Rotary

Club of Northwick Park
Rotary Event Checklist

Rotary Club of NORTHWICK PARK District... 1130

Contact NAaMe:......coevereeirieeee e, Adress:.. e e

Bl s e e e et e

TEI(D) e et e et er e

TELE(P) coveeeeiieciii et ence e ee—————————————

Full details of planned actiVity OF @VENT.......cooc i sb e e e e e e e e sabe e e e e saneeas
Date of event: .......cccoveeverevirecennne DUration e s

Venue for event.......cccccccveeeevcieee e, Anticipated no. of attendees:.........ccvveeeeciiiei e,
Details of any special risks or concerns you as a club have for this event..........ccccceeeiiiieicciie e,

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

need to be arranged 28 days prior to event) YES/NO
How many times have you held this event before, over what time period:........ccccceeeiieiiicieiceeeeee 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

Have you as a club sought permission / advice from any outside agencies regarding the event i.e. Council, Police, Fire

Has a full risk assessment been undertaken? Yes / No



Rotary
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What were the KeY riSKS NOTEA? .......ccueiiiieiireiece ettt st st b et er e e sbestesae e e seneas

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:

Description of Equipment including replace@ment COSt ......iiiiiiiiiiiiiie e e e e e

Security Measures if 1eft OVErNIGhL ..o e

Dates COVEI REQUITEM .....ooiviiciiece ettt ete e st s et et eesae st st st e e esbes et e et esaneateseesennns

Money cover is provided up to £5,000 at 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 limits required and procedures for the transit where money will be kept until it is
T 1] (Yo I (Y o o1 o1 o1 1= TSRS

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.

SiBNEA: ot Office: e s
Print Name:.....cooooieieeiiiieeeee e Date:

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



