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Event Summary Form
Event Title:
Event Type: (Conference, Workshop, Seminar, Celebration, etc.)
Date(s):
Location / Venue:
Organiser / Department:
	Objectives of the Event

	

	

	

	



	Target Audience
	

	Intended Audience
	

	Estimated Number of Participants
	

	Actual Number of Participants
	



Program Overview
	Key Highlights

	

	

	

	



	Outcomes and Achievements

	

	

	

	







	Participant Feedback Summary

	
Overall Feedback
Key Positive Comments
Areas for Improvement





	Challenges Encountered

	









	Budget Summary 
	

	Estimated Budget
	

	Actual Expenditure
	

	Variance
	



Media and Documentation
· Photos Taken: ☐ Yes ☐ No
· Videos Recorded: ☐ Yes ☐ No
· Attachments Included: (Photos, Attendance Sheet, Program, etc.)

	Recommendations for Future Events
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