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All sections of this form should be completed

	Event Organiser:
Name

__________________________________________________________




Department:
__________________________________________________________




Staff No:
__________________________________________________________




Contact No:
__________________________________________________________


	Event Details:
Description:
__________________________________________________________
__________________________________________________________
__________________________________________________________




Date:

__________________________________________________________




Time:

__________________________________________________________




Venue:

__________________________________________________________




Address
:
__________________________________________________________


	Exceptional Expenses* against Charity Funds





Venue:




£__________________________________




Catering:



£__________________________________



Entertainment:



£__________________________________



Other (please specify):


£__________________________________



TOTAL:



£__________________________________
* Invoices for expenses will be submitted to SELB Build A School in Africa Campaign for cheque payment


Donations expected (approx)






£  ____________
Expected date of submission of donations to Finance Group / Bank Account
    ____________
I undertake to send all profits from the above event, held on behalf of the SELB Build a School in Africa Campaign, as soon as possible after the date of the event.

Signed:   ______________________  Print Name:  _____________________  Date: __________
	FOR OFFICIAL USE ONLY






EPF No: ______







Yes

No


Risk Assessment Required



□

□

If yes has risk assessment been carried out
□

□
Approved / Not Approved on Behalf of SELB Build a School in Africa Campaign

Signature1:
_______________________
Signature 2:
_________________________




Please return to:   
SELB Build a School in Africa Steering Group




3 Charlemont Place, The Mall, Armagh, BT61 9AX



EVENTS PROFILE FORM











