
	No.
	CATEGORY/
INDICATORS
	INITIAL PLAN/ 
OBJECTIVES
	ACTUAL RESULTS/ EVALUATION

	1
	Overview
	- Expected:.....................................
- Guest scale, activities, etc.
	- Actual:.............................
- Actual number of attendees, timeline, etc.

	2
	Attendees
	Expected:..... People,...... VIPs, partners,...
	- Actual: … people.
- Attendance rate: …%

	3
	Program content
	Expected: Host, singer, talkshow, etc.
	- Actual: Did it go as planned? Any schedule changes?
- Which activities didn't go well?

	4
	Costs and budget
	- Plan:.....................................
- Budget allocation:......................
	Actual costs?

	5
	Communication and Behind-the-scenes
	- Intended media & KOL invitations
- Social media engagement rate:...................
	- Actual: Number of articles, livestreams, etc.
- Links to videos, articles, etc.

	6
	Feedback from guests/Participants
	Expected: …% satisfaction, survey form, etc.
	Results: …% satisfaction, comments, suggestions, etc.

	7
	Challenges/Risks encountered
	Contingency plans: Bad weather, equipment malfunctions, etc.
	Actual: Issues A, B, … How were they handled?

	8
	Overall evaluation
	Goal:......................................
	Completion level: ....%

	9
	Lessons learned and suggestions
	Lesson learned:.........................
	Improvements needed for next time:

	10
	Attachments
	Event photos, videos, detailed Expense Report:
	Link to drive, excel files, etc.

	11
	Approval/Confirmation
	Planner: (signature, full name)
	Executive board/Department head: (Signature, seal)



