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A Guide to Planning Campus Events

Post-Event

Congratulations, you put on a successful event! Even though the event is over, there’s still a little bit of work left to ensure that your 

group is even more prepared and successful the next time around.

Group debrief meeting

Internal event summary/write up: What went well? What didn’t? 

Post photos, videos, or testimonials on social media

Send event write-up, photos, and other materials to campus media

Add new sign-ups to the membership list

Create final event budget and compile receipts

Send thank-you notes to the speaker(s), professors, student leaders, and all attendees¬¬¬¬
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