	SEDA New Initiative Proposal                                              All sections to be completed

	Name of proposer
	

	Relevant SEDA Sub Committee (if applicable)
	

	Activity Details

	Title of Activity
	

	Date of Activity
	

	How the Activity contributes to the SEDA Strategic Plan
	

	Rationale for activity and anticipated target audience
	

	Expected Nos.
	
	Minimum  Nos.
	
	Maximum Nos.
	

	Date for final decision regarding numbers
	

	Publicity Requirements
	

	Proposed Budget (to be completed by proposer)

	Costs (inc. VAT), could include costs of paying individuals, venue and associated costs, equipment/tech support costs etc. 
	Office Costs (to be completed by the SEDA Office)

	
	
	Promotion/comms costs
	

	
	
	Administration costs
	

	
	
	Other (provide details)
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Totals
	
	Totals
	

	Projected Income
	Arrangements for joint events

	Registration fee (per person)
	
	Any surplus rests with SEDA but where there is an expectation this is shared, the other agency must sign to agree to share the loss.
Agency:

Signature:

Position:                                            Date:

	Sponsorship
	
	

	Other Income (provide detail)
	
	

	
	
	

	Totals
	
	

	Approval Committee Co-Chair

Date
	Signature

	Approval SEDA Treasurer
Date
	Signature


SEDA New Initiative Proposal: Guidance Notes

Purpose

The proposal form must be completed prior to any arrangements being made for an event or activity. The primary purpose is to ensure that:
1. direct costs are attributed to specific activities 

2. activities are costed appropriately
3. activities cover costs and where possible generate additional income

4. committees are able to forward account

5. committees are able to effectively manage their budgets

6. there are sufficient funds to support activities where no attributable costs (website development and maintenance, small grants, research etc.)

Please provide as much detailed information as practicable within the form.
Joint or collaborative activities

Where an activity is organised with another organisation or agency and an agreement is made to share any surplus there must be an agreement to share any loss arising should this be the case. Please ensure that the person from the other agency signs this declaration before the form is submitted.

Procedure

The proposer of an activity should complete the form and seek approval from the relevant Committee Co-Chair and the SEDA Treasurer. Once completed and signed form should be sent to the SEDA Office.
Non profit-making activities

If an activity is not expected to generate income to cover costs it must be approved by the Committee Co-Chair and the SEDA Treasurer. This is to ensure that any required cross subsidy be identified and accounted for. It is important that approval is received before progressing with non-profit activities as it may not be possible or appropriate to cross subsidise all activities.
	Version Control

	Version
	Date issued/updated
	Author/updater
	Summary of changes

	1.0
	Feb 2019
	Roz Grimmitt, Services and Enterprise Committee
	N/A
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