	
	
	



2. Event Proposal Form
Refer to the planning and delivery guidelines and use this form to initiate an organizational event. This proposal should include details commensurate with the size complexity of the proposed event. Once endorsed, the project may commence and incur expenditure.
Event summary
	Event concept

	
Provide a high-level overview of the event. For example, type of trail, type of bike required, is it a camping event, one day or multi-day event, anticipated number of participants.
When is the event planned?  
What is the high-level preconception of risk factors. 
Have other similar events have been held? 

	Alignment with organisation’s direction

	
What are the benefits of the event?
Does the event help deliver the organizational direction? For example, raising the organisation’s profile, community engagement, membership or bike riding participation, etc.
How will the benefits be realized and measured?


	Delivery partner and resources requirements

	
Does the proposed event require a delivery partner? If so, what level of support is anticipated. 
What is the likely resource requirement for the organisation/event? 
Are volunteers required?
What physical resources are required?


	Budget

	
What is the estimated budget for the event? Include anticipated income from tickets, possible sponsors, and anticipated expenses to produce the event. 
Is the event financially viable?
What is the go/no go point for tickets sales against the costs incurred?




Other Considerations
	Conflicting Events

	What other events are being held at the event location, or at the same time in the region?  
What is the likely impact on participant numbers and sponsors? 


	Accommodation at event locations

	
Consider the estimated number of staff and volunteers required, and the likelihood of overnight accommodation at the proposed event sites. 
Availability of accommodation?



	Transport and Logistics

	
Does the proposed site and timing of the event require simple or complex logistics? 
Is the event at one primary site spread over multiples sites? For example, multiple vehicles and transfers. 


	Rider support requirements eg. Medical, catering, rider support

	
· First Aid 
· Event Medical Support 
· Catering
· Bike maintenance service
· Mobile Toilets & Showers 
· Traffic control and parking
· Communications 
· Lighting and generators




Endorsement
	Position
	Approver
	Date 
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