St. Monica Academy Event Details
Please complete whichever parts of this form are helpful for making next year’s event—or a similar event—successful.  Thank You!!!

Event:





Coordinator:




Date & Time:




Number present:
(Separate adults/kids if helpful.) 
Financial Details:  


1) Attach sheet with income (if any) and expenses.
2) Check which budget, if any, paid for the event:

· Parent Guild


· St. Monica ______________________
· Capital Campaign
· Other

Promotion Details and Contacts (e.g. St. Monica Messenger, local paper):

Event Details (Include info like set up, clean up, equipment and/or supplies needed, where obtained, 


electrical plug needs, garbage removal):
Menu (food items, +/- amounts):

Volunteers (number, types of tasks):

Recommendations for next time:

