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Your Name: 

Name of Event: 

Date held:

Venue

· Address: 

· Venue contact name and phone/email: 

· Is it metro accessible?

· Other important venue qualities of note?

· If applicable: Which other venues did you consider?  Why did you decide against them?  

Speaker Name(s), if applicable: 

Number of attendees

· Alumni:

· Non-alumni (estimate) : 

· Total : 

Pricing Tiers

· WDCSA Member price: 

· WDCSA Non-member price:

· Young Alumni price:

Feedback (if any): 

Successes and challenges in organizing, to include: 

· Best thing about the event

· Lessons learned (if any)

· Ideal event planning timeline 

· Would you do it again?  If not, why not?
Other contacts for future events (caterer, space rental, other alum organizers, etc.):

Revenue v. Expenses (if applicable):

WDCSA Event Synopsis








