
Post-Event Debriefing 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Subject: Post-Event Debriefing and Success Metrics Review 

Dear [Insert Recipient Name], 

Thank you for participating in [Event Name] held on [Event Date]. We appreciate your 

contributions and support, which were vital to the event's success. 

Overview of Event Success Metrics: 

• Attendance: [Insert Attendance Number] attendees 

• Feedback Score: [Insert Average Feedback Score] 

• Engagement Rate: [Insert Engagement Percentage] 

• Net Promoter Score (NPS): [Insert NPS Score] 

Key Highlights: 

1. [Highlight 1] 

2. [Highlight 2] 

3. [Highlight 3] 

Areas for Improvement: 

• [Improvement Area 1] 

• [Improvement Area 2] 

We would love to hear your feedback and any additional insights you may have regarding the 

event. Please feel free to reply to this email or contact me directly at [Your Phone Number]. 

Thank you once again for your support. We look forward to collaborating with you in the future! 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Organization] 


