: START |
: 2

Work out the budget available |
for event (EC &FC)

¥

Discern how many
people will be able to

attend and work out
costings (EC)

: Select a Venue - using the V
'Venue Spec' document
(EQ)

!

'Book Venue (EC) |
Design Event: Including programme,

timetable, roles, responsibilities and think |
' about how we can best communicate the

Association's work and strategy at the
\ particular event [

'Select a Caterer - using the 'Catering |

‘ Spec' document (EC)

!

' Book Caterer (EC) |
;‘ Record costs on 'Budget Sheet for |
5 Events' document (EC)

!

; Publicise the event in Permaculture |
' Works, through the e-bulletin on |
the website, in the Permaculture
' Magazine (if it is a national event), |

. fillin and print 'Permaculture
' Events Information sheet' for office
‘ enquiries (EC,CC)
i
' Take Bookings and/or invite |
attendees (OC,AC, FC) ‘

=

Use 'Attendee list - S ==
Template' Document N

SE

(o I : ~
<__Use file maker >
S o

\\\/ i
YES
' Gather the equipment needed for the |
event using 'Workshop & General
‘ checklist', Print out 'Tips for
—>  Workshop Leaders', 'Participants
' Rules' documents (if applicable) and |
| feedback forms. (AC)

| During the event: Take a register,
—> record the number of people and
. distribute feedback forms. (EC & |

TEAM)

!

'Post event: Collate feedback forms,

write up participant and staff
feedback. Pay the caterers and
venue (EC & TEAM)

l

Officially 'sign off' the event using

the'Signing off Sheet'. (EC)

!

'Host the event: (EC & TEAM) &————

!

Write up the event for

Permaculture Works and the |
website (EC & CC)

B

'END |

Key: EC = Events Coordinator, CC = Communications Coordinator,
OC = Office Coordinator, AC = Administrative Coordinator, FC =
Financial Coordinator.




