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Capital Pride
Event/Program Proposal

Overview: This document should be used by volunteers/Program Coordinator to propose events/programs. This document will then be shared with the entire Executive Board. The Executive Board will use this information to determine whether to move forward with the new event/program. The proposer of the event/program should complete every portion of the document below as best they can. If a section is not applicable, write N/A. Once finished, please email this completed form to info@salemcapitalpride.org with the subject: Event/Program Proposal.
1. Name of proposer: 
2. Proposer contact information:
3. Name of proposed event/program: 
4. Describe the event/program (include anticipated attendance):


5. What commitment do you have to this event/program? Do you plan to lead it, to volunteer for a portion of it, provide supplies, and/or provide money to support the program?


6. Does this event/program require any community partnerships? If so, list the partnerships.
	
7. What are the goals for the proposed event/program? What would make the event a success?

8. How does the event/program align with Salem Capital Pride mission and values?

9. Does this event/program require a venue reservation? 
a. If your event/program requires a venue reservation what is the venue and how far in advance would we need to reserve the space?
 
10. What are the absolutely necessary supplies and rentals that this proposed event/program would need to be successful?

11. Total expected event/program cost:
a. What is included in the cost listed above? (Use the budget table below to list your expected costs. If you do not know, leave that section blank.)
BUDGET ITEM	EXPECTED AMOUNT ($)
Venue Reservation	
Insurance	
Permits	
Rentals	
Sound	
Entertainment	
Security	
Printing/Signage	
Marketing	
Food	
Supplies	
Other:	
Other:	
Other:	


b. Will this proposed event/program generate income? If so, how much might be expected?

c. Is there a break-even point? What is it? (For example: selling a certain number of tickets at X price will cover all expenses)

12. What is the anticipated time commitment for the event/program? (Be sure to include duration of the event/program as well as expected time commitment of volunteers)
		
13. What social media and marketing would be needed for the event/program?
	
14. What permitting and insurance is needed for this event/program?
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