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   Event Request Form

Partner organisation:

________________________________________________________________

Partner organisation social media handles (for tagging in publicity material): 

________________________________________________________________

Venue address: 

________________________________________________________________

Venue details (e.g. indoors, outdoors, Wi-Fi ,power supply, refreshments, first aider, toilets?)

________________________________________________________________


Partner organisation main contact name, phone and email: 

________________________________________________________________

Partner organisation second contact name, phone and email: 
 
________________________________________________________________

Venue main contact (if different from partner organisation):
________________________________________________________________

Date of event: ______________________________________________________

Timing of event and set up times:
 ________________________________________________________________

Other partners at event:

________________________________________________________________

Contact names & emails at other partner organisations: 
________________________________________________________________


Event format outline:
________________________________________________________________
________________________________________________________________
________________________________________________________________

Primary objective:

________________________________________________________________


Number of attendees expected to attend: ________________________________________________________________

Number of host organisation volunteers/staff expected to attend:
________________________________________________________________

Resources required e.g. van, Benthyg items, repairers, volunteers, gazebo, posters:
________________________________________________________________________________________________________________________________________________________________________________________________



Parking and transport information:
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Date to start bilingual comms (event details must be confirmed in writing before comms can start):
_____________________________________________________________

Social media handles, tags and groups to share in:
__________________________________________________________________________________________________________________________

Please note we cannot guarantee our availability or start publicising the event until we have received written confirmation of these details.

Events must be confirmed in writing at least 7 days in advance.


 



