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C O N T E N T S



The gala  wi l l  host  roughly  100-120 attendees .  This 

cons ists  of  the top 50-60 donors ,  thei r  p lus  ones ,  and

the board of  d i rectors .
The age of  th is  target  audience averages  55-60 years 

o ld .

          To  honor  thei r  45th anniversary ,  the Kroh

Foundat ion plans  to  celebrate  with an exclus ive , 

g lamourous murder  mystery  gala  at  The Wi l lows at 

Ashcombe Mansion on Thursday ,  November  3 .  Featur ing

dark ,  luxur ious  aesthet ics ,  th is  event  wi l l  host  the

foundat ion ’s  most  prominent  donors .  A longs ide del ic ious 

hors  d ’oeuvres  and a  catered meal ,  guests  wi l l  part ic ipate

in  a  murder  mystery  game where they wi l l  attempt to 

f igure out  which of  the board members  “murdered”  the

organizat ion ’s  founders ,  John and Jane Kroh.  After  vot ing

on which di rector  they bel ieve committed the cr ime,  the

founders  themselves  wi l l  reveal  the answer .  Over  a 

del ic ious  catered dessert ,  members  of  the board wi l l  each

share stor ies  of  how the foundat ion has  helped thei r 

community  and thank donors  for  thei r  cont inuous f inancia l 

support  to  thei r  cause .

          This  murder  mystery  gala  wi l l  thank donors  for  thei r 

cont inuous support  by  prov iding them with an exclus ive 

banquet  and enterta inment .  I t  wi l l  a lso  show them how

thei r  support  i s  a id ing the foundat ion by shar ing stor ies  of 

the good works  completed by the organizat ion .

S I T U A T I O N A L  A N A L Y S I S

P U R P O S E  S T A T E M E N T

T A R G E  A U D I E N C E



Highly  educated females  create the major i ty  of  the

foundat ion ’s  top donors .
These donors  hold fu l l - t ime careers  with incomes of  over 

$100k and l ive  with thei r  spouses  and fami l ies  in  the

Centra l  Pennsy lvanian region .
This  audience a l ready has  a  st rong re lat ionship with the

foundat ion and cons istent ly  supports  i t  f inancia l ly  or 

through other  means .

Ant ic ipat ion –  Intr igue donors  with personal  letter 

inv i tes  created by volunteers  three months  pr ior  to 

event  a long with emai l  reminders  that  include c lues  to 

bui ld  ant ic ipat ion and ent ices  at  least  50 donors  and

thei r  p lus  ones  to  RSVP.  
Arr iva l  –  Greet  a l l  100+ guests  at  the entrance with

waitstaf f  and fasc inat ing venue to  make thei r  ar r iva l 

exper ience as  engaging and exci t ing as  poss ible .

The theme wi l l  involve  a  dark ,  luxur ious  aesthet ic  with i ts 

g lamourous venue and attent ion to  deta i l  in  the décor .  The

inv i tat ions  wi l l  be sent  personal ly  to  each of  the top donors 

for  a  specia l  personal ized touch.  To intr igue and create

ant ic ipat ion ,  emai ls  wi l l  re lease c lues  to  the murder 

mystery  and reminders  for  donors .  The myster ious 

atmosphere wi l l  come f rom the dark  red and black color 

scheme and c lues  to  the cr ime hidden throughout  the

venue.  The att i re  wi l l  cons ist  of  b lack sui t  and t ies  for  men

a long with dark  colored evening gowns for  women.  The

del ic ious  food wi l l  tempt the guests  throughout  the

evening with an array  of  hors  d ’oeuvres ,  a  catered dinner , 

and a  del ightful  dessert  spread.

T H E M E

G O A L S



Atmosphere –  Garner  at  least  90% pos i t ive  comments 

onl ine by  creat ing a  myster ious  atmosphere with the

décor ,  waitstaf f ,  and murder  mystery  c lues  to  engage

the audience and give  them the best  exper ience

poss ible .
Act iv i ty  –  Engage at  least  80% of  donors  with the murder 

mystery  game,  the array  of  foods ,  and the presentat ion

of  s tor ies  and grat i tude made by the board of  d i rectors 

and owners  of  the foundat ion .
Appet i te  –  Ful f i l l  guests ’  appet i tes  with the wide var iety 

of  hors  d ’oeuvres ,  d inner ,  and desserts  prov ided by our 

caterer  and served on t ime at  5 :30pm,  with dietary 

needs proper ly  met .
Amenit ies  –  Exceed donors ’  expectat ions  with a 

luxur ious  venue which f i ts  the murder  mystery  theme

and prov ides  them with a l l  o f  the fac i l i t ies  that  they

require .  Prov ide g i f ts  that  at  least  80% of  guests  enjoy 

and they can take home to remember  the event  and the

foundat ion .
Budget  –  Keep expenses  for  the gala  event  under 

$25 ,000.

The foundat ion expects  thei r  donors  to  leave feel ing

connected and valuable  to  the foundat ion ,  leading to  an

increase in  f inancia l  donat ions  in  the near  future .  No di rect 

requests  for  f inancia l  support  wi l l  be made dur ing the

event ,  but  they wi l l  ment ion upcoming goals  and projects 

for  the foundat ion ,  hopeful ly  prompting support  f rom

donors .

JDK Cater ing Team Roles

E X P E C T E D  O U T C O M E S

T E A M S  &  R O L E S  N E E D E D



L ia ison –  Wi l l  communicate between venue and event 

coordinator  to  create contract ,  d iscuss  budget , 

determine l inens ,  d innerware ,  food opt ions ,  set  up ,  etc . , 

and answer  any quest ions  about  cater ing .
Wait  Staf f  –  Wi l l  ass is t  with sett ing dinnerware and serve

guests  d inner  at  the event  under  the L ia ison ’s 

superv is ion .
Chefs  –  Wi l l  expert ly  prepare hors  d ’oeuvres ,  d inner ,  and

desserts  to  be served.
Bartenders  –  Wi l l  set  up bars  and serve guests  specia l ty 

dr inks  throughout  the event .

L ia ison/Venue Coordinator  –  Wi l l  communicate between

a l l  vendors  and event  coordinator ,  d iscuss  budget ,  g ive 

tours ,  set  up dining area ,  ensure venue is  prepared for 

guests ,  and answer  any quest ions  about  the venue.
Technical  Crew –  Wi l l  communicate with event 

coordinator  to  des ign l ight ing and technology needed

for  the presentat ions/speakers .

L ia ison –  Wi l l  communicate between venue and event 

coordinator  to  d iscuss  budget ,  ensure a l l  décor  needs

are  met ,  help create inter ior  des ign plan ,  set  up on

event  day ,  and answer  any quest ions .
F lor is t  –  Wi l l  communicate with l ia ison and event 

coordinator  to  create f lora l  des igns ,  d iscuss  budget ,  set 

up f lora ls  on event  day ,  and answer  any quest ions .

Wi l l  work with the Kroh Foundat ion ’s  Board of  Di rectors 

to  create event  plan to  sui t  thei r  needs .
Wi l l  create  checkl i s ts ,  t imel ines ,  budget ,  formulary , 

promotions ,  logist ics ,  and evaluat ion plans  to  keep event 

on t rack and running smoothly .
Wi l l  work with a l l  other  teams and vendors  to  ensure

that  a l l  are  stay ing on task .

Venue Team Roles

JDK Inter ior  Des igner  &  F lor is t  Team Roles

Event  Coordinator  (Chloe Howel l )

Volunteer  Team Roles



Coordinators  Sub-Team –  Wi l l  lead each Volunteer  Sub- 

Team l i s ted below and communicate with Event 

Coordinator .
Inv i tat ions  Sub-Team –  Wi l l  pr int ,  address ,  and send out 

inv i tat ions  to  a l l  donors .
Promotions  Sub-Team –  Wi l l  send out  promotional 

emai ls  and other  incent ives  to  bui ld  ant ic ipat ion .
Evaluat ion Sub-Team –  Wi l l  monitor  socia l  media ,  rev iew

s i tes ,  and in-person communicat ions  to  gather 

informat ion on how donors  fe l t  about  the event .
Photography Sub-Team –  Wi l l  take photos  and v ideos 

dur ing event  for  later  use for  the foundat ion .
Teardown Sub-Team –  Wi l l  help with the teardown and

c leanup process  af ter  the event .

Board of  Di rectors  –  Wi l l  communicate with event 

coordinator  to  ensure the event  runs  smoothly  before , 

dur ing and after .  Wi l l  generate  ideas ,  guest  l i s t , 

speakers /presenters ,  and the murder  mystery  game.



B U D G E T
Gala

  Event Budget

Expenses

Subcategory Product Amount  

Venue

Rental of Ashcombe Mansion

(includes furniture,

technology, lighting, sound,

teardown)

($5,250)  

Catering
Gala Menu Package (includes

Hor d'oeuvres, dinner, dessert,

alcohol, all staff, teardown)

($15,750)  

  Linens & Dinnerware ($400)  

Décor
Florals (includes table

centerpieces, red roses, and red

rose accent arch for pictures)

($800)  

 

Misc. Décor (includes the black

feather accents, candles,

center pieces, and

drapes/backdrops for pictures

and aesthetic)

($750)  

Promotions Promotional Posts ($60)  

  Thank you letters ($50)  

Invitations Letter Invites (includes stamps,

envelopes, cardstock) ($50)  

Gifts/Prizes Thank you gifts ($500)  

  Prize for Murder Mystery Game ($500)  

Misc. Gala programs ($150)  



Emergency
  Fund   ($500)  

Total Expense   ($24,760)  

Sponsors 5 Local Businesses   $20,000 

Reserve Kroh Foundation   $5,000 

Total

Leftover     $240 

T I M E L I N E

When What Who

1-Mar-22

Meet
  with Board of

Directors and start

binder

Chloe
  Howell, Board of

Directors

10-Mar-22

Research
  venue, create

timeline, budget, and

objectives

Chloe
  Howell, Board of

Directors

20-Mar-22
Select
  date, create guest

list

Chloe
  Howell, Board of

Directors



1-Apr-22 Tour venue,
  research catering Chloe Howell

15-Apr-22
Create
  contract with Venue and

Catering

Chloe
  Howell, Catering

Liaison, Venue

Coordinator

30-Apr-22
Gather
  volunteers, create groups

and sub-groups

Chloe
  Howell, Volunteer

Team

10-May-22

Meet
  with Venue to discuss

technical, music, lighting,

and layout plans

Chloe
  Howell, Venue

Coordinator,

Technical Team

12-May-22

Meet
  with JDK Catering and

Design Teams to discuss food

options, bartenders, wait
  staff, linens, dinnerware,

serving, florals, and

interior design options

Chloe
  Howell, Catering

Liaison, Design and

Floral Teams

15-May-22 Update
  budget

Chloe
  Howell

30-May-22

Meet
  with volunteers for

promotional and invitation

updates/feedback

Chloe
  Howell, Volunteer

Team



15-Jun-22

Discuss music,
  interior design, menu, and

lighting and communicate

decisions to Vendors

Chloe Howell,
  Vendors

30-Jun-22

Finalize
  guest list, discuss party

favors, prizes, murder

mystery game with Board

Chloe
  Howell, Board of

Directors

10-Jul-22
Send
  out personalized invitations

to donors on guest list

Volunteers

15-Jul-22
Finalize
  layout and design seating

chart

Chloe
  Howell, Venue

Coordinator

1-Aug-22 Meet
  with Venue Staff

Chloe  Howell, Venue

Coordinator

2-Aug-22 Meet
  with Catering Team

Chloe
  Howell, Catering

Staff

3-Aug-22 Meet
  with Design and Floral Team

Chloe
  Howell, Design &

Floral Team

4-Aug-22

Meet
  with Board of Directors to

finalize murder mystery game

rules, setup and
  prizes, gifts, and speakers

Chloe
  Howell, Board of

Directors



15-Aug-22
Meet with Venue
  Staff to finalize teardown

coordination

Chloe Howell,
  Venue Team

20-Aug-22

Finalize
  list of material needed,

begin to order/assign

volunteer pick-up for

supplies

Chloe
  Howell, Volunteer

Team, Board of

Directors

30-Aug-22

Meet
  with Volunteers to finalize

and approve promotional

materials

Chloe
  Howell, Volunteer

Team

1-Sep-22
Send
  out reminder promotional

email #1 to guest list

Volunteer
  Staff

10-Sep-22
Post
  promotional material #1 on

social media pages

Volunteer
  Staff

25-Sep-22
Send
  out reminder promotional

email #2 to guest list

Volunteer
  Staff



1-Oct-22
Final walk
  through and discussion

with venue

Chloe Howell,
  Venue Staff

1-Oct-22
Post
  promotional material #2

on social media pages

Volunteer
  Staff

3-Oct-22

RSVPs
  due, send out final

reminder email to guest

list

Volunteer
  Staff

10-Oct-22

Create
  spotify playlist and

digital event seating chart

and slideshows to send to
  Venue

Chloe
  Howell

15-Oct-22
Post
  promotional material #3

on social media pages

Volunteer
  Staff

15-Oct-22

Supplies
  due, inventory supplies

and create list of anything

missing/needed

Chloe
  Howell, Volunteer

Staff

15-Oct-22 Update
  budget

Chloe
  Howell



25-Oct-22

Final team
  meeting to dicuss day-of

formulary, teardown, and

evaluation

Chloe Howell,
  Board of Directors,

Volunteer Staff

30-Oct-22
Volunteers
  put together party

favors and prizes

Volunteer
  Staff

1-Nov-22

Drop
  off party favors and any

décor or game pieces/clues

needed

Chloe
  Howell

3-Nov-22 Setup,
  gala, teardown

All
  Teams

4-Nov-22
Pickup
  any supplies left

overnight

Chloe
  Howell

5-Nov-22 Finalize
  Budget

Chloe
  Howell

6-Nov-22
Send
  out thank you notes to

vendors and sponsors

Volunteer
  Staff, Chloe Howell

10-Nov-22

Debrief
  with all teams, get

evaluation volunteer

team feedback, get Board

of
  Directors feedback

All
  Teams



FORMULARY
Thursday,

  November 3, 2022

at The Willows at
  Ashcombe Mansion

Time What Who

Pre-Guest Arrival

10:30am

Venue
  Staff Arrival at Mansion to begin

technical, lighting, music, and

layout
  setup

Liaison &
  Technical Crew

11:00

Event
  Coordinator Arrival to assist with

setup details and coordination of

staff

Chloe Howell

12:00pm

Catering
  Team Arrival to begin

linen/dinnerware setup and prepare

food/drink

Liason, Wait Staff,
  Chefs, Bartenders

12:30

Interior
  Design & Florist Arrival to begin

designing mansion with florals and
  other décor

Liaison & Florist

1:00
Volunteer
  Team Arrival to assist in setup and

photography setup

Coordinators &
  Evaluation Sub-

Teams

3:30 Begin
  set up of murder mystery game

Board of Directors,
  Chloe Howell



4:00

Begin
  photography of venue set up and

continue photography as guests

arrive until
  the end of the night

Volunteers

4:15
Set
  out Hor d'ouevers for cocktail

hour

Chefs, Wait Staff,
  Liaison

4:15

Station
  staff outside with

transportation in case guests need

assistance reaching
  entrance to mansion & wait staff

to greet guests as they enter

Venue Staff &
  Wait Staff

Post-Guest Arrival

4:30 Guests
  Begin Arrival Guests

4:30
Begin
  making notes for evaluation until

the end of the night

Volunteers

4:30 Both
  bars open for cocktail hour Bartenders

5:30 Dinner
  is Served in Sperry Tent Catering Team

6:15
Board
  of Directors explain Murder

Mystery Game

Board of Directors

6:30 Murder
  Mystery Game Begins

Chloe Howell &
  Board of

Directors

7:30
Guests
  vote on "Killer" & answer is

revealed

Guests & Board of
  Directors

7:40 Dessert
  is served Catering Team



7:45

Begin
  presentations,

speeches, and

thanks

Board of
  Directors

8:45

Reception
  ends, guests are

given gifts as they

leave

Guests, Board of
  Directors

9:15 Begin
  Tear Down of event

Vendors,

Volunteers,
  Venue Staff

10:00 Clear
  property

Vendors,

Volunteers,
  Chloe Howell

PROMOTIONS
          The event  coordinator ,  Chloe Howel l ,  wi l l  des ign the

bas is  of  the promotional  mater ia l  for  the gala  whi le  the

volunteer  promotional  sub-team wi l l  be creat ing the

phys ical  copies  and sending them where they need to  go . 

Overa l l ,  the goal  of  the promotions  i s  to  get  donors 

exc i ted for  th is  fancy ,  myster ious  event ,  persuade them to

RSVP,  and increase ant ic ipat ion .

          The f i r s t  s tage requires  a  complete l i s t  o f  the top

70-80 donors  of  the foundat ion ,  created by the board of 

d i rectors .  Then,  vo lunteer  staf f  wi l l  send our  personal ized

inv i tes ,  des igned by the event  coordinator ,  to  everyone on

the l i s t .  These inv i tes  wi l l  inc lude :



Date ,  t ime,  and locat ion
What  the event  i s
Event  theme,  att i re ,  and food prov ided
RSVP/contact  informat ion

From there ,  guests  can start  RSVPing by emai l ing ,  ca l l ing , 

or  text ing the event  coordinator .  The sample envelopes  and

inv i tes  shown here are  examples  of  potent ia l  des igns .



Reiterat ion of  deta i l s  for  the event  (date ,  t ime,  p lace , 

att i re ,  etc . )
More c lues  and deta i l s  re lated to  the murder  mystery 

game

          Next ,  the volunteer  promotions  team wi l l  send out 

mult ip le  promotional  emai ls  to  those guests  that  RSVP. 

These emai ls  wi l l  inc lude :

The sample emai l  shown below is  an example of  the text 

that  could go into emai l  for  the promotional  vo lunteer 

team to use .  The text  can be placed into a  graphic  des ign , 

s imi lar  to  the inv i te  shown,  and placed into the emai l  so 

that  i t  i s  more v isual ly  appeal ing and ent ic ing .



LOGISTICS

Venue
The gala  wi l l  take place at  The Wi l lows at  Ashcombe

Mansion .  This  venue is  located in  north centra l 

Pennsy lvania  which is  near  the home base for  the

Kroh Foundat ion .  I ts  V ictor ian sty le  and fancy décor 

wi l l  f i t  the murder  mystery  theme perfect ly .  P lus ,  the

spacious  Grand Sperry  Tent  and Crysta l  Dining Room

wi l l  be able  to  f i t  a l l  guests  for  d in ing and for  the

game.

The venue prov ides  a l l  chai rs ,  tables ,  and setup

required .   They a lso  prov ide f loor  layout  plans 

through thei r  p lanning s i te .  This  event  could use

something s imi lar  to  the corporate  f loor  layout 

shown below.  The combinat ion of  round and long

tables  wi l l  g ive  a  n ice ,  aesthet ic  var iety  for  guests  to 

enjoy .

The logist ics  teams and the event  coordinator  wi l l  ensure

that  a l l  deta i l s  of  the gala  are  speci f ied and planned wel l 

in  advance .  They wi l l  a lso  guarantee that  the event  i tse l f 

goes  smoothly  with hands-on involvement .  Logist ics  has 

been broken down below into four  main categor ies : 

Atmosphere ,  Act iv i t ies ,  Appet i te ,  and Amenit ies .

Atmosphere



Technology
Al l  l ight ing and sound technology i s  prov ided

through the venue.  The l ight ing in  the tent  wi l l  be

set  to  d im red and golden l ight .  Music ,  p layed

through the speakers  set  up throughout  the tent , 

wi l l  be prov ided through a  Spot i fy  p lay l i s t  created by

the event  coordinator .  The music  wi l l  be c lass ica l 

covers  of  wel l -known pop songs to  f i t  the luxur ious 

theme but  a lso  connect  with the audience .
The venue a lso  prov ides  f ramed f lat  screen

te lev is ions  which can be customized to  show

di f ferent  artwork or  p ictures .  The te lev is ions  c losest 

to  the din ing area wi l l  d isplay  the seat ing chart 

whi le  the others  wi l l  d isplay  red and black artwork

that  wi l l  act  as  c lues  to  the murder  mystery  game.

Décor  &  F lora ls
Décor  and f lora ls  wi l l  be prov ided by the JDK

des igner  and f lor i s t .  The theme wi l l  be deep red

roses ,  b lack feathers ,  and white  candles .



The des igner  i s  in  charge of  the center  p iece

candles ,  candles  throughout  the venue,  and ensur ing

the cater ing staf f  correct ly  p lace the dinnerware

sets .
The f lor i s t  wi l l  prov ide a l l  f lowers  and feathers 

needed for  centerpieces ,  rose wal l ,  and around

venue.  They wi l l  work c losely  with the des igner  to 

ensure everything is  in  i ts  p lace .

Dinnerware & L inens
Dinnerware and l inens  wi l l  be prov ided by JDK.  The

event  coordinator  and des igner  wi l l  choose the

plates ,  g lasses ,  utens i l s ,  etc .  as  wel l  as  the l inens  to 

go a long with them.  The dinnerware and l inens  wi l l 

be set  up by the cater ing staf f  and the des igner .

For  the arr iva l ,  guests  wi l l  be greeted by the waitstaf f 

s tat ioned at  the f ront  doors .  This  wi l l  ensure that  a l l 

guests  feel  welcomed and comfortable  upon arr iva l .



Murder  Mystery  Game
The main act iv i ty  wi l l  be the murder  mystery  game. 

The rules ,  p lot ,  c lues ,  and set  up of  the game wi l l  be

prov ided by the board of  d i rectors .  Guests  wi l l  be

g iven the background informat ion and then let  go to 

interrogate board members ,  f ind c lues ,  and put 

together  the pieces  to  f ind out  which board member

“murdered”  the foundat ion ’s  founders ,  Jane and John

Kroh.  The event  coordinator ,  venue staf f ,  and

volunteer  staf f  wi l l  be in  charge of  sett ing up any

c lues  around the mansion prov ided by the board .

Presentat ion/Thank You
There wi l l  a lso  be a  presentat ion whi le  dessert  i s 

served to  guests .  This  presentat ion wi l l  thank donors 

for  the support  and show them how the foundat ion

i s  helping the surrounding community .  The venue

staf f  i s  in  charge of  ensur ing technical  needs are  set 

up (microphones ,  pro ject ion screen ,  s tage) .

JDK Cater ing wi l l  prov ide a l l  food needed for  the event . 

They wi l l  a lso  prov ide the staf f  needed to  prepare , 

serve ,  and c leanup.
Hors  d ’oeuvres

Peppercorn Rubbed Beef  Tender lo in ,  Stuf fed

Mushrooms,  Fru i t  &  Cheese Display

Dinner
Art isan Breadbasket ,  Maple  and Thyme Glazed

Salmon,  Rosemary  F inger l ing Potatoes ,  and

Caramel ized Cit rus  Carrots

Dessert
Deep Dark Chocolate  Raspberry  Cake or  Blackberry 

Cheesecake

Bartenders  wi l l  make three main custom dr inks  to  go

a long with the theme.  They wi l l  serve  Bloody Mary ’s , 

Cape Cod Cockta i l s ,  and Red Raspberry  Mart in is  to  f i t 

the theme.  Al l  o f  thei r  suppl ies  wi l l  be prov ided by JDK

Activit ies  

Appetite



Pr ize
The f i rs t  guest  part ic ipat ing in  the murder  mystery 

game to guess  the correct  murderer ,  weapon,  p lace , 

and reason wins  the detect ive ’s  pr ize .  This  wi l l  enta i l 

two bott les  of  red wine ,  a  coupon for  a  f ree round in 

a  local  Escape Room,  a  g i f t  card for  a  fancy local 

restaurant ,  and a  real  vers ion of  the letter  opener 

used to  “murder ”  the founders .

Gi f ts
Every  guest  wi l l  be able  to  take home a smal l  token

of  appreciat ion f rom the gala  to  remember  the

event .  These g i f ts  wi l l  inc lude a  custom Kroh

Foundat ion wine glass ,  assorted dark  chocolates 

f rom a local  shop,  and rose scented hand soap.

Amenit ies



EVALUATIONS
          The evaluat ion process  wi l l  help the event 

coordinator  understand what  went  wel l  for  the gala  and

what  could improve for  future  s imi lar  events .  For  the

Board of  Di rectors ,  the evaluat ion wi l l  g ive  them a sense

of  what  thei r  b iggest  donors  enjoy  doing or  seeing at  thei r 

anniversary  socia l  events .  This  wi l l  especia l ly  help them

with thei r  50th anniversary  socia l  event  in  f ive  years  which

wi l l  sure ly  be an extravagant  event .



During event
Gather  number  of  guests  that  RSVP
Gather  number  of  guests  greeted at  the doors  f rom

the waitstaf f
Take note of  whether  everything remained on-t ime

throughout  the event
Take note of  how many donors  part ic ipate in  the

murder  mystery  game

After  event
Gather  number  of  posts  tagging the event
Determine i f  f inal  expenses  were kept  under  the

budget  of  $25 ,000

Dur ing event
Monitor  guests ’  fac ia l  cues  and comments
Take note of  any pos i t ive  or  negat ive  comments

After  event
Monitor  pos i t ive  and negat ive 

comments/posts /stor ies  about  the event
Interv iew 3-4  randomly se lected guests  on how they

enjoyed thei r  exper ience with the fo l lowing

quest ions

What  were your  thoughts  pr ior  to  coming to  the

event?  Exci ted?  Uninterested?

          The evaluat ion st rategy wi l l  cons ist  of  two main

parts :  a  quant i tat ive  summary and a  qual i tat ive 

evaluat ion .  After  the evaluat ion i s  complete and analyzed, 

the f indings  wi l l  be reported to  the Board of  Di rectors 

dur ing a  debr ief  meet ing where a l l  teams,  inc luding

vendors ,  wi l l  meet  to  discuss  i f  the goals  were met  and to 

share thoughts  and advice on the event  planning process , 

actual  event ,  and post-event .

Quantitat ive  (Conducted by Volunteer  Evaluat ion Sub- 


Team)

Qual itat ive  (Conducted by Volunteer  Evaluat ion Sub- 


Team)



Did you have any quest ions  pr ior  to  the event  that 

you fe l t  unsure of?  What  were they?
How did you feel  about  the event  venue?  About 

the atmosphere?
Did you enjoy  the food se lect ions?
Did everything seem to run smoothly?  Did you

have t ime for  everything?
Did you enjoy  the thank you gi f ts  that  you

received at  the end of  the night?
How did you feel  about  the event  overa l l ?  I s  there 

anything you would have done di f ferent ly?


