St. Francis Xavier FSA Event Summary:  2011-2012
Completing this summary will help the FSA ensure our events and committees run smoothly from year to year. It will also help us to capitalize on your experience as chairperson(s) by implementing your recommendations for improvements. 
Please complete this form and email to Marcy Fitzpatrick at marcyfitzpatrick@hotmail.com and submit your receipts to Diane Asleson (diane.asleson@gmail.com) within 30 days of your event or by May 15th for year-long committees. 

Overview

	Event/committee name
	

	Date of event or committee timeframe
	

	Chairperson(s)
	

	Number of people in attendance (if an event)
	

	Volunteers on committee (in alpha order)
· To be included in FSA Newsletter
	

	Article for FSA Newsletter

· A few sentences or short paragraph

· Please attach or forward photos if available
	


Budget

	Income $
	$

	Income source(s)
	· 

	Expenses $
	$

	Expense items
	· 

	Names of any person(s) or organizations that donated to the event
	· 


Key Procedures

	Notes on preparing for event or committee work (# of meetings, coordinating via email, key activities, etc)
	· 

	Notes on running the event or completing the committee duties
	· 

	What worked well
	· 

	What did not work well
	· 

	Suggestions for next time
	· 


If applicable, please attach additional Word pages to this document with the following information—or note below the names of files you will attach in other programs, such as Excel or PowerPoint.
· Samples of flyers, memos, instructions

· Budget details

Finally, please let us know if you would like to chair this event next time. If you will decline on this, please provide any ideas you have on who might like to chair in the future.

Thank You!!!
Last Updated: September 7, 2011

