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EVENTS CHECKLIST

DON’T PANIC!!!

This document is here to help, not to add another layer of work onto organising your event!  Think of it as a tool kit that will act as a memory jogger at the various stages of planning.  You don’t have to use it - but you may find that it helps you avoid common errors like not having an RSVP date, or forgetting to organise someone to unlock the venue.  

Not all the items listed will apply to your event and - this is the good bit - you don’t have to hand it in to anyone. You will note that the words ‘preferably when first booking your event (don’t leave it until a day or two beforehand)’ appear a lot.  There are two good reasons for this: it helps you to be ready in time, and we have limited equipment resources which usually operate on a ‘first come, first serve’ basis!
The financial information at the end is very important, as it outlines the process by which eligible reimbursements may be made for your event.  If you are in doubt about funding for your event, please talk to the Treasurer before setting the ball rolling.

Feedback on the checklist is welcome.  Please contact ConneXion and let us know your thoughts.

CONNEXION CONTACT DETAILS:
Address: PO Box 2091 Tuggeranong, ACT 2901 (Shop 8A, Tuggeranong Square, Anketell St Tuggeranong)

Email: admin@brindabellabaptist.org.au
Phone: 6293 4560
Before you start, decide:

· what the event is

· what its purpose is and how it relates to Brindabella’s core purposes

· who it is aimed at

· what sort of resources (time, money, manpower, equipment) it is likely to need


· what outcomes you are hoping it achieves

THEN…work your way through the following, ignoring the items that are not relevant to your event!

	Task
	Notes
	Actioned

By Who?  When?

	Initial Planning

	Date
	* Book the date in the ConneXion diary (essential to avoid clashes).  Please also note events around your proposed date so that there is not an overload in one week.

* Remember to set an RSVP date that gives you adequate time to adjust for numbers.

* Are you offering early bird discounts?  Set a date for those also.
	

	Venue
	*Check access to the venue (eg getting/returning keys, alarm codes etc).
* Do you need to check access for people with disability?

*ConneXion can make bookings for MacKillop.  

* See also ‘Risk Management’ under ‘Forms’ below.
	

	Insurance
	We need to organize a Currency Certificate for each venue we book or for one off events.  Notify conneXion at least a week prior to your event, so one can be arranged.    Recognised Brindabella events should be covered by our insurance at any venue.

See also ‘Liability Release Form 2(d)’ under ‘Forms’ below.
	

	Permission
	* Does the nature of the event require permission from the government (are you using a street space, for example?)
* If using a shopping centre you must get permission from the centre manager.

* Should the police be notified (for a large public gathering, for example)?
	

	Communications

	Advertising


	* See ‘Say It Out Loud’ (available on the website) for the ‘how’ of communication at Brindabella.  Make it clear whether the event is in-house or invitational.

* Date, cost, venue & RSVP details are essentials in your advertising.

* If organising a camp, a brochure template is available from ConneXion.

* Urban Services is the authority for roadside signs.  Requirements are: star pickets; sign located 20 m from any intersection and sized at 800 x 1200 mm.
	

	Registration process

	* Will registrations & money be taken via ConneXion/Info Table/Electronically or by an individual/s?   Check ConneXion hours (especially during school holidays) before advertising it as a registration point.
* How will money be banked?

* ConneXion can advise on procedures & sample registration forms to adapt.  See next item also.
	

	Finances
	* Refer to Financial information below* (IMPORTANT!!)

* A Financial Controller should be appointed (this may be the event coordinator).
* Will your event require fundraising beforehand?
* Is the event a budgeted item from the church budget?

* Who is authorized to make purchases for the event?
	

	Equipment & materials required at the event

	Tables, seating etc


	* Numbers required

* Allow for items like registration, serving and sales tables
	

	Money handling
	* Spare cash boxes are available from ConneXion

* How will you keep monies collected secure during & after the event?

* Do you need a float?
	

	Handouts/pens etc
	* Check with ConneXion before arriving to do any copying (copier may be busy already!).  ConneXion is not available on Mondays for any activity.

* How will material be distributed to participants? 

* Are participants required to bring materials (eg pens, bibles)?
	

	Nametags
	* Nametag holders are available from ConneXion (check available numbers beforehand)

* Will nametags be printed, or will participants do their own?
	

	Presentation equipment
	* Box of bits: ready-to-go box of whiteboard markers, sticky tape, scissors, etc that you need in seminar-type settings is available from ConneXion.  Please replenish whatever you use.

* Do you need:

 - an easel?

 - a whiteboard?
	

	First aid
	First aid kit is available from ConneXion.  Note that someone with a current first aid certificate should be available at events.
	

	Sound (requirements/

equipment/operators/setup)
	* Contact ConneXion if you need the portable sound system, preferably when first booking your event (don’t leave it until a day or two beforehand).  
* Do you have someone to connect the equipment and operate it?
	

	Lighting (requirements/

equipment/operators)


	* Contact ConneXion for advice on getting lighting equipment from the container, preferably when first booking your event (don’t leave it until a day or two beforehand).  
* Do you have someone to connect the equipment and operate it?
	

	Laptop/Projector (information input/

operator)
	* Book church laptop and Projector through ConneXion, preferably when first booking your event (don’t leave it until a day or two beforehand).  
* Do you have someone to connect the equipment and operate it?
	

	Transport
	* How will equipment get to and from the venue?

* Will you have sufficient helpers to deal with awkward/heavy items?


	

	Decorations

	* What sort of decorations are required?
* Have you included decoration costs in your budget?

* Do you have someone to set up and clean up decorations?
	

	Catering
	* Food Handling policy (legal requirement) has details – see ‘Forms’ below.
* Have you made allowances for vegetarians & those with allergies?  Note that Brindabella is a nut-free community.

* Are the kitchen facilities adequate?

* Do you require plates/cutlery/serviettes/cups/urns/serving ware etc

* Will tables/seating/tablecloths etc be required?
	

	Clean up


	Allow for rubbish removal, garbage bags etc
	

	Personnel required at the event

	Set up


	* What time frame do you need for setting up?  

* Will people be available at the times required?


	

	MC/Host
	* Do you need someone to MC or host the event?

* Do you need to create an information ‘brief’ for them?


	

	Guest speaker/presenter/

performer/s
	* Do they have specific requirements at the event?

* Travel requirements, including getting to the event if being hosted here?
* Accommodation needs?

* Remuneration or gift required?
	

	Support staff
	Do you need:

· Registration/welcome staff?

· Photographer (check that you have permission from participants to use those images – you may need to include a permission line on registration forms).  Child Information forms cover this requirement for Brindabellan under 18’s – see under ‘Forms’ below.

· Do you need a scribe/s?

· Sales staff for any stalls.

· First aid – someone with a current certificate should be available.  First aid kit is available from ConneXion.  See also ‘Critical Incident Form’ under ‘Forms’ below.
	

	Musicians 


	* Contact ConneXion or the current worship leaders who can provide you with names of current Brindabellan worship leaders and musicians who may be available at your event.

* What are the sound/other requirements for each musician?
	

	Troupe Fish 


	Not regularly available.  Contact ConneXion to make inquiries.
	

	Catering
	* Do you need waiters or serving staff?

* Do you need someone to cook?

See also ‘Food Handling Policy’ under ‘Forms’.
	

	Prayer support
	Contact the prayer team via their email prayerlink@brindabellabaptist.org.au so your event has extra prayer coverage.  

	

	Site management
	* Do you require site management staff (car park attendants, people to mind equipment or monitor crowd behaviour).  Note that we are not authorised to call volunteer helpers ‘security staff’.

* How would these people communicate with each other (eg walkie-talkies)
	

	Forms (available on our website: www.brindabellabaptist.org.au or from ConneXion)

	Venue Risk management
	Copies of our Venue Risk Management checklist will assist you in assessing the venue for your event.
	

	Food Handling Policy
	Safe food handling procedures.
	

	First Aid Certificate holders
	A list of Brindabellans who hold current first aid certificates is kept at ConneXion.
	

	Child Information forms 2(a)


	Should be completed for all under 18s involved in an event.  Church families complete them at the beginning of each year, so some may already be on file at ConneXion.  A Children/Youth Essential Information template is available to record the essentials needed at events (eg emergency contacts, allergies).  For more information see our Children & Youth Safety Policy and Procedures document (available on our website, or contact ConneXion).
	

	Permission note template 2(c)
	For use with under 18’s for specific events (eg excursions)
	

	Liability release form 2(d)
	To be used for higher risk events (eg abseiling, horse riding)
	

	Youth & Children Leadership Application 1(a) & Covenant 1(c) and

Volunteer Driver Form 1(b)
	To be completed by people working with under 18’s.  See our Children & Youth Safety Policy and Procedures document.

For those driving others to and from events.
	

	Critical Incident Form (under 18s) 3(b)

Plus general form
	The event coordinator should have one or two of these on hand in case of an accident/critical incident.  Completed forms should be returned to the Child Protection Coordinator (for under 18s), or a member of the Leadership Team.
	

	Reimbursement forms
	See under ‘Financial Information’ below.
	


FINANCIAL INFORMATION
There must be a specific person responsible for organising the financial matters for an event (the ‘financial controller’). This person may be the event coordinator or someone else appointed by the event coordinator. 
The role of the financial controller is to organise and maintain a budget for the event and support the event coordinator in ensuring that the event comes in on budget, including by keeping track of all the income received and expenses incurred. However, the event coordinator is still the one responsible for approving all expenses (though this may be delegated at the discretion of the coordinator).
Please see below some information which may be helpful for the financial controller.
Managing cash flow

Sometimes it is unavoidable that the event would have to incur some expenses before the income comes in. In that case, there may be some scope for the church to cover the shortfall in the meantime. The amount that the church will be able to cover and the length of time before it will need to be repaid may vary depending on the church’s cash flow position at the time and an assessment of the risk involved in the event’s budget. Please contact the Treasurer if you would like to discuss this option.  

Setting up a budget

The event either may or may not fall within one of the ministry blades (e.g. youth events, community care events, small group events): 
1) If the event is covered by a blade’s budget, then the blade’s ministry leader may approve spending within the blade’s overall budget. 
2) If the event is not covered by any blade, then it must be run on a budget-neutral basis, i.e. it must pay for itself (these are typically called ‘special events’). 
a) If the special event is a one-off, then it is important that it not make a significant loss, as there is no approval from the church meeting for any such losses and only limited authority under the Constitution for the PLT to approve losses in exceptional circumstances. 

b) If the special event will be run more than once (e.g. an annual event), and a small loss is made on one event, then future events will need to make a profit to cover that loss (so the budget for the current event may need to take into account the need to cover a loss from a pervious event). For such events, we recommend building up a small reserve which can be used to cover the risk of a loss on future events and thus avoid the need to factor in a risk premium to the budget for every event. 
An important part of budgeting for most events is setting appropriate fees. We recommend that any fees be set such that the income would cover all the expenses of the event, including allowing for some unexpected expenses and the possibility that not as many people may participate as may be hoped. 
Please see below an example, which may give you some ideas on how to set participant fees for the event:
	Expenses

Fixed Costs (doesn’t depend on number of people) = A 
e.g. venue fee, speaker fee (including accommodation), advertising (including office supplies and printing)
Variable Costs (additional cost per person) = B

e.g. venue fee, transportation (e.g. coach hire, fuel money), food 
TOTAL EXPENSES (E) = A + B x number of participants
Example

Fixed Costs = $1000

Variable Costs = $40 per person

Number of participants (maximum expected) = 50

Total Expenses = $1000 + $40 x 50

                       = $3000
	Income
Participant fee =  A per person
Other income = B

- e.g. fundraising, donations, money from the church budget (ministry blade events only)

TOTAL INCOME (I) = A x number of participants + B
Example

Participant fee = $55 per person

Other income = $300

Number of participants = 50

Total Income = $55 x 50 + $300

                    = $3050



	Net profit or loss (planned)
Net profit or loss = Total Income – Total Expenses

Example

Net profit or loss = $3050 - $3000

                          = $50

So the budgeted income is enough to cover the budgeted expenses. ( 


	Risk analysis
What would happen if only about maybe half the maximum expected number of people actually come?

Example

Number of participants = 25

Total Expenses = $1000 + $40 x 25 = $2000
Total Income = $55 x 25 + $300 = $1675
Net profit or loss = -$325
So we would have a loss of around 10% of the event’s budget. (    Perhaps consider doing some extra fundraising etc. If the ‘other income’ is enough to match the fixed costs, then no matter how many people come we will always be on budget. (


There are a number of ways to generate other income so that participants do not need to cover the full cost themselves. Organising fundraising, donations or sponsorships may need a fair bit of extra work, so you may like to ensure they are organised well in advance. You may, for instance, like to advertise in the monthly bulletin or churchwide emails and include it as an option on the registration forms. Contact ConneXion for more details.
Payment options (including electronic payments)
You can collect money and registration forms through ConneXion, or the Information table at church. You may like to advertise an electronic fee paying option on your registration form. Although this information is already available in the monthly church bulletin, there may be participants who are outside church and don’t have access to this information, so please see below the text adapted from the bulletin which you may like to include on the registration form, if you so wish:
If you have access to internet banking you can make an electronic funds transfer straight in to the church’s bank account. All you need to do is use our banking details below, and either let (the event coordinator or financial controller) know (INSERT YOUR EMAIL ADDRESS HERE) or send us an email at admin@brindabellabaptist.org.au to let us know what the payment is for.
Financial Institution: Baptist Investments & Finance Ltd.

Account Name: Brindabella Baptist Church

Account number: 100006226

BSB: 704-922

You may also like to attach a short reference code and instruct participants to quote this when making an electronic payment (e.g. MTM for the Moments that Matter weekend). This makes it easier for the bookkeeper to identify these payments as being for your event. The bookkeeper can also assist you to keep track of these deposits.
Reports and transactions
It is important that the financial controller maintains records on all expenses and income, including who has paid their participant fee. The bookkeeper keeps records of all deposits made into the church’s bank account, as well as all expenses paid through the church’s bank account. If at any time you would like to check that your records are consistent with what has gone through the church’s bank account, please send the bookkeeper an email.

GST

Any expenses that require payment need to have a ‘Tax Invoice’ so that BBC can claim back the GST component. Your event will only be charged with the ‘net cost’ of the bill if we can claim back the GST component.( There are procedures available for how you go about obtaining a cheque for upcoming expenses or reimbursement for expenses already incurred. Please contact ConneXion or the bookkeeper if you require these procedures.

Special Events Form

If your event is a ‘special event’ (i.e. outside the church budget) then at the completion of the event (after sufficient time has elapsed to allow all monies to be collected) the event coordinator will be sent a ‘special events form’ which will detail all income and expenses and whether the event made a profit or loss, according to the church’s books. If a profit was made there are a number of options available, including carrying the profits over to the following year’s event. If a loss has been made this will need to be covered by the next event if at all possible.
Procedures for obtaining a cheque or electronic payment from BBC – These are procedures that anyone is asked to follow if they require bill payments or reimbursements to be paid from BBC’s bank account. A copy of these procedures is available from ConneXion, or the bookkeeper.

Reimbursement form – This form needs to be filled out if someone has paid for some of the events’ expenses themselves, and would like to be reimbursed from BBC’s bank account. Copies of the form are available from ConneXion, or the bookkeeper. Please note that receipts must be attached, and the event coordinator needs to approve the expense.
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