Event Planning Worksheet
Complete this worksheet as a team during your planning meeting.
Event Snapshot
Event Name:
Planning Lead:
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Date:
Time:
Location/Venue:

☐   Panel discussion
☐   Welcome / networking reception
☐   Cultural celebration
☐   Returning scholar panel
☐   Pre-departure orientation
☐   University or embassy partnership event
☐   Film screening / service project
☐   Other: 
Why Are We Holding This Event?
Purpose-driven events are easier to promote, staff, and evaluate afterward.
What need or chapter goal does this event address?



This event supports our chapter's goals by (check all that apply):

☐   Strengthening the alumni network
☐   Supporting outgoing Fulbrighters
☐   Building a university partnership
☐   Building an embassy/consulate partnership
☐   Increasing community visibility
☐   Fulfilling an annual programming requirement
☐   Celebrating cultural exchange
☐   Other: _____________________
Who Is This Event For?
Naming your audience before planning logistics keeps every later decision — venue, timing, promotion — aligned.
Primary audience (check all that apply):

☐   Fulbright alumni
☐   Outgoing Fulbrighters
☐   Incoming / current grantees
☐   University partners
☐   Embassy / consulate contacts
☐   General public
☐   Donors / prospective supporters
☐   Other: ____________________
How Will We Know It Was Successful?
Define success before the event, not while writing the recap.
What would make this feel like a success? 



Budget
A rough line-item budget prevents a shortfall after commitments are made.

	Venue
	

	Catering
	

	Printing/Materials
	

	Travel/Honorarium
	

	A/V
	

	Marketing
	

	Contingency
	

	Total
	


Funding source(s): 
☐ Chapter Savings
☐ Grant Funds
☐ Sponsorship 
☐ Ticket/registration fees 
☐ Other: 

Promotion Plan
Attendance typically rises when registrants get reminders one week and one day before.
Channels (check all that apply):

☐ Email invite
☐ Chapter newsletter
☐ Social media
☐ University/embassy partner email
☐ Personal outreach calls
Follow-Up Plan
What happens in the two weeks after determines whether attendees become repeat volunteers and donors.
☐ Thank-you emails — within 3 days
☐ Share photos/recap — within 1 week
☐ Post-event survey — within 1 week
☐ Update chapter contact list — within 2 weeks
☐ Debrief with planning team — within 2 weeks
☐ Report outcomes to Fulbright Association National Office — within 2 weeks
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