PACK 163 - EVENT REPORT

	Event
	
	Date 
	


	Person completing report
	
	Phone
	


Program Chairperson(s)
	1.
	
	Phone 
	

	2.
	
	Phone 
	


Event Description
(please give a description of the event)
	


Chairperson Responsibilities
(please give a description of the duties you performed for this event)
	


Event Budget
	Budget
	$ 
	
	Total Expenses
	$ 


Event Expenses
	Food/Beverages 
	$ 
	
	Event Prizes
	$ 

	Entertainment
	$ 
	
	Printing/Copies
	$ 

	Paper Goods
	$ 
	
	Games
	$ 

	Equipment Rental
	$ 
	
	Misc. Expenses
	$ 

	Office Supplies
	$ 
	
	Decorations
	$ 


	Vendors
	


	Special offers/discounts available 

	 


Ideas or Suggestions for next year
(include successes and difficulties in planning the program)
	


