	Event Bid



	Event: Known World Dance and Music Symposium
	Branch: 

	Proposed Dates:
	Submission Date:

	

	Requesting Event Steward/s: Contact details for proposed event stewards. 



	Steward:
	Steward:

	Society Name:
	
	Society Name:
	

	Modern Name:
	
	Modern Name:
	

	Address:
	
	Address:
	

	City, State:
	
	City, State:
	

	Phone:
	
	Phone:
	

	Email:
	
	Email:
	

	Membership #:
	
	Membership #:
	

	Proposed Site: Information on site planned for event. 

	Site Name:
	
	Contact Name:
	

	Address:
	
	Phone:
	

	City, State, Country:
	
	Email:
	

	Times: 
	
	

	Description: Kitchen, rooms, number of tables, camping, dorms, parking, size, handicap access.  



	Rental Fee Details: Particulars involving the contract to reserve the site. 



	Considerations: Any other information important to know in order to make a decision including: Distance to closest major airport, shuttle services, public transportation, highways, emergency services, lodging, tourist attractions, typical weather, modern schedule conflicts.  



	Site Rules: Determined by site. Should include particulars of event. Smoking, parking, alcohol, children, lost items, etc. 




	Event Bid Continued



	Finances: Details about the monies involved in running the event. 



	Income:

	Anticipated Attendance:
	

	Pre-registration:
	Event Registration:
	Evening Only Registration:

	Adult Site:
	$
	Adult Site:
	$
	Adult Site:
	$

	Child 6-12 Site:
	$
	Child 6-12 Site:
	$
	Child 6-12 Site:
	$

	Under 6 Site:
	$
	Under 6 Site:
	$
	Under 6 Site:
	$

	Family Site:
	$
	Family Site:
	$
	Family Site:
	$

	Adult Feast:
	$
	Adult Feast:
	$
	

	Child Feast:
	$
	Child Feast:
	$
	

	Merchants:
	$
	Merchants:
	$
	

	Anticipated Total Income: 

	Adult Site:
	
	× Attendance:
	
	=
	Income

	Adult site multiplied by the anticipated attendance will equal anticipated total income. 

	Expenses:



	SCA Inc, Pale:
	$
	Site Charges:
	$

	ACCEPS:
	$
	Decorations:
	$

	Advertising:
	$
	Tokens:
	$

	Proceedings: 
	$
	Other: 
	$

	Other: 
	$
	Other: 
	$

	Other: 
	$
	Other: 
	$

	

	Total Expenses: 
	$

	Break Even:

	Total Expenses:
	                     
	÷   Adult Site: 
	
	=
	Attendance

	Total expenses divided by the adult site fee will equal the number of adult attendance to break even. 

	

	Financial Policy: Financial committee, how are normal/emergency expenses approved?

	Considerations: Profit/loss splits with other SCA branches, estimated front money to hold event 


	Event Bid Continued



	Event Considerations: These are details about your event. 



	Event Staff and Coordinators:

	Exchequer:
	
	Phone:
	
	Email:
	

	Registration:
	
	Phone:
	
	Email:
	

	Schedule:
	
	Phone:
	
	Email:
	

	Volunteer:
	
	Phone:
	
	Email:
	

	Activities: 
	
	Phone:
	
	Email:
	

	Proceedings: 
	
	Phone:
	
	Email:
	

	Cook:
	
	Phone:
	
	Email:
	

	Children’s:
	
	Phone:
	
	Email:
	

	Merchants:
	
	Phone:
	
	Email:
	

	Dorm/Land/Hotel:
	
	Phone:
	
	Email:
	

	Media: 
	
	Phone:
	
	Email:
	

	Other:
	
	Phone:
	
	Email:
	

	Other:
	
	Phone:
	
	Email:
	

	Other: 
	
	Phone:
	
	Email:
	

	

	Theme: 


	Feast Details: Proposed menu and costs. 



	Planned Activities: Classes, guest speakers, Court, meetings, non-dance/music activities.


	Event Schedule: Can be expanded or deleted as required for the event. 

	Thursday:
	Set up event

	
	Informal Ball 

	Friday: 
	Classes 

	
	Formal Ball

	Saturday:
	Classes 

	
	Formal Ball

	Sunday:
	Classes 

	
	Informal Ball

	
	Clean Up


	Event Bid Continued



	Planning Calendar: This is tentative and may not include all the necessary information.  This is a basic calendar including many important dates. 



	Eighteen Months before Event
	TBD
	Submit complete event proposal to local group and for approval. Then submit complete event proposal to Kingdom for approval

	
	TBD
	Submit complete event proposal to Society Seneschal and Society Arts and Sciences Minister for approval 

	
	TBD
	Local group Business/Populace Meeting

	

	Fifteen Months before Event
	1
	Quarterly Status Report sent to Kingdom Seneschal and Society Arts and Sciences Minister by Event Steward

	
	1
	Quarterly Financial Report sent to Kingdom Exchequer and Society Arts and Sciences Minister by Event Exchequer

	
	TBD
	Local group Business/Populace Meeting

	

	Twelve Months before Event
	1
	Quarterly Status Report sent to Kingdom Seneschal and Society Arts and Sciences Minister by Event Steward

	
	1
	Quarterly Financial Report sent to Kingdom Exchequer and Society Arts and Sciences Minister by Event Exchequer

	
	TBD
	Local group Business/Populace Meeting

	

	Nine Months before Event
	1
	Quarterly Status Report sent to Kingdom Seneschal and Society Arts and Sciences Minister by Event Steward

	
	1
	Quarterly Financial Report sent to Kingdom Exchequer and Society Arts and Sciences Minister by Event Exchequer

	
	1
	Send initial request for instructors.

	
	TBD
	Local group Business/Populace Meeting

	

	Six Months before Event
	1
	Quarterly Status Report sent to Kingdom Seneschal and Society Arts and Sciences Minister by Event Steward

	
	1
	Quarterly Financial Report sent to Kingdom Exchequer and Society Arts and Sciences Minister by Event Exchequer

	
	1
	Send follow up request for instructors

	
	TBD
	Local group Business/Populace Meeting

	

	Five Months before Event
	1
	Send follow up request for instructors

	
	1
	Send request to instructors for class notes for proceedings

	
	TBD
	Publish 1/2 page ad in all Kingdom Newsletters 

	
	TBD
	Open pre-registration on-line and send check for ACCEPS

	
	TBD
	Local group Business/Populace Meeting

	


	Event Bid Continued



	Four Months before Event
	1
	Send follow up request for instructors with deadline

	
	1
	Send follow up request to instructors for class notes for proceedings

	
	TBD
	Publish 1/2 page ad in all Kingdom Newsletters

	
	TBD
	Local group Business/Populace Meeting

	

	Three Months before Event
	1
	Send final request for instructors with deadline

	
	1
	Send follow up request to instructors for class notes for proceedings

	
	TBD
	Organize mid stage planning meeting

	
	TBD
	Local group Business/Populace Meeting

	

	Two Months before Event
	1
	Deadline for instructors to include class notes in proceedings

	
	TBD
	Publish initial class list and schedule online

	
	TBD
	Organize mid stage planning meeting

	
	TBD
	Local group Business/Populace Meeting

	

	Month before the Event
	1
	Update class list and schedule online

	
	1
	Compile and review submissions for proceedings

	
	TBD
	Organize mid stage planning meeting

	
	TBD
	Local group Business/Populace Meeting

	

	Month of the Event
	TBD
	Recommended deadline for pre-registration

	
	TBD
	Finalize and print proceedings

	
	TBD
	Finalize and print registration materials including completed schedual

	
	TBD
	Confirm site tokens completed 

	
	TBD
	Confirm decorations completed 

	
	TBD
	Check in with staff and remind to have volunteers commit 

	
	TBD
	Organize final planning meeting

	
	TBD
	Set up event day before and unload storage

	
	TBD
	Event

	
	TBD
	Return everything to storage 

	
	TBD
	Email thank you lists and lost and found lists 

	
	TBD
	Local group Business/Populace Meeting

	

	Month after the Event
	TBD
	Local group Business/Populace Meeting

	
	TBD
	Plan post event meeting

	
	TBD
	Confirm any local or Kingdom event reports submitted

	
	TBD
	Confirm awards reported to the Kingdom Newsletter and to the College of Heralds

	
	TBD
	Confirm checks mailed for any profit split 

	
	TBD
	Confirm non-member surcharge mailed

	


	Event Bid Continued



	Within 90 days of Event
	TBD
	Financial Report sent to Kingdom Exchequer and the Society Arts and Sciences Minister by Event Exchequer 

	
	TBD
	Event Summary Report sent to Kingdom Seneschal, Society Seneschal, and the Society Arts and Sciences Minister by Event Steward

	

	Within 60 days of the E.S.R. 
	TBD
	Post Mortem: The Society Seneschal and Society Exchequer’s Office will jointly conduct a lessons learned effort for the event within 60 days of receipt of the final event reports. They will create a report distributed to the Society Officers and the Event Stewards, to be included in a lessons-learned knowledge database for future Society events.

	

	Additional Comments: 
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