STAIRSTEP Event Coordinator Report Template
Preparation 

Please use and update the Handbook file for this event, if available, or create a Handbook file for preparation for this event.  Please complete and submit the report within one week of the event.

Report Contents

Event Name:

Date: 

Coordinator First Name and Last Name: 

Number of STAIRSTEP participants: 

Names of STAIRSTEP participants: 

Number of INSPIRED participants: 

Names of INSPIRED participants: 
A brief description of the event (who, what, why, when, where), including:
· How it benefited you/STAIRSTEP

· Feedback from participants

· How it can be improved 

Statistics:

Number, name of participating high schools: 

Number of junior/senior high school participants:

Number, name of participating community colleges:

Number of participating CC students:

Number of undergraduate participants: 

Number of graduate participants: 

Pictures:

Include 3 to 5 best high-resolution pictures, give to the Webmaster to upload.

