	Event Planning Sheet

	Event Name
	Garage and Goodies Sale 

	Goal

What do you want to achieve
	Interact with community, parishioners and raise funds

	How

Summary of how to achieve this goal. 
	Using our spaces and people


	Event Day, Time, Venue


	Sat 28 May 9-1.00 (set up Friday )

	Budget 
Estimate how much money you will need to achieve your goal
	Max $100.  

	Resources 

	Us 

	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. 
	Signs, social media 

	Does this event involve children?

If yes, has a Child Safety Risk Assessment Checklist for Events been completed for this activity? (Refer to website)
	YES/NO

YES/NO

Please note: if the event involves children but this assessment has not been completed, the event cannot proceed.

	Has a General Risk and Hazard Assessment been conducted for this activity?
	YES/NO 

Please note: the event cannot proceed unless this assessment has been completed.

	Name of Parish Council sponsor  
	Sally Petty 

	Approved by Parish Council  
           Approved by Wardens  
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