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Event Proposal Form
SECTION 1 Event information



Course
Please complete in BLOCK CAPITALS


BALM / BAEM /Other:
Group/Team Name:





Nom Code:
                                                                                                               For office use
Name of Event: 
Type of Event: (Please circle) 

Fundraiser

Conference

Community Event


Party
Campaign

Bar Night


Other – Please State 





Date and time of event:

Location:
Aim(s) of the event:
Objectives: (3 minimum)

1. 
2. 

3.
Who is your event aimed at?

Expected number of participants:
Estimated staff/Volunteers required:
Admission Fee or Ticket Price: (where applicable)
Contact details of 2 group members:

Name:

Tel:
Email:






 

Name:

Tel:
Email:






 

Name of Charity (ies) or community group being supported and contact details:
What other organisations do you need to liaise with in order to make this event happen? E.g. council for planning permission/University departments? 

Total Loan amount required from RAG:
Signatories for banking purposes

	Position Held
	Name
	ID Number
	Signature

	President
	
	
	

	Secretary
	
	
	

	Treasurer
	
	
	


By placing my signature above, I agree to abide by the Constitution policies and any future constitution and policies passed by a Union General Meeting or the Executive Committee (see www.subu.org.uk for Student Union Constitution).
SECTION 2
COSTINGS & FURTHER DETAILS: Please list in the next few sections detailed costs you expect to incur on equipment, venue etc, and listing 3 quotes for each item/area (attaching evidence of the quotes or indicating if it is a telephone quote)
Venue (Please include): 
· Name

· Address 

· Contact details

· web link if available
· Costs
· Security if required

Option 1

Option 2 

Option3 

PREFERED CHOICE AND REASON:
TOTAL COST £

Decorations:
Please list your required items and costs including where you will purchase them from: 

TOTAL COST:  £ 
Entertainment: (Please include)
*Type e.g. Guest Speaker/DJ/Magician:
*Contact Details:
*Cost:
Option1 

Option 2 

Option3 
Preferred choice and reason why?

TOTAL COST:  £
Food /Refreshments and Catering (Please include):
· Contact details

· Cost per head

· Type of food

· What is Included in the price?

Option1

Option 2 

Option3 
Preferred choice and reason why?

TOTAL COST:  £

Marketing & Promotion: (Please include)
*Type(s) of marketing material
*Quantity 

*Cost

1. 

2.
3.
Preferred choice and reason why?

TOTAL COST:  £
Where and how are you going to market the event? e.g. Local Media?
Equipment required for event:
TOTAL COST £
Transport Details:  (Please include) 
*Type

*Cost

*Who needs it

TOTAL COST £
Insurance:
Please provide details of any extra insurance cover you may need including cost:

The Students’ Union insurance will cover you as the students for any accidents at the event and/or any damage to equipment caused by your actions.
Please contact Lexy or Gio to obtain an insurance quote should your event require further insurance cover. E.g. To cover the cost of items such as clothes for a fashion show.
THE STUDENTS’ UNION COVER DOES NOT INCLUDE INSURING THE VENUE (UNLESS IT IS SU OWNED) 

TOTAL COST £
Prizes and ‘blagging’ items:
Please include details on who you will approach for sponsorship, donations, raffle prizes etc.

Final Budget Details:
	Sample

Target Income                                                                                            Expected Costs

 

	Number of people x donation
	£200.00
	Printing - Tickets or posters
	£10.00

	200 people at £2 each
	£400.00          
	Advertising
	£30.00

	 
	
	Promoting
	£20.00  

	 
	
	Room hire
	£0.00  

	 
	
	Band or Act fee
	£50.00         

	 
	
	Decorations
	£10.00              

	 
	
	Food
	£20.00     

	Total Income
	£600.00
	Total Costs
	£140.00             

	
	

	Total Income less total costs = amount available for donations
	£460.00      

	Please list your event details below:



	Target Income
	 
	Expected Costs
	 

	 
	
	
	

	 
	 
	 
	

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total Income
	 £
	Total Costs
	£

	Total Income less total costs = amount available for donations

	£


	OFFICE USE ONLY –DO NOT WRITE IN THIS BOX

Office notes on loan approved, e.g. how much and what for:

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	

	 
	
	
	
	


Total Loan amount required from RAG  

(Please provide a description indicating what it will be used for and why):
TOTAL: £
Points to think about:

· Can you secure the venue for free? Using Dylan’s Bar or The Loft will mean that they are likely to be at a minimum cost or even free of charge.
· Do you need to spend money on stamps or general postage? Can you deliver letters or even set up a guest list for your event where appropriate?

· Think about holding a raffle as they can make a lot of money on the night. If so, have you thought about blagging prizes for free? If you want to write letters to companies then we can help you do this on SUBU header paper.

· Have you tried to negotiate every cost possible for free or at a lower price?

· Do you know people who can offer their help rather than paying for expensive services such as a DJ?

· Have you found out if any events like this have been done before? Were they successful – if so why?

· Have you negotiated to pay organisations after your event (You would be surprised how many companies will agree to this) i.e. – Do you really need a RAG loan?
· If you are fundraising for a charity other than the RAG charities, you will need to donate half the money half for your chosen charity and half to RAG.

Thank you for taking the time to fill out the form. We really look forward to working with you to help make your event a success and really great fun!
Lexy and Gio
Alexia Browning



Neil ‘Gio’ Francis

Students’ Union 


Students’ Union

Bournemouth University


Bournemouth University

Fern Barrow 



Fern Barrow

Talbot Campus



Talbot Campus

Poole 




Poole

Dorset




Dorset

BH12 5BB



BH12 5BB

01202 965772



01202 961400
abrowning@bournemouth.ac.uk

nfrancis@bournemouth.ac.uk
To download this form and other details please visit:
www.subu.org.uk/rag
To advertise your event and recruit volunteers free of charge:

www.the-hub.org.uk
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