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Title 
 

Date / Time / Location 
 

Executive Summary 
1.​ Description of Event 

a.​ Who, what, why, how? 
2.​ Use of funds 

a.​ Budget here 
3.​ Takeaways 

a.​ What did you learn? 
b.​ How many people came? 

c.​ Add other numbers from campusgroups/instagram 

4.​ Future planning 
a.​ What will you do now? 
b.​ What would you have changed 

5.​ Notes 
a.​ Anything else?  

b.​ Share images, and graphics of how many people attended vs checked in, etc.  
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