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Event/Fundraising Proposal
Thankyou for offering to support our wonderful School with a event/fundraising proposal. As all events hosted and ran by the PTA require significant practical support from the teachers and staff of the School in conjunction with PTA volunteers, it is essential that all events are carefully planned and costed.
Please feel free to attach any supporting documents or add additional pages.


Description of event
(Include target audience/numbers, preferred timings and location, general description of event to take place)
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Procurement
(include all items required for purchasing (food and drink, consumables, decor etc) with breakdown of prices per unit/cost per head, method of purchase, collection/transport to school of items. Include profit margins per head. For food and drink consider how serving will take place (for hot/cold items)




Third Parties
(e.g entertainment, hire of equipment, venue hire, parking, access. Include costs for all third party involvement, availability, DBS certification where needed, H&S considerations for equipment or live entertainment - so as to properly fulfil the needs for the Risk Assessment completed by Mrs Munro, include payment schedule including returnable deposits etc)


Staffing
(Liaise with Mrs Munro/Janet regarding minimum staffing requirements for supervision of children, consider number and availability of PTA volunteers and staff and any set up/tidy up numbers which need to be factored in. See also contingency planning in event of volunteers being unavailable on the day)



Contingency Planning
(consider all contingency issues, e.g weather curtailment, third party suppliers cancellation, staffing issues, how will this be communicated, how will monies be recouped)


Ticketed Events
(How will sales be conducted and by whom, marketing, payment methods, refunds etc. Liaise with Caryl Sanderson, PTA Treasurer and Janet)


Summary
Anticipated costs of hosting the event with projected net profit
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