	Event Name:


	Facility:
	Event Steward 

	Event Date:
	Website:

	Type of Event and Event Theme:


	Steward: 
	Co-Steward: 

	Society Name:
	
	Society Name:
	

	Modern Name:
	
	Modern Name:
	

	Phone:
	
	Phone:
	

	Email:
	
	Email:
	

	Event Details



	Approximate total cost of event =
	Expected Attendance:



	Expenses:

· Facilities Cost-

· Insurance Certification if required-

· Site Tokens- 

· Pale Adds- 

· Luncheon- 
· Feast Cost-

· Other-

· Other-

· Other-

· Other-



	Site Details



	Site Name:
	
	Site Contact Name:
	

	Address:
	
	Phone:
	

	City, State:
	
	Email:
	

	   Time Open: 
	
	

	Description of Site: Does it have cabins, port-a-pots/restrooms, classrooms, full kitchen, an area for royals? Give as much detail as possible. A basic diagram would be beneficial here as well.



	
	
	Event Positions



	Position:
	Contact Info:
	Position Requirements:

	Event Steward Name:

	Phone:
Email:
	-Will oversee, coordinate and plan all activities and event happenings

-Create Schedules, be an informational source for all individuals and their needs and organize and oversee all major details of event.

-Day of event they will oversee that all aspects of event are running smoothly.

	Co-Steward Name:

	Phone:

Email:
	-Helps Event Steward coordinate persons, objects and activities.

-Day of event will be the runner for any additionally needed items.
-Will check in with other positions and report needs to Event Steward.

	Merchant Coordinator Name:

	Phone:

Email:
	-Will collect all merchant info and contact merchants if needed

-Will be in charge of helping Merchants set up in the morning

- Collect any fees (if required) and deliver those to exchequer

- Making sure Merchants are closed at the appropriate time



	Feast Steward Name:

	Phone:

Email:
	-Will submit feast budget at least 2 months prior to event

-Determine the fee that persons will need to pay

-Purchase and save ALL receipts for foods 

-Prepare feast  
-Obtain servers

	Gate Keeper Name:

	Phone:

Email:
	-Will acquire appropriate paper work and change from Exchequer 

-Collects fees and keep paperwork orderly 

-Will assume responsibility for all instances involving money when they are on duty

-Will immediately take lock box to Exchequer when gate closes. 

	Marshal in charge Armored Combat Name:

	Phone:

Email:
	-Will oversee all armored martial activities

-Will assume the responsibility for locating and bringing list polls and ropes to site

-Will acquire additional marshals for event if needed
-Will speak at court as well as present prize to winners of competition.



	Marshal in charge of Rapier Name:

	Phone:

Email:
	-Will oversee all Rapier activities

-Will assume the responsibility for locating and bringing list polls and ropes to site

-Will acquire additional marshals for event if needed
-Will speak at court as well as present prize to winners of competition.

	Children’s Activities Coordinator Name:
	Phone:

Email:
	-Will Contact regional Minister of Youth activities to make sure all activities planned are sound.

-Will find an additional adult to help run activities

-Will NOT allow parents to drop off children and leave.

-Will have budget submitted and all needed items for activities purchased and ready for event. 

	Royalty Liaison’s Name:
	Phone:

Email:
	-Will contact their Majesties and Highnesses chain of command to make any needed preparations

-Will ensure a small contingent is waiting for Royals as they arrive

-Will make sure to block off parking spots for the royals.

- Discuss hotel room needs and book hotel for both sets of royals (talk to exchequer about payment for hotel, generally a check is written)
-Will set up an appropriate and lovely room for royals during the day.

-Will arrange royal guards and retainers for the day and retain if needed.

	Arts and Science Coordinator’s Name: 
	Phone:

Email:
	-Will arrange type of A&S event to be held.

-Will set up event tables and guide entrants on arranging their entries

-Will count votes and speak at court as well as present prize to winners of competition

	Lunch Tavern Coordinator’s Name:
	Phone:

Email:
	-Will submit luncheon budget at least 2 months prior to event

-Determine the fee that persons will need to pay and how many will be cooked for.

-Purchase and save ALL receipts for foods 

-Prepare and serve luncheon

-Submit all monies collected to Exchequer upon closing 

	Royalty Luncheon Coordinator’s Name:
	Phone:

Email:
	-Will provide some foods and set up a luncheon for the Royals 

- Will need to send out reminders for people to bring dishes 

- Will need to make volunteers aware of likes/dislikes/allergies a royal may have.

-Will set up and decorate luncheon tables


	Tourney Descriptions and Competition Styles

	Armored Combat:
Rapier:
Arts and Science:
Children’s Combat:

Dance:




	Tourney and Competition Prizes

	Tourney or Competition 
	What is Prize?
	Who is creating/acquiring?

	Armored Winner
	
	

	Unbelt (who advanced furthest)
	
	

	Rapier Winner
	
	

	Arts and Science Winner
	
	

	Children’s Combat 

Winner should receive prize and all other children should be given a token if possible.
	
	

	Raffle Prize for Retainers
	
	

	Raffle Prize for Guards
	
	

	Other:__________________
	
	


	Event Classes 

	Name of Teacher
	Contact Information
	Class Description

	
	Phone:

Email:
	

	
	Phone:

Email:
	

	
	Phone:

Email:
	

	
	Phone:

Email:
	

	
	Phone:

Email:
	

	
	Phone:

Email:
	

	Extras (What other things does the Event offer!) 

	Activity 
	Coordinator
	Description

	
	Phone:

Email:
	

	
	Phone:

Email:
	

	
	Phone:

Email:
	


	
	Items to be Brought to Site
	
	

	Area:
	Items Required
	Who is Bringing?
	Who is returning?

	Example. Heavy Fighting area
	List polls-12
List Table-2 

Coolers-2

Table cloth-2

List Ropes
	Name: King Henry

Phone: 555-5555
Email:6wives@gmail.com
	Name: same

Phone: 
Email:

	
	
	Name:

Phone: 
Email::
	Name:

Phone: 
Email:

	
	
	Name:

Phone: 
Email:
	Name:

Phone: 
Email:

	
	
	Name:

Phone: 
Email:
	Name:

Phone: 
Email::

	
	
	Name:

Phone: 
Email:
	Name:

Phone: 
Email:

	
	
	Name:

Phone: 
Email:
	Name:

Phone: 
Email:

	
	
	Name:

Phone: 
Email:
	Name:

Phone: 
Email::

	
	
	Name:

Phone: 
Email:
	Name:

Phone: 
Email::

	
	
	Name:

Phone: 
Email:
	Name:

Phone: 
Email::


Meeting Notes 

Date:

Meeting Notes 

Date:

Meeting Notes 

Date:
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