
Event Evaluation Report 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Event Evaluation Report for [Event Name] 

1. Introduction 

This report evaluates the [Event Name] held on [Event Date] at [Event Location]. 

2. Objectives 

• Objective 1 

• Objective 2 

• Objective 3 

3. Summary of the Event 

The event included [brief description of activities, speakers, and attendees]. 

4. Evaluation Criteria 

• Attendance 

• Engagement 

• Feedback 

5. Results 

Attendance was [number], and feedback was [summary of feedback]. 

6. Conclusion and Recommendations 

In conclusion, the event was [summary of outcomes]. It is recommended to [suggestions for 

future events]. 

7. Appendices 

Attached are the raw feedback data and detailed surveys for further review. 



Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


