This is for Event Focal Points as well as participants and could be administered at the end of each event as a stand alone document. Or it could be added as a section to the workshop or event evaluation form on LimeSurvey. The aim is to gather feedback on logistics-related concerns so we can improve these in succeeding activities. 

APC Logistics Evaluation Form
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Title of Event

Venue / Start and End Date

How to proceed:

Please rate the following items from 1 to 5 with 1 as the lowest score and 5 as the highest. The space for comments are for the things that you would like to say in relation to the items. For example: The venue was quiet but needs more breakout spaces or travel preparations should have been started earlier to allow more time to secure visas, etc. 

Your name: ______________________

1. Travel preparations (includes support in securing visas and booking tickets) 1 2 3 4 5 Comments: ____________________________________________________________

2. Venue (whether the venue is suited for the purpose of the event,  includes technical set-up, internet connectivity: 1 2 3 4 5

Comments: ____________________________________________________________

3.  Accommodations:  1 2 3 4 5

Comments: ____________________________________________________________

4. Meals: 1 2 3 4 5

Comments: ____________________________________________________________

5. Safety and physical accessibility: 1 2 3 4 5

Comments: ____________________________________________________________

6. Communications (includes timely  distribution of workshop agenda and relevant logistics advisory) 1 2 3 4 5

Comments: ____________________________________________________________

7. Finance aspects (refers to reimbursements and disbursements of travel and other costs): 

1 2 3 4 5

Comments: ____________________________________________________________

Other items that that you are concerned about that you think are important to consider in  planning future APC events: ______________________________________________

______________________________________________________________________

When you are done, kindly give this completed evaluation form to the APC staff in-charge of the event you are attending. 

Thank you very much.

APC Events & Logistics 

