Program Reflection Form
Sit back, relax and take a few minutes to think about what you have done.  This time, if well spent, will help you with future events that you plan and could make or break the event for whoever comes after you!
Program Title:   

Program Planner(s):
Contact Info:


Phone:


Email:

Did you partner with another group?

· If so, what group?

· Contact Person and contact info:
· What suggestions would you make to someone wanting to create or continue this partnership?
Total Number of Participants:_______          How many had you hoped for? ____________
What method did you use for name collection?

How many were new?                         How many were regulars?

To what do you attribute the number?
(Were there mitigating circumstances? (weather, conflicting events ( or you had great publicity, it was a well known speaker ()
How did the program go?  Give as much detail as possible so that if you were to repeat the program it would be perfect the next time around.  (This is mostly about the logistics and flow.)
Was it successful?  (This really is a different question than how was the program?)  Compare the outcome of the program to the goals you set ahead of time.  Explain what the factors were that helped you to achieve your goals or kept you from fulfilling them.  
What did you learn from the program?  (Make a file with all the things you did, your programming packet with comments and suggestions for improvements, things you would change next time, resource information, and anything that you would recommend to help the next person to improve upon your success.)
Follow-Up with Participants?
How do you plan to follow up with your participants?

Follow-up Publicity

Do you have a plan to do any follow-up publicity with photos or an article, blogging, or anything else?

Follow-up Appreciation
Is there anyone without whose help, this program would not have been so successful?

Enough cannot be said about the mileage you can get from a well written, timely THANK-YOU note!  You never know what might come of your few thoughtful words.
Budget Follow-Up 

Amount of Money Spent:$_______

Amount of Money Allocated by Hillel:$_________
Any Other Sources of Income:$_______

Include discounts, donations, other contributors

Please detail all income and expense below.  Did the program break even, make money or lose money?
Is there any follow-up needed with regard to budgetary matters?

· Have all bills been paid in a timely manner?

· Have all parties who need to be, been reimbursed as soon as possible?

· Have all checks or cash been recorded and deposited appropriately?

· If there are any outstanding receipts that need to reimbursed, please be sure to submit them.

Comments from Advisor after reading Post Packet Form:

