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Event Proposal:

Date: 

Name:

Location: 

A brief description of the event you have planned: 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________


What are the SMART objectives for your event or activity. 
Specific, Measurable, Achievable, Realistic and Timebound.  These should be as specific as possible. How many attendees do you expect? 

Objective: 
________________________________________________________________________________________________________________________________________________________

Objective:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Budget:

	Item
	Cost

	
	

	
	

	Total cost 
	



Do you expect to raise money at your event? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What other resources will you require? 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What will supporters be asked to do at the event? 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What is the next event you will invite them too? 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Any risks that we should be aware of? 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Do you require public liability insurance for the event?  (please contact a staff member if you have any questions about this) 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Any other details? 
_______________________________________________________________________________________________________________________________________________________

