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EVENT FACT SHEET
Event day and date
	Event:
	Name of event

	
	

	Date:

	Day of the week and date

	
	

	Time: 
	Time of event 

	
	Arrival time of program participants

	
	

	Location:
	Venue, building and room number or outdoor location

	
	

	Guests:
	Guest category list (general community, students, congregation, etc)

	
	

	Purpose:
	Goals and objectives of event

	
	

	Format:
	· Event:  List basic event format (reception, dinner, lecture)
· Program:  Actual start time
· Introductions and Welcoming Remarks (list program participants)

· Keynote speaker
· Awardees

· Closing Remarks

· Stage/Program Setup:  

	
	

	Budget:
	Approved budget, authorized signatory

	
	

	Statistics:
	Invitations sent:
	Total number of invitations sent

	
	Accepted:  
	Number of acceptances/rsvps

	
	Actual:  
	Actual number of attendees

	
	Attrition:  
	Difference between acceptances and actual attendees

	
	Cost per person
	Final budget divided by number of attendees

	
	
	

	Ministry  Sponsor:
	Ministry department hosting the event and responsibility for all expenses

	
	

	Contact:
	Name of event manager, phone and email

	
	


