	Event Planning Sheet

	Event Name
	PCT Seminar   Dementia Explained    

	Goal

What do you want to achieve
	An introduction to dementia, the various types, illustration of the symptoms, what can be expected and outline of treatments and support and follow up training that can be provided by Dementia Australia (DA)

	How

Summary of how to achieve this goal. 
	Presentation by volunteer from DA  Ms Sandra Leone


	Connection with MAP


	Consistent with Pastoral Care objectives in providing support for those in need and upskilling the team

	Event Day, Time, Venue


	Saturday 25 May 2019  10.30 – 12.30 pm

	Budget 
Estimate how much money you will need to achieve your goal
	Donation/gift to speaker and advertising.   Already requested in PCT budget.  About $150 plus $80 for car park sign

	Resources 

	Help from office in delivering flyers to Deanary churches.  PCT Hall set up and take down.

	Advertise/Communicate/Invite

How are you going to tell people, who are you going to tell, what are you going to tell them & by when. Think internal & external. 
	Electronic only apart from car park sign and PM and pew sheet inserts.

	Name of Parish Council sponsor  
	Harry Watson

	Approved by Parish Council  
           Approved by Wardens  


	ACTION PLAN

	Action to be taken
	Person responsible 
	By when?
	Status

	1.
	Choose timing
	Keren
	Feb PCT meeting
	Done

	2.
	Book Hall
	Keren/Jen
	March
	????

	3.
	Liaise with Dementia Australia
	Harry
	Feb and March
	Done

	4.
	Prepare electronic flyer
	PCT and Harry
	April meeting
	

	5.
	Publicise
	PCT and Jen
	By Easter
	

	6.
	Republicise
	PCT and Jen
	Mid May
	

	7.
	
	
	
	


