Portfolio Planning Document 						Date - 

	Title of Event
	

	Event Purpose 

	






	Event Description

	






	Overall Funding Required (Financial Statement)
	 

	Partners
	



	Strategic Impacts (Government, Local Authority, NGB’s)
	



	Venue/ Facility (Justify)
	




	Marketing Plan (Segmentation, Competition, Media, Sponsorship and Promotional Activities)
	









	Staffing Requirements (Duties, Technical Certificates etc.)
	




	Equipment Required

	


	Key Legislation
	



	Health and Safety Risks
	



	Economic and Operational Considerations
	






 

	Financial Statement / Profit and Loss Forecast Accounts (Insert from Excel)


	Gantt Chart (Insert from Excel)



Eventbrite Page for your event (Screenshot from Website page and insert into table below)

	





Survey Monkey Audit (Screenshot from Website page and insert into table below)

	





Event Floorplan (Screenshot from PC or Picture Drag and Drop into table below)

	






Event Poster (Screenshot from PC or Picture Drag and Drop into table below)

	





Appendix (Add Screenshot evidence here of any online costings etc.)

	



