[image: ]Fundraising Event Cost Approval Request Form

Intended Purpose
This form should be completed for P&C approved fundraising events that need to spend money in advance prior to the event and are seeking either those funds be paid by the P&C or reimbursement to the event committee members. This form is required for an executive committee of P&C committee members to approve those costs being incurred. 

	1. EVENT OVERVIEW

	1.1
	Event name & date
	Evening On The Green 
Thursday December 19th 
[bookmark: _GoBack]4:30pm-7:30pm

	1.2
	Brief description of the event and its goals and objectives. Describe in 1-2 sentences.
	 Last day of school event for parents and kids to have fun, socialise and relax for a few hours.

	1.3
	Name and contact details of the event committee members There must be at least one P&C committee member on your event committee.
	Jen Mather, P&C President

	1.4
	Event Location
	Doubleview Primary School Oval





	2. FUNDING REQUEST (all amounts should include GST)

	2.1
	Please Describe your Fundraising Expectation / Goal and Assumptions 
For example we expect to raise $3000 for the P&C based on 
1) selling 100 tickets to event X at $25 per ticket.
2) Selling cakes at $2 x 250
	There will be a raffle for beer donated by a parent who works at Carlton United. Estimated to sell 100 * $3 tickets = $300













	2.2
	Please itemise all costs for running / putting on this event and assumptions Provide details of all costs on a separate line item with volume assumptions if applicable. A full quote is not necessary, but a reasonable indicative cost needs to be provided. Include the reasoning/basis for your cost estimate. Ensure you have allowed some flexibility in case items are more expensive than anticipated.
 For Example
Venue Hire Costs         $300
Sausages – 300 * $1 = $300
Buns – 300 * 0.50         $150
	Name of Cost Category
	Formula/Calculation Assumptions
	Total Cost


	
	
	Radical Run obstacle course
	
	$1000.00

	
	
	Bouncy Castle
	
	$330.00

	
	
	Sumo Suits
	
	$50.00

	
	
	Generators
	120*2
	$240.00

	
	
	Staff
	180*3
	$540.00

	
	
	Discount
	
	-$405.45

	
	
	Sub Total
	
	$1754.55

	
	
	GST
	
	$175.45

	
	
	Total
	
	$1,930.00

	2.6
	Is other non-monetary P&C support required? For example, ongoing management, volunteers, lase with school, advertise on P&C Facebook Page, Newsletter, take home folders etc.
	    Permission to use school oval 4:30-7:30pm

	2.7
	Please describe if there is any urgency or timing for when you need approval by.
	 By 18th of November to pay invoice.




	3. OTHER INFORMATION 
Please feel free to add or attach any additional information that supports this request form

	 
If multiple people need to be reimbursed for different expenditures please describe that below









Doubleview Primary School P&C Association    273 Flamborough St Doubleview 6018    dvps.pnc@gmail.com    https://doubleviewprimarypnc.weebly.com/
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