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1. APPLICATION SUMMARY FORM

PLEASE PROVIDE A SUMMARY OF THE INFORMATION IN THE APPLICATION ON THIS FORM
See sample form at Appendix 1
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	Event name:
	

	Name of organisation applying:
	

	Australian Company Number ACN (if relevant):
	

	Australian Business Number: ABN (if relevant):
	

	Australian Registered Business Name ARBN 
(if relevant):
	

	Event date/s:
	

	Brief description of the event:

[Activities, entertainment etc?]


	<no more than 100 words>



	Event location (town/city and venue/s):
	

	Region:
	 FORMCHECKBOX 
 Gascoyne


 FORMCHECKBOX 
 Mid West
 FORMCHECKBOX 
 Goldfields – Esperance
 FORMCHECKBOX 
 Peel
 FORMCHECKBOX 
 Great Southern

 FORMCHECKBOX 
 Pilbara
 FORMCHECKBOX 
 Kimberley


 FORMCHECKBOX 
 South West
 FORMCHECKBOX 
 Wheatbelt



	Event frequency (annual, biennial, one off):
	

	Event inauguration year:
	

	Projected total attendees:
	

	Projected visitation:
(participants, spectators, support crews and others travelling to the host destination specifically for the event)
	Estimate of INTRASTATE visitors: 

Estimate of INTERSTATE visitors:

Estimate of INTERNATIONAL visitors:
TRAVELLING SPECIFICALLY FOR THE EVENT

	Target audience:
	

	Proposed marketing activities:
	

	Proposed marketing spend (specify cash and in-kind allocations):
	$

	Proposed media impact (e.g. print news coverage, local television coverage, state print news coverage, dedicated event television broadcast etc):
	


APPLICATION SUMMARY FORM continued
Please provide a summary of the information in the application on this form
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	Prestige (e.g. celebrity involvement, state, national or international athlete or talent involvement, sanctioning etc):
	

	Uniqueness, image building and brand:
	

	Estimated total event budget:
	

	Funding request:
Applicants applying for multiyear funding must have received a minimum of one year funding through RES in the past three years.
	Yr 1 $

Yr 2 (if applicable) $

Yr 3 (if applicable) $

	Proposed use of funding:
	1.

2.

3.

4.

	Letters of Support:
	1.

2.

3.

4.

	Contact person for the event

Name:
Official Position:
Address:
Phone (work):
Phone (home):
Mobile:
Email/s:
Event website address:
	

	Previous Eventscorp funding

Yes or No:

If Yes, what year(s):




Amount(s):

	$
$

$


Declaration: To the best of my knowledge all the information in this application is true and correct.

Signed:






Date

2.  Introduction
Eventscorp 
Eventscorp, the Western Australian Government’s events agency and a division of Tourism Western Australia (Tourism WA), continues to make a significant contribution to the State by attracting and supporting a wide range of events each year.

Eventscorp’s objective is to build an exciting, diverse and complete events calendar by securing high profile international events that will drive visitation and add vitality to the State, while developing and nurturing home grown events. This will ensure Perth and Western Australia receives national and international media attention, and is consistently viewed by the community and visitors to the State as an exciting and vibrant event and tourism destination. 

For more information on Eventscorp and available event funding opportunities visit www.eventscorp.com.au.
Overall it should be noted that Eventscorp does not manage events. 
The Regional Events Scheme (RES) is administered by Eventscorp and is funded jointly via Eventscorp and the Department of Regional Development and Lands through Royalties for Regions. 

About the Regional Events Scheme

RES is designed to assist with the development and elevation of significant regional events that position Western Australia as a vibrant tourism destination. It aims to:
· Support events that can demonstrate innovative and creative ways to elevate the event to a national and/or international level;
· Support events that will, or have the potential to, attract visitors to the State (economic impact);
· Support events that will achieve media coverage (television, print and online) nationally and internationally and assist in raising the profile of the State as a dynamic tourist destination (media impact);
· Support events that involve and inspire the Western Australian community;
· Support events that assist in delivering a diverse and attractive events calendar for the State;
· Strengthen the perception of Western Australia as an exciting destination;
· Improve the vibrancy and vitality of the State; and
· Assist events that contribute to the development of local culture and/or sport and attractions.
RES is intended to support established or new regional events that have the ability or potential to attract large numbers of visitors, achieve significant media attention, and/or develop a national profile for the event and the region. 
Events with a proven track record of good management, confirmed (private) sponsors, ability to be conducted in the non-peak tourist season, large visitor numbers and/or ability to attract media attention, are most likely to succeed. One-off events are also unlikely to meet our preference for sustainable, community events. 

Objectives of the Regional Events Scheme
The Regional Events Scheme (RES) is designed to assist with the development of special events as tourist attractions within regional Western Australia.  It aims to assist events that are capable of:

· Bringing additional tourism income to regional communities by increasing visitor expenditure in the host community (economic impact);
· Involving and inspiring the local community (social benefits);
· Extending the length of the traditional tourist seasons and better utilising tourism facilities and services during off-peak or shoulder periods; and
· Attracting media coverage that will help raise the profile of the region as a tourist destination (media impact).
About Royalties for Regions
Royalties for Regions is a long-term vision for Western Australia, one that recognises that the sustainable development of regional Western Australia is vital to the State’s future.

It is a plan for the whole of Western Australia, with a focus on building communities in regional areas through six policy objectives:
· Building capacity in regional communities; 

· Retaining benefits in regional communities;
· Improving services to regional communities; 

· Attaining sustainability; 

· Expanding opportunity; and
· Growing prosperity.
3. KEY DETAILS

· A total of $600,000 funding for the 2012/13 Regional Events Scheme is available for events held between July 1, 2012 - June 30, 2013.
· Funding amounts of between $5,000 and $50,000 can be requested, however it is strongly suggested that applicants ensure the funding amount is realistic in comparison to the total event budget and be tied to proposed activities to elevate the event and draw tourism outcomes.
· Applicants can apply for one, two* or three* years of funding.* Applicants applying for multiyear funding must have received a minimum of one year’s funding through RES in the past three years.
· Applicants applying for amounts in excess of $20,000 will need to provide a concise three year plan containing strategic objectives (including targets) detailing how the additional funding will be used to maximise the event’s development.
· A panel will assess each application individually on its own merits and it then will be compared alongside the other applicants. A balance of calendar and regional diversity among other Eventscorp funded events will also be taken into consideration 
· The funding decisions are final and cannot be contested. 
· You can contact Wendy Tate 9262 1759 to discuss your application or email regionalevents@westernaustralia.com 
· The closing date is 4pm, February 16, 2012 for events commencing between July 1, 2012 – June 30, 2013.


4. Funding conditions

The following applications will be considered ineligible:
· Events that require the total cost of the event to be covered by RES funding;
· Applicants without proof of an Australian Business Number (ABN) or proof that the applicant is not subject to Pay As You Go (PAYG) withholding tax;
· Applications hand-delivered or postmarked after the submissions deadline;
· Faxed submissions;
· Events that will occur outside of the specified dates;
· Events already in receipt of any other Eventscorp funding for the same event in the same year; 
· Any events within the Perth Metropolitan Area;
· Subordinate events within the same programme or marketing umbrella; 
· Retrospective events and/or expenditure; 
· Funding requests for wages, consultants fees, strategies, plans etc or infrastructure.
· The following DO NOT fall within our definition of an event:

· Conferences;

· Meetings;

· Annual General Meeting’s;

· Promotional/business exhibitions;

· Expos (An expo is defined as an event where products/services are presented or placed on display for the public to view usually via stallholders purchasing space to showcase products/services. If the main activity of the event is a products/services showcase the event would be considered an expo. This also includes trade fairs, showings/demonstrations etc. 
· Conventions, 
· Anniversaries /centenaries, and 
· Trade shows. 

5. How to apply

· Please ensure you read this Application Guidelines and Conditions document carefully in order to assess your event’s suitability for funding;
· Please structure your application using the Guidelines for your Application headings outlined on pages 8 – 12, and ensure your application addresses each of the headings. Also attach all relevant supporting material as appendices at the end;  
· Ensure your application is concise and factual; 
· Please complete the Application Summary Form and attach it to the front of your full application; 
· It is the responsibility of the applicant to inform Eventscorp of any change in the status or circumstances of the application between lodgement and its assessment; and
· Please see Appendix 1 ‘Preparing Your Application’ and Appendix 2 ‘Application Checklist’ for more information.

6. Assessment Criteria – Guidelines for your Application
1. EVENT DESCRIPTION 

a) Provide a clear, detailed description of the event including planned activities and components.
b) State the event vision/purpose and include clearly defined, achievable objectives and outcomes.
c) Does the event have a strategic plan or long-term vision and targets for future growth?

2. VISITOR/ATTENDANCE NUMBERS
a) Provide a breakdown of the estimated number of attendees from within and outside of the local area, as follows:
i. Within the local area (i.e. within the city/town);
ii. Outside of the local area (from outside the city/town of where the event is being held);
iii. Interstate; and
iv. International
(Please include details of how these figures were obtained)

Visitor/attendance numbers:
	Type of visitors
	Visitor #’s

	WA visitors – within local area
	

	WA visitors – non local area
	

	Interstate visitors
	

	International visitors
	

	Total visitors
	


For applicants requesting funding for two or three years, please provide projected visitor numbers for each year as the event grows.
3. REGIONAL SOCIAL IMPACT

Describe how your event meets the below Royalties for Regions objectives. You do not need to address all objectives, just those that are relevant to the event. 

a) Building capacity in regional communities (Describe how the event builds capacity in the region [e.g. through locals working on the event])
b) Retaining benefits in regional communities (Describe the retained benefits in the community as a result of the event)
c) Improving services to regional communities 
d) Attaining sustainability 
e) Expanding opportunity (Describe how the event expands opportunity in the region)
f) Growing prosperity

4. ECONOMIC IMPACT

The estimated economic impact for an event incorporates the anticipated number of intrastate, interstate and international visitors (participants, spectators, support crews and others travelling to the host destination specifically for the event), their total length of stay and their estimated daily expenditure (accommodation, meals, entertainment, etc).

a) Provide an estimate on visitor numbers (from intrastate, interstate and overseas).
Please do not include those visitors who are already in town on vacation who attend the event or repeat visitors.
b) Please include details of how these figures were obtained.
	
	Intrastate visitors

(non local area)
	Interstate

visitors
	Internat.

visitors
	Total

visitors

	Visiting specifically
	
	
	
	

	Average daily spend (accommodation, meals, entertainment, etc)
	
	
	
	n/a

	Length of stay
	
	
	
	n/a

	Direct expenditure 
	$
	$
	$
	$

	TOTAL Economic Impact
	$


c) Are there any other economic benefits expected from the event?
For applicants requesting funding for two or three years, please provide projected visitor numbers for each year as the event grows. 
5. BUDGET / FINANCIAL VIABILITY

a) Provide a detailed budget including projections of income and expenditure (use the budget checklist provided in Appendix 4 as a guide).
b) Provide financial statements (audited if available) from the previous two events.
c) Does the event committee have a person who is responsible for auditing accounts?

d) Has insurance cover been secured for the event e.g. public liability, personal accident for volunteers and/or workers compensation? Please provide current insurance certificates or details of current policies held.

Outline what percentage of your budget is:
a.
Government funding
b.
Private funding
c.
Private funding – not confirmed [if applicable]
d.
Ticket sales [if applicable]
e.
In – kind [if applicable] 
f.
Other
i.e. 
a.
Government funding – 25%
b.
Private funding – 25%
c.
Private funding – not confirmed – 10%
d.
Ticket sales – 15%
e.
In – kind – 15%
f.
Other – 10%

6. CORPORATE SUPPORT

Provide details of any private sector investment/sponsorship. Consideration will be given to events with a greater revenue percentage provided by the private sector and other sources.

7. TARGET AUDIENCE
Describe your target audience. (ie. jazz music enthusiasts, 20-35 age groups, families)

8. PROPOSED MARKETING ACTIVITIES

a) Provide details of your proposed marketing activities. (ie. Print, radio, television [local/state/national], social media, website).
b) What is the proposed total CASH component of your marketing budget? (do not include in-kind in this figure).
9. PROPOSED COMMUNICATION ACTIVITIES – MEDIA IMPACT
a) Provide details of your proposed communications/public relations strategies and activities.
b) Describe the media impact you have received from previous events (if applicable).

10. PRESTIGE

Measurement of an event’s prestige is based on the status of participants, sponsors and the media; the involvement of national and/or international artists/performers, competitors; and the number of patrons/attendees. Describe how your event intends to meet this criterion.



11. UNIQUENESS,IMAGE BUILDING AND BRAND
Provide details of your event programme with particular emphasis on any unique aspects. Describe the point of difference that separates it from other events.
a) Does the event have a strong theme? 
b) Will it showcase and reinforce the unique characteristics of its location and/or the State and assist with its competitive positioning as a vibrant tourist destination?
c) Is your event comparable to other events locally, nationally or internationally? If so, please include the name and website link to the event.
d) Brand: Eventscorp assesses events and its alignment with the current Tourism WA brand - "Experience Extraordinary" and/or showcases unique aspects of Western Australia.  Describe how the event aligns with this brand.

For details on the "Experience Extraordinary" brand - see http://www.tourism.wa.gov.au/Experience_Extraordinary/Pages/Experience_Extraordinary.aspx
12. COMMUNITY SUPPORT
Provide details of the financial and in-kind support, and/or endorsement, provided by the local community including:

a) Local businesses/organisations;
b) Local government authorities;
c) Regional Tourism Organisations and Visitor Centres.
13. EVENT MANAGEMENT

a) Is there an efficient event management structure in place including people working across areas of administration, finance, operations, public relations and marketing?  
b) Please provide an outline of the organisational structure for the event and a summary of relevant experience of key personnel.
c) Do you have a risk management plan in place? If so, please include this plan (eg. Event cancellation plans).
d) Is there a viable business plan in place for the operation and promotion of the event?  
e) Please attach any supporting documentation to demonstrate your ability to manage the event in a professional way including resources required to reach the identified target market, and/or feasibility studies, etc.
f) If there is corporate hospitality or VIP services offered to your sponsors and key stakeholders? Please describe what is offered.
g) Describe ways in which the event may be further developed to reach its full potential.

14. EVALUATION

How will you measure the success of the event and the achievement of the event objectives?

15. LETTERS OF SUPPORT

Please attach any letters of support from local government, local development commissions etc.
16. FUNDING REQUEST

State the amount of funding being requested and provide a detailed budget regarding the specific activities to which the funding will be allocated.
Applicants can apply for one, two* or three* years of funding.

* Applicants applying for multiyear funding must have received a minimum of one year funding through RES in the past three years.
Funding must be tied to activities that elevate the event, for example securing a headline act, broader marketing activities or an expanded event program etc.
Applicants applying for amounts in excess of $20,000 will need to provide a concise three year plan containing strategic objectives (including targets) detailing how the additional funding will be used to maximise the event’s development.
7. Submitting applications and enquiries

How to submit your application:

1. Fill out the Application Summary Form on pages 3 and 4.
2. Use the Assessment Criteria on pages 8-12 to structure and address your application in length.
3. Add any relevant additional information as attachments to the above. 
4. You can EITHER post (+USB/CD) or email your application:

a. Post one original unbound hard copy of your application to:


Wendy Tate
Eventscorp
Level 9, 2 Mill Street
PERTH  WA  6000
Ensure you include an electronic copy of your application on a USB/CD (SUMMARY FORM AND CRITERIA MUST BE SUPPLIED IN MICROSOFT WORD) with the posted application. 
b. Email your Application (SUMMARY FORM AND CRITERIA MUST BE SUPPLIED IN MICROSOFT WORD) to: wendy.tate@westernaustralia.com
The application must be received electronically (email) before 4 pm, February 16, 2012 or by post (including USB/CD) postmarked on or before the closing date or in person before 4 pm, February 16, 2012.
Important information for the Submission
· Postal applications must be postmarked on or before the closing date. It is the applicant’s responsibility to check that applications will be postmarked on the correct date. 
· Check that your application is complete and that all necessary details are provided. Use the headings in Section 6 – Assessment Criteria to structure your application and ensure you have addressed all of the criteria. 
· Email applications: the lodgement of electronic files may take time and you must make your own assessment of the time required for full transmission of your application. Please ensure that the electronic copy of your application is: 

· Microsoft compatible
· Equal to or less than 10 megabytes
· Free from viruses
· Received electronically in full prior to the closing time (this is determined by Tourism WA’s computer records of when the application was received).

· Faxed copies will not be accepted 
· Incomplete applications will not be processed. Late submissions will not be accepted. No extensions will be given.
Enquiries:
If you wish to discuss your application, please contact:

Wendy Tate

Eventscorp

Level 9, 2 Mill Street

PERTH  WA  6000

Tel: 9262 1759  

Email: regionalevents@westernaustralia.com 

8. Evaluation of applications

Applications will be evaluated against the Assessment Criteria in this document.  Regional dispersal and the diversity of Eventscorp funded events across the calendar year will be taken into consideration. It must be noted that funding is competitive and on some occasions, events that sufficiently meet the criteria may not be awarded funding.  

The decision will be final and no applications for appeal will be considered.
9. Confirmation of RES outcomes 

Confirmation of the outcomes of the successful and unsuccessful applicants will be provided in writing and is expected to take approximately 12 weeks from the closing date of applications.

For the successful applicants, a contract will be prepared by Eventscorp for the purpose of detailing the obligations of both parties: the recipient of funding and Eventscorp. Both parties will be required to sign the contract and funding will be distributed according to the contract conditions and the achievement of specified milestones.

10.   Tax information for applicants

The WA Tourism Commission (Tourism WA) is registered for GST and has been issued with an Australian Business Number 95 468 665 668.  Tourism WA regards sponsorship funding under RES as payment for supply and normal GST provisions are applicable.

For GST-registered applicants, the GST component will be included in payments made by the Tourism WA.

For applicants not registered for GST, Tourism WA will not reimburse any GST components.  Where the applicants do not hold Australian Business Number (ABN) Tourism WA will be required to withhold 48.5 per cent of the amount payable.

Funding will be provided according to the contract conditions negotiated between Eventscorp and the Event holder. 

11.   Freedom of Information Act

Potential applicants for RES are informed that Tourism WA is subject to the Freedom of Information Act 1992 (WA), which provides a general right of access to records held by State and Local Government agencies.

Potential applicants should be aware that information pertaining to the receipt of State Government financial assistance will be tabled in the Western Australian Parliament. This information could include names of recipients, the amount of the assistance, the names of the event and possibly a brief description thereof. This could result in requests for more detail to be released publicly.

Should you require more information in relation to this issue, please contact Tourism WA’s Freedom of Information Coordinator on 9262 1700.

12.   Frequently asked questions

How should I submit my application?

You are required to submit one original unbound hard copy of your application, as well as an electronic Microsoft Word copy on USB/CD or emailed. Please send your application electronically along with any supporting material by post, email or in person before 4 pm February 16, 2012(faxed copies will not be accepted).

When will successful applicants be announced?

The selection and approval process is expected to take approximately 12 weeks from the date of closing. Both successful and unsuccessful applicants will be notified in writing.

When will successful applicants receive money?

On confirmation of event funding, a contract will be prepared by Eventscorp for the purpose of detailing the obligations of both parties: the recipient of funding and Eventscorp.  Both parties will be required to sign the contract and funding will be distributed according to the contract conditions. Funds will not be available until the contract is signed.

What are milestones?

The funding amount allocated to each successful applicant will be divided into ‘milestone payments.’

i.e. Amounts allocated against specific targets/obligations which must be fulfilled by the funding recipient, e.g. execution of the contract, acceptance of a final event report etc. The allocated amounts will be payable on achievement of each milestone.

What happens if I don’t achieve a milestone?

Failure to achieve a milestone will result in non-payment of the amount for the particular milestone not delivered. Eventscorp reserves the right to proportion payments should the event be cancelled or reduced, or should the event not achieve (within reason) the expected or stated visitor numbers as provided in the application.

13.   Appendices list

1. Sample Summary Form
2. Preparing your application
3. Application Checklist
4. Budget Checklist
5. Guidelines for researching and evaluating a special event



Appendix 1 – SAMPLE APPLICATION SUMMARY FORM
This is a guide to how to assist you in filling out the summary form.
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	Event Name:
	Western Australian Festival

	Name of organisation applying:
	Western Australia Tourism Inc.

	Event date/s:
	7-8 January 2012

	Brief description of the event:

[Activities, entertainment etc?]


	Western Australia grows more black truffles than the rest of Australia put together, presenting the State with a unique opportunity to position itself as the truffle centre of the Southern Hemisphere. The festival is held at the height of the West Australian truffle-growing season. The festival will be held in the Mundaring Community Sculpture Park, which will be fenced off to create a dedicated festival village area. This area will incorporate a series of giant marquees offering free cooking demonstrations, food-for-thought information sessions, an all-weather gourmet produce market, lively licensed truffle-themed dining area and long table lunch events.

	Event location (town/city and venue/s):
	Bunbury 

	Region:
	 FORMCHECKBOX 
 Gascoyne


 FORMCHECKBOX 
 Mid West
 FORMCHECKBOX 
 Goldfields – Esperance
 FORMCHECKBOX 
 Peel
 FORMCHECKBOX 
 Great Southern

 FORMCHECKBOX 
 Pilbara
 FORMCHECKBOX 
 Kimberley


 FORMCHECKBOX 
 South West
 FORMCHECKBOX 
 Wheatbelt



	Event frequency: (annual, biennial, one off)
	Annual

	Event inauguration year:
	Started 2007

	Projected total attendees:
	3,000

	Projected visitation:
(participants, spectators, support crews and others travelling to the host destination specifically for the event)
	Estimate of LOCAL Attendees: 1,797

Estimate of INTRASTATE Visitors: 1,200

Estimate of INTERSTATE Visitors: 3 (performer and crew)

Estimate of INTERNATIONAL Visitors: 0
TRAVELLING SPECIFICALLY FOR THE EVENT

	Target audience:
	Families

18-60 Age group

Food and wine enthusiasts 



	Proposed marketing activities:
	Local radio, print advertising

State print advertising

Website, email database newsletter distribution

Street Banners

Regional TV advertising (ABC and GWN)



	Proposed marketing spend: (specify cash and in-kind allocations)
	$18,000

	Proposed media impact: (e.g. print news coverage, local television coverage, state print news coverage, dedicated event television broadcast etc)
	Local radio and print

Local tv news

National niche magazine

State print


Appendix 1 – APPLICATION SAMPLE SUMMARY FORM

This is a guide to how to assist you in filling out the summary form.
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	Prestige:
	National artist

National competitors



	Uniqueness, image building and brand:
	Unique event location, truly outback experience

Celebration of the local crab

Exmouth is one of the few places in Australia that contains the game fishing species necessary for a full game fishing tournament.



	Estimated total event budget:
	$98,500

	Funding request:
	$10,000



	Proposed use of funding:
	1. National entertainment

2. Marketing in local area

3. Publicist to promote event

4. Event website

	Letters of Support:
	1. Mayor of Bunbury

2. CEO – Great Southern Development Commission

3. CEO - Margaret River Visitors Centre

4. Managing Director – Perth Exhibition and Convention Centre 

	Contact person for the event

Name:
Official Position:
Address:
Phone (work):
Phone (home):
Mobile:
Email/s:
Event website address:
	Mr John Smith

Festival Director

123 Smith Street, PERTH  WA  6000

9999 9999

8888 8888

7777 777 777

info@wafestival.com.au
www.wafestival.com.au

	Previous Eventscorp funding

Yes or No:

If Yes, what year(s):




Amount(s):

	No
$ 
$

$


Declaration: To the best of my knowledge all the information in this application is true and correct.

Signed:






Date

Appendix 2 – PREPARING YOUR APPLICATION

Part A – Application Summary Form

Please complete ALL sections of the Application Summary Form and attach it to your full application.

Part B – Addressing the Criteria

Please address each of the Assessment Criteria concisely. Please structure your application using the below headings. Incomplete applications will not be processed.

· Event description

· Visitor / attendance numbers

· Regional Social impact

· Economic impact

· Budget / financial viability

· Corporate support

· Target audience

· Proposed marketing activities

· Proposed communication activities – media impact

· Prestige

· Uniqueness, image building and brand
· Community support

· Event management

· Evaluation

· Letters of Support

· Funding request

Supporting materials – please attach any additional information or supporting materials to your application and demonstrate your event will be managed and marketed in a professional way (e.g. feasibility studies, operational plans, media and marketing plans, communications plans, critical time path, management committee structure and responsibilities, and previous budgets and event reports).

Appendix 3 – APPLICATION CHECKLIST
Have you:

1. Read this Application Guidelines and Conditions document thoroughly and ensured your event’s suitability for funding
2. Read and understood the RES Funding Conditions on Page 7
3. Read the ‘How to Apply’ section on Page 7 and the ‘Preparing Your Application’ guidelines in Appendix 2
4. Addressed each of the Assessment Criteria in detail
5. Attached any relevant documentation and supporting material e.g. projected budgets, marketing and communications plans, business plans, letters of support from local government, other letters of support, organisational structure, feasibility studies, insurance certificates, previous budgets and event reports, images, DVDs, etc?
6. Completed the Application Summary Form and attached it to the front?
7. Prepared one original copy of your application for submission?
8. Prepared an electronic Microsoft Word copy of your application on USB/CD for submission?

Appendix 4 – BUDGET CHECKLIST
The below Budget Checklist has been prepared as a guide only and may be adapted to suit your needs. Using the budget headings provided as a guide, please be sure to prepare a detailed income and expenditure statement to attach to your RES application. Items given or received in-kind should appear in both income and expenditure columns.

It is important that applicants investigate all other relevant sources of financial assistance.
	INCOME

	Government Funding
	Cash
	In-Kind
	Total

	Local i.e. Shire 
	i.e. $2,000
	i.e. $1,000
	i.e. $3,000

	State *provide names of government departments
	i.e. $1,000
	$-
	i.e. $1,000

	Federal
	$
	$
	$

	Private Sponsorship
	
	
	

	Naming Rights
	$
	$
	$

	National
	$
	$
	$

	Local
	$
	$
	$

	Associates
	$
	$
	$

	Prizes
	$
	$
	$

	Spectator Revenue
	
	
	

	Gate Ticketing
	$
	$
	$

	Food Sales
	$
	$
	$

	Bar Sales
	$
	$
	$

	Function sales
	$
	$
	$

	Merchandise Sales
	$
	$
	$

	Stalls & Market Sales
	$
	$
	$

	Competitor Revenue
	
	
	

	Enrty Fees
	$
	$
	$

	Corporate Sales
	$
	$
	$

	VIP Boxes
	$
	$
	$

	
	Cash
	In-Kind
	Total

	TOTALS (INCOME)
	$
	$
	$

	
	
	
	

	EXPENDITURE

	Administration 
	Cash
	In-Kind
	Total

	Salaries
	$
	$
	$

	Temporary Staff
	$
	$
	$

	Insurance- Workers Compensation, Public liability etc  
	$
	$
	$

	Tax
	$
	$
	$

	Stationary
	$
	$
	$

	Lease office equipment
	$
	$
	$

	Lease office Space
	$
	$
	$

	Financial/ Bank Charges
	$
	$
	$

	Telephone/Facsimile
	$
	$
	$

	Audit/Accounting
	$
	$
	$

	Travel Expenses i.e. Staff accommodation 
	$
	$
	$

	Marketing
	
	
	

	TV Advertising 
	$
	$
	$

	Radio Advertising
	$
	$
	$

	Print Advertising
	$
	$
	$

	Web Advertising
	$
	$
	$

	Posters
	$
	$
	$

	Direct Mail
	$
	$
	$

	Brochures
	$
	$
	$

	Displays 
	$
	$
	$

	Signage
	$
	$
	$

	Other printed material 
	$
	$
	$

	Photography 
	$
	$
	$

	Media (i.e. presentation kit, launch)
	$
	$
	$

	Promotions 
	
	
	

	Promotional clothing
	$
	$
	$

	Programme
	$
	$
	$

	Competitions
	$
	$
	$

	Operational 
	
	
	

	Equipment Hire
	$
	$
	$

	Event Vehicles
	$
	$
	$

	Security
	$
	$
	$

	Safety Equipment 
	$
	$
	$

	Entertainment
	$
	$
	$

	Fencing
	$
	$
	$

	Road Closures/Permits
	$
	$
	$

	Medical/Emergency Services 
	$
	$
	$

	Sound Lighting 
	$
	$
	$

	Services 
	
	
	

	Welcome Reception
	$
	$
	$

	Function
	$
	$
	$

	Awards (i.e. prize money, trophies)
	$
	$
	$

	Accreditation/ Passes
	$
	$
	$

	TOTALS (EXPENDITURE)
	Cash
	In-Kind
	Total

	
	
	
	

	Estimated Profit/(Loss)
	


Appendix 5 - GUIDELINES FOR RESEARCHING AND EVALUATING A SPECIAL EVENT
Evaluation is an important part of the event planning and marketing process. The following is a simple overview of the types of questions that need to be answered, why they need to be answered and how the answers can be obtained.

The ‘Encore Festival and Event Evaluation Kit’ is a useful research tool available to event organisers. Please see www.crctourism.com.au for more details.

Essential questions:

· How many people attended the event?

· How many people were spectators, participants, officials and holidaymakers?

· How long did they stay?

· How much did they spend?

· Where do they live?

· What type of accommodation did they use?

· What type of transport did they use?

· Were they satisfied with the event?

· What are their demographic details (age, sex, income, etc)?

· What other activities did they undertake while in your town or region?

· What is the likelihood of them returning next year?

· What suggestions did they have for improving the event?

The answers to all these questions will enable you to:

· Estimate the economic impact of your event.
· Describe the impact of your event on the locality and the State.
· Identify the types and demographics of visitors who are attracted to such events.
· Ascertain where these people live, so future events can be appropriately promoted.
· Demonstrate to the local community how special events can bring benefits to the whole region.
· More effectively plan for future events.
· Satisfy sponsors and authorities.
· Determine visitor satisfaction with your event.
Methods of collecting the information:

The answers to the above questions can be obtained by using one or more of the following methods:

· Mail questionnaires
· Locally distributed questionnaires
· Turnstile counts
· Ticket sales
· Vehicle counts
· Market area surveys
· Use of a market research survey company
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