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National Events Programme
Round 20 Application Form 

For events taking place from 1st August 2012 onwards
Application deadline: 3rd February 2012
IMPORTANT APPLICATION INFORMATION

· Before completing this form:
· read the eligibility and evaluation criteria available on www.eventscotland.org

· contact EventScotland to register your interest and discuss your application well in advance of the deadline.  Applicants who discuss their applications in advance will generally submit more relevant requests that have greater rates of success Telephone: 0131 472 2313 
· Please include a disc or storage device containing a copy of your application form in electronic format when submitting your application documents.

· Please complete this application form in full; failure to provide all the requested information (including the appendices detailed on the checklist at the end of this form) will impact on the success of the application.
* Note that any previous EventScotland award must be completed with the necessary documentation submitted and approved prior to lodging a new application.

SECTION 1: 

event details

1. Event Information

	Event Name:


	Date/s:                                      


	Event Venue:                            


	Town:                                       


	Local Authority Area:                


	When was the event established? 


	How often is the event held?          


	Event Purpose & Objectives:  




	Description of event including overview of Programme / Content: (Please note that this may be used in EventScotland marketing communications).



	Event Website:


	Number of previous years support received from EventScotland and/or Homecoming Scotland 2009 (if applicable):




	What is the purpose of your funding request? (Please note you will be asked to elaborate and to provide a costed breakdown of this later in the application):




	Please state the total amount requested from EventScotland:  


2. Organisation details

	Key Contact:           


	Position in Organisation:           


	Full name of organisation:           


	Legal name (if different):             


	Address:                      


	Website:                      


	Email:


	Telephone:    


	Mobile:           


	When was the organisation established? 


	Describe the main aims and activity of the organisation (50 words max):


	If you are not the event owner, please provide details of the event owner:


Organisation Type:

   (please ‘X’ as appropriate)

	Local Authority
	 

	Other Public Body (please specify)
	 

	Company Limited by Shares
	 

	Company Limited by Guarantee
	 

	Recognised Charity
	 

	Unincorporated Club/Association
	 

	Trust
	 

	Other (please specify)
	


If applicable please tell us your:

	Registered Company Number
	

	VAT Registration Number
	

	Registered Charity Number
	 


SECTION 2: EVENT VIABILITY 

3. List the key members of the management team, their roles and relevant experience.  For instance you should address who is responsible for marketing & PR, production, programming, sponsorship, budget management etc. 

	


4. Please submit a copy of your Event Marketing Plan: 

Note if your funding request includes marketing activity you MUST provide a detailed marketing plan including costs for all proposed activity.
Event Marketing Plan attached (please ‘X’ as appropriate)

	YES
	 

	YES – included with Business Plan
	 

	NO
	 


If ‘NO’ – please provide an overview of how you intend to market the event: 

	


5. Please submit a copy of your Event Business Plan:

Event Business Plan attached (please ‘X’ as appropriate)

	YES
	 

	NO
	 


If ‘NO’ – please provide detail with regard the future planning for your event 

	


6. Budget

The financial viability of your event is critical to the success of your application; therefore you must provide a transparent budget with full details, providing notes where necessary.  

· Public sector support is critical to the success of your application; please ensure all confirmed and unconfirmed support is clearly detailed in the budget template.  This may include funding from organisations such as your Local Authority, Creative Scotland, Scottish Enterprise, HIE etc with each listed individually.  

· Please ensure all confirmed and unconfirmed private sector support is clearly detailed in the budget template.

· Please provide letters of support from confirmed and unconfirmed (where available) public and private sector funders.  

· Your request to EventScotland should not amount to more than 25% of your total cash budget.

· Please note that the budget is for the overall event and should include the detail of the proposed new activity in both the income and expenditure sections 

· Please complete the budget template overleaf.

	INCOME
	Funding Organisation 
	Actual income for last event
	Projected income for this event
	Confirmed or Unconfirmed*

	Local Authority
	
	
	
	

	Other Public Sector Funding
	
	
	
	

	Request from EventScotland
	
	
	
	

	Trusts / Foundations
	
	
	
	

	Sponsorship
	
	
	
	

	Ticket Sales Income
	
	
	
	

	Advertising Income
	
	
	
	

	Merchandising Income
	
	
	
	

	Franchise Income
	
	
	
	

	Other Income
	
	
	
	

	TOTAL INCOME
	
	
	
	


*note if income is unconfirmed please

 state the date when confirmation is expected

	EXPENDITURE

	Actual for last event
	Projected for this event

	
	
	

	Administration
	
	

	General administration
	
	

	Travel & Accommodation
	
	

	Staff salaries & fees
	
	

	Management fees (if applicable)
	
	

	Other admin expenses
	
	

	Sub-total Administration Costs
	
	

	
	
	

	Event Costs
	
	

	Event Evaluation/Bid Costs (if appropriate)
	
	

	Sanction Fees (if appropriate)
	
	

	Facility/Venue Costs
	
	

	Other Production Costs (Equip, Hire, Crew, etc)
	
	

	Security
	
	

	Health & Safety
	
	

	Event Insurance
	
	

	Ceremonies
	
	

	Entertainment/Artistic Programme (fees and costs)
	
	

	Hospitality
	
	

	Travel, Accommodation & Services
	
	

	Communication (Radios etc) 
	
	

	Other Event Expenses
	
	

	Sub-total Event Costs
	
	

	
	
	

	Marketing & Promotion Costs
	
	

	Advertising
	
	

	Design Fees & Print Production
	
	

	Direct Mail/Distribution/Display
	
	

	Internet
	
	

	Market Research
	
	

	Ticket Production
	
	

	Media and PR
	
	

	Other Marketing & Promotions Expenses
	
	

	Sub-total Marketing & Promotion Costs
	
	

	
	
	

	Expenditure
	
	

	Contingency  (c. 5% of expenditure)
	
	

	Total Expenditure
	
	

	Event surplus / deficit

(note you should be aiming for a balanced budget)
	
	


7. Please provide any necessary notes to explain your budget projections, e.g. your ticket pricing structure or items of income and expenditure that require further explanation:   

	


8. Please provide information about any in-kind support that the event receives:

	


9. State if your budget is presented as Net or Gross of VAT

  (please ‘X’ as appropriate)
	Net of VAT
	 

	Gross of VAT
	 


10. If the event has been held before, you MUST include a copy of the final event budget.  This should be a summary of Income and Expenditure from the last event, not an annual Profit and Loss account nor a Statement of Transactions.  Previous event budget attached (please ‘X’ as appropriate)

	YES
	 

	NO
	 


If ‘NO’ – please explain

	


SECTION 2 : Event impact 
TOURISM

	


11. If your event takes place on more than one day,  on average how many days does each visitor attend the event? 

12. (a) Please provide details of projected visitor attendance as well as attendance at previous event:  
	Attendance
	Projected  attendance in year of support 
	Previous  years attendance

	Participants/

Performers/Staff
	 
	 

	Volunteers
	
	

	Spectators
	 
	 

	TOTAL
	
	


12. (b) It is assumed that the above information is ‘Total Attendance’ as opposed to   ‘Unique Visitors’. Please confirm this in the appropriate box by adding an ‘X’: 
	Total Attendance
	

	Unique Visitors
	


If you wish to add any further comments around your answer to question 12.b, please do so in the following box:
	


Note: When estimating the impact of your event, EventScotland requires to understand whether you have provided us with the number of attendances or the number of unique vistors. For example - if one individual attends your event on two days then we count that as two ‘attendances’ but only one ‘unique visitor’. This is important to understand so that there is no double counting of the individual when measuring the impact of your event.
13. Please provide an estimate of the percentage split whether the attendances in question 12 (a) are Day Visitors or Overnight Visitors as well as the breakdown for the previous year: 
Note: For each category of attendees and  for each event (Year of support and previous years event) the totals must add to 100%.
	Attendees: Day/Overnight
	 % Day Attendances in year of support
	% Overnight Attendances in year of support
	Total % in year of support
	% Day Attendances - previous years event
	% Overnight Attendances - previous years event
	Total % - previous years support

	Participants/
Performers/Staff
	
	
	100%
	
	
	100%

	Volunteers
	
	
	100%
	
	
	100%

	Spectators
	
	
	100%
	
	
	100%


14. On average, how many nights do you estimate overnight visitors stay as a result of your event? Please also provide breakdown for the previous years event:

	Number of Nights
	Projection in year of support
	Previous years event

	Participants/Performers/Staff
	
	

	Volunteers
	
	

	Spectators
	
	


15. Please estimate the percentage split for the anticipated geographic origin of attendances as well as the breakdown for the previous years event:  

Note: For each event (Year of support and previous years event) the totals must add to 100%.
	Area
	% Projection in year of support 
	% Previous years event

	Rest of Local Authority region
	
	

	Rest of Scotland
	 
	

	Rest of UK 
	 
	

	Overseas 
	 
	

	TOTAL
	100%
	100%


16. Please mark a ‘X’ in the appropriate box below that best summarises how the information from questions 11 to 15 was compiled:
	Ticket Sales Analysis
	

	Audience Research
	

	Economic Impact Evaluation
	

	Anecdotal Evidence
	


*** If you have marked either Audience Research or Economic Impact, please provide a copy of the report. 
17. Please outline any reasons for the chosen timing of the event.  For example, does it complement another event or attract visitors outside of the peak tourist season?  What steps have you taken to ensure it does not clash with other events?

	


18. What development activity are you requesting support for and what will this add to the event?  (describe the proposed new activity and detail how this will help strategically grow the event and attract additional visitors)  

	


19. Provide a costed breakdown of how the EventScotland award would be spent, ensuring this matches your budget:

	


20. Detail the event’s capacity for growth (physical capacity of the site / location, audience appetite for growth, pattern of growth to date, event profile, event experience) 

	


21. EventScotland funding is for a limited period and we would like to know how you will continue to stage and grow the event.  Please tell us how you see the future of your event:  

	


IMAGE & IDENTITY

22. Describe the event’s role in and ability to promote the area in which it takes place (i.e. the relevance of the event to the host area, the role it plays in the positioning and branding of the area, synergies with any local, regional or national initiatives) 

	


MEDIA

23. Detail the media coverage you expect to achieve for the event and give an outline of the media coverage the event has previously achieved.  

	


BUSINESS

24. Detail any business opportunities presented by the event, e.g. business to business opportunities, potential to showcase or involve local businesses, opportunities for networking/sharing best practise. 

	


ENVIRONMENT

25.  Does the event have a sustainability policy? Please mark appropriate box with a ‘X’. If you have answered ‘Yes’ please include with your application. If ‘No’ please complete Q26 below. 
	Yes
	

	No
	


26. What steps do you take in the management of the event to reduce carbon output and effects on the environment. Please mark an ‘X’ against the appropriate boxes:

	Recycling Provision on site and/or waste management to reduce the amount of waste going to landfill 
	

	Use local event service suppliers where possible
	

	Source local food and drink providers
	

	Encourage sustainable travel to the event through event website and/or other marketing materials
	

	Reduce use of printed materials and/or use recycled materials where possible
	


Other Initiatives (Please provide details below):

	


Note: For help producing your own sustainable event plan please visit www.eventscotland.org/sset and download the sustainable sport and event toolkit. Please note this toolkit is useful for organisers of both sporting and cultural events.
PARTICIPATION & DEVELOPMENT

27. Detail any opportunities the event presents for participation and development, i.e. opportunities to participate in cultural/sporting activity, outreach programmes and links to local, regional or national plans for developing the sport / cultural activity.
	


SOCIAL & CULTURAL BENEFITS
28. Explain how the local community will be involved and engaged in the event 

	


29. Does the event play any role in regeneration of the area, or provide any legacy features for the local community.

	


SECTION 7: CHECKLIST

Before submitting your application, please complete this checklist and ensure all necessary documents are enclosed. Failure to submit the required information will impact on the success of your application.
	Please ensure that you have enclosed/attached:
	Check 

     √

	A fully completed application form
	

	Letters of support from the Local Authority 
	

	Letters of support from additional partners/sponsors as appropriate
	

	Marketing/PR plan

	

	Business Plan

	

	Previous Event Budget (if the event has taken place previously)
	

	Audience Research Report and/or Economic Impact Report (if applic)

 
	

	A sample of event print material (if the event has taken place previously)
	

	A Sustainability Policy (if applic)
	

	Electronic copies of photos from previous event, if applicable. (Applicant must have the appropriate rights to distribute the photos of the event to EventScotland and warrants EventScotland to use the photos for promoting the event, EventScotland and EventScotland’s involvement with the event). 
	


I confirm that the information contained in this application is true and correct (should be signed by Chair/CEO/President or Director of the event management committee/organisation): 

Name:






Signature:

Date: 

Please send your completed application to:

EventScotland

National Events Programme

Floor 5, Ocean Point One

94 Ocean Drive

Edinburgh, EH6 6JH
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