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ACTIVITY PLAN & BUDGET FORM
EVENT PLANNING & BUDGETING
As part of its strategy to manage better the Guild finances, the Committee has decided that all events run by and/or for the Guild will need prior approval by the Committee.

The following principles will apply:

1. Anyone in the Guild can organise and run an event. It must be either a direct or indirect benefit to the Members. For example educational, skills development, membership drive, promotional etc. These should be cost neutral or make a small profit. 

2. The Committee must be advised of all proposed events to ensure they fall within the scope of the Guild and that they do have either tangible and/or intangible benefits. Also to ensure that there are no Health and Safety issues and the so the potential call on Public Liability Insurance can be assessed. 

3. Ideally the proposals should be submitted to the Committee at the beginning of a new financial year so they can be incorporated in the annual programme of activities. Proposals can be submitted at other times. 

4. A budget, using the above template, must be submitted to the Committee for all events requiring either Guild funding or Guild indemnification of financial losses. These must have Committee approval before proceeding. An event like Pataka makes a loss but it is still supported as it is considered worthwhile. Woodcraft is generally cost neutral. 

5. Activities not approved by the Committee can still be run by individual Members but Guild funds will not be available. The Art Space Exhibition is a case in point. Other methods of funding can be used if required. 

6. No budget is required for activities that do not require Guild funding or coverage of losses. However these events must still be incorporated into the annual programme of activities. Green woodworking events generally fall into this category. 

7. All financial profits must be returned to the Treasurer unless a prior arrangement is made. (For example the sharing of profits with MENZ Shed or other organisation as approved by the Committee.) 

The above form sets out the information required, although extra information my be sought. It will also be a useful tool for anyone planning an event to ensure all issues are covered
POINTS TO NOTE
· Be as accurate as you can given the information you have at hand. 

· Please identify items which are estimates. (It may be necessary to confirm the actual costs later.) 

· Any changes should be advised as soon as possible to the Secretary. 

· Figures may be rounded to the nearest dollar. 

· It may be helpful to add any information by way of an attachment. 

· Remember the main reason for the requirement to seek approval is because the Guild has limited resources and the Committee may have to decide priorities. (We cannot afford to do all we would like!) 
PLAN & BUDGET FORM
	Type Of Event & Purpose

	Name of Event
	

	Purpose of Event
	

	Who is Responsible?
	

	Venue
	

	Date(s)
	

	Organising Members?
	


	Costs – Note if Figures are Estimates (E) or Actual (A)

	Venue Cost
	

	Cost of Equipment Required 
	

	Advertising? (Including Cost)
	

	Fees for Demonstrators etc
	

	Food? (& Cost)
	

	Miscellaneous
	

	TOTAL COST (E or A)
	


	Revenue – Note if Figures are Estimates (E) or Actual (A)

	Door Entry Fee/Donation
	

	Fees Paid by Participants/Others
	

	Advertising/Sponsorship?
	

	Other 
	

	TOTAL COST (E or A)
	


	OTHER COMMENTS/INFORMATION

	


[Note: This form is a series of tables. When entering information each space will expand automatically to fit the information. The form may be printed for your own or others use or it may be emailed.]
When completed, please send the form to the Secretary (at info@gww.org.nz) for consideration by the Committee.  
