within 1 month
	
	

	Budget reconciled (if you find yourself with budget surplus, you may wish to considering supporting the University’s students.  Details can be found on our website: http://www.exeter.ac.uk/exceptional/)    
	Within 1 month
	
	


Event Feedback Form

We hope your event was a great success, and thank you for taking the time to share information with us about your event and who attended.  If you wish, the information you provide can allow us to publish a news story and photos of the event on our website: http://www.exeter.ac.uk/alumnisupporters/ 

Your feedback will also help us learn how we can better support you and other alumni in organising future events.  


Event name: _________________________________________________________________________

Event Date:  _________________________________________________________________________

Organiser:    _________________________________________________________________________

Organiser’s Contact Details: ___________________________________________________________

Please tell us more about the event, including an overview of how it went:


What was your favourite thing about the event?


What could have gone better?


Please tell us about the support you received from the Development and Alumni Relations Office.  What was particularly helpful?  How can we improve our support?



Event Attendance 
In order to keep in touch with our alumni, we strive to ensure that our records are always up-to-date.  To help us ensure these are accurate, we would very much appreciate if you would fill in this form with any updated details.  The event organiser can then forward it to the Global Advancement office via email or post.  This form can also serve as a reminder for you of who attended the event.   

Event name: _________________________________________________________________________

Event Date:  _________________________________________________________________________

Organiser:    _________________________________________________________________________

Organiser’s Contact Details: ___________________________________________________________

	Name (including name you used while at the University, if different)
	Subject of Study and Year of Graduation 
	Updated details (email, post, phone)
	Attended (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	
































Please email the completed form to: �HYPERLINK "mailto:alumni@exeter.ac.uk"�alumni@exeter.ac.uk� or post it to:


Global Advancement


Northcote House


The Queen’s Drive


Exeter EX4 4QJ








Please email the completed form to: �HYPERLINK "mailto:alumni@exeter.ac.uk"�alumni@exeter.ac.uk� or post it to:


Global Advancement


Northcote House


The Queen’s Drive


Exeter EX4 4QJ
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