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PROJECT EVALUATION – STEP 5

	Project Name
	

	Project Date
	

	Chairperson
	


1. Was the goal(s) for you project met?  Provide factual evidence to support you answer.

	


2. Where there any KEY planning steps that you would suggest should NOT to be missed?  The project would be in trouble if these steps were missed or not done in time.

	Key Planning Steps
	How far in advance of the event should it be done? 

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3. Identify important people contacted with Phone # or Address

	Person or Company Name
	What were they contacted for?
	Phone, e-mail, and/or Address

	
	
	

	
	
	

	
	
	

	
	
	


4. Were there any key materials or equipment that we borrowed, rented, or bought that was important to the success of this project?  These would be items SCHS Council does not own itself.

	Description of Material/Equipment
	Company or Person Equipment Came From
	Phone, e-mail, and/or Address
	Approximate Cost

	
	
	
	

	
	
	
	

	
	
	
	


5. Describe any unanticipated problems that you encountered that should be avoided next time. 
	


6.  What about this project would you consider a must be KEPT the same if the project is to be successful?  EXPLAIN why! 

	


7. What would you suggest we ADD to this project or CHANGE to make it even better next time?   Please be specific and explain WHY you are making your recommendation(s). 

	


8. What about this project would you DELETE?  (This did NOT contribute to the success of the project and should not be done again.)  EXPLAIN WHY? 

	


9. General Comments:  (Things you wish you knew before doing this project.) 
	


10. ATTACH TO THIS FORM

· Evidence of Thank You Notes Sent

· All appropriate fliers, tickets, letters, forms, etc.

· Committee Member Evaluation Form
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