EFCI Mandarin Fellowship Special Event Planning & Evaluation Form

1. This form (2sides) must be filled by the main coordinator(s) and any coworker/helper that the chairperson feels necessary.  Special events include outreach, spring camp, gospel camp/retreat, beach party?, etc.

2. Upon completion, turn in to chairperson within 2 weeks, the chairperson makes sure all the areas are filled and may make additional remarks on the form.
3. The form then is given to the fellowship publication coworker to keep in fellowship record folder.

Event: ____________________   Event Date: ____/____/_______  Your Name: _________________
Your Role:   (Main Event Coordinator     ( Helper in area(s) of _____________________________
	Areas
	Person-in-Charge
	List tasks & description + timing of each task
	Location & Things needed (if any)
	Comments/Suggestions for future coworkers:

	Promotion & Invitation
宣傳與邀請

	
	
	
	

	Publication/

Flyer
文書/傳單
	
	
	
	

	Registration
& Check-in

報名&報到


	
	
	
	

	Food
食物
	
	
	
	

	Purchasing

採買
	
	
	
	

	Activity/

Program
當日節目/活動
	
	
	
	

	Follow-up
跟進
	
	
	
	

	Others
其他
	
	
	
	


(see Reverse side)
	Main Target Group:


	Comments/Suggestions:



	Total Expenses: $_______________

Source (Church? Fellowship? Fundraised? Offering? Others?):
	Comments/Suggestions:



	Event Speaker:
	Comments/Suggestions:



	Please provide information for any website, email address, on-line google document, contact list setup:



	Your Overall Evaluation/Suggestions:



	Additional Remarks (Chairperson and/or Advisors):




Please attach the following if applicable: 

a) Meeting Minutes/Planning 企畫書
b) Actual Event Programs 節目表
c) Other: ____________________________________
Signature: ______________________________________   
Date: ________________
Chairperson Signature: ________________________________
Date: ________________

Last Revision: 1/3/10
