humanity in motion

rotary club of northwick park

Rotary Event Checklist

Rotary Club of NORTHWICK PARK District... 1130

Contact NAME:....ovvivii i, AAIESS:..
EMQIL i
TELD) vvveeeererie e ecee oo,
TEI(D) vvvieiiriii i
Full detqils Of planNNEd ACHVITY OF EVENT . ..u .t
Dateofevent: ..., DUIONON
Venue for event.. ..o, Anticipated NO. Of ATENAEES:..........oovvviii i,
Details of any special risks or concerns you as a club have for this EVENT.........ccoivvii i,

Would you be interested in a quotation for Cancellation and Abandonment Insurance including Adverse

Weather YES/NO
How many fimes have you held this event before, over what ime period:......oo.ccoiiiii e,
If you are organising a Firework Display are you using a Professional Firework Company YES/NO

Have you obtained written confirmation from Third Party Organisations attending the event, that they have
Public Liability Insurance in force YES/NO
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rotary club of Northwick park
Have you as a club sought permission / advice from any outside agencies regarding the event i.e. Council,

Has a full risk assessment been undertaken? Yes / No
|

WAt WETE The KEY MSKS MO G 7 .ttt e e e e e e e e

Has any equipment been borrowed or hired for the event? Yes / No
If yes, is a quote required for additional equipment borrowed / hired? Yes / No
Please provide the following details:

Descripfion of Equipment inCluding replaCEMENT COST .. uuiiiiiiiii
SecCUrity MeasUres if Ieft OVEINIGNT ..
Do (S T O )Y = R =T [
Money cover is provided up to £5,000 af anyone event, subject to two able bodied adult persons taking the
cash to the Bank together. Money cover in the private residence of any authorised Rotarian is limited to £500,
in a private dwelling in a locked safe £1000, in any other locked safe or strong room £500, in a Bank night
safe £5000 and any other loss, the limit is £250.

Do you require a higher limit for cash at the event and in transit to the bank? Yes / No

If yes, please give full details of the limites required and procedures for the fransit where money will be kept
until it is PANKed (if APPRICAIDIE). ... v

Has your club been asked to sign any agreement for this event? Yes / No
If yes, please send a copy of the agreement to SWIB for approval before signing.

SIgNEd: OffICE.

When complete this form should be sent to: Sutton Winson Insurance Brokers.
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