Delftwood Event Bid Checklist

* Please bring all of the following information to the Business Meeting:

71N

Event Name

71N

Proposed Date(s)

71N

Event Steward(s) SCA Name, Modern Name, Address, Telephone Number

71N

Proposed Site Name and Address

71N

Proposed Site Advantages (maps or pictures are encouraged)
¢ Proposed Site Limitations (maps or pictures are encouraged)

Some items to consider when discussing advantages and limitations:

Hall Specs Kitchen Specs # Bathrooms # Changing Rooms
Cabins Camping Space Dumpster Use Handicap Accessibility
Alcohol Permitted Open flames Pets Parking

Fencing Space Heavy Space A&S Display Space  Classroom Space
Merchant Area Performance Area  Archery Space Thrown Weapon Space

71N

Secondary Spaces for Order Meetings, Royalty Rooms, Baronial Rooms, Vigils?

71N

Is alcohol allowed? Wet, damp, dry, bar on site?

71N

How many tables and chairs are available?
2 Isthere an appropriate area for Court?

¢ Site opening and closing times?

71N

Proposed Event Costs

Site rental including deposit, day board, insurance, site tokens, beautification, competition
prizes, port-o-potty, janitorial staff, bartender, snow removal, additional rooms (Vigil or Royalty).

71N

Fee Breakdown:
o Adult Event Registration Fee
o Adult Member Discount Event Registration Fee
o Youth (6-14) Registration Fee
o Children (5 and under) Free
o Family Cap (usually 2 adults and 2 children) is at the discretion of the Event Steward.

o Breakeven attendance point?

71N

Will there be day board included?

¢ Will there be a feast?



71N

Kitchen Steward(s) SCA Name, Modern Name, Address, Telephone Number

Feast Fee Breakdown:

71N

o Adult Feast Fee

o Youth Feast Fee

o Children Feast Fee

o Breakeven Feast Attendance Point?

2 Names of other known staff members (Royalty Liaison, Merchant Contact, Tournament
Manager, Fundraising Coordinator, Gate Steward, etc.)

71N

Membership Card and Driver’s License (or ID) for the Event Steward(s) and Kitchen Steward(s).

* After the bid has been discussed and approved at the Business Meeting:
Write up your Event Announcement, being sure to include:
1. Event Name, Date(s), Times, Site Name and Address.
2. Event Steward Name(s) and Contact Information.
3. Planned theme or events occurring during the day.
a. Fighting, Fencing, Archery, Thrown Weapons, A&S, Dancing, Performance Arts, etc.
b. Children’s Activities
c. Competitions
d. Fundraising
e. Merchants
f. Classes
4. Other Important Information for the day.
a. Camping Info and Costs
b. Handicap Accessibility
c. Open Flames
d. Wet, Damp, Dry, Bar on Site

e. Pets

a. Adult Event Registration Fee, Adult Member Discount Event Registration Fee,
Youth Fee, Children Fee, and Family Cap, if using.

b. Mention if day board is included.

c. Adult Feast Fee, Youth Feast Fee, Children Feast Fee



d. Pre-registration should be sent to:
SCA Inc — Barony of Delftwood
PO Box 6694
Syracuse, NY 13217
e. Checks should be made payable to: SCA NY Inc. Barony of Delftwood

6. Feast Seward Name(s) and Contact Information with any available info about feast.

7. Driving Directions to the Site.

Email this Event Announcement to the Seneschal, Exchequer, Chronicler, and Web Minister for
Approval. Once you have approval on the Baronial level, please follow the directions for submitting an
Event Registration Form on the Kingdom of AEthelmearc website. This will ensure your event is
published both on the Kingdom Calendar and in the AEstel. Kingdom will give you a password to log in
to edit information about your event. Please be sure to keep this password, as you will need it again.

If you have questions at any point during this process, contact the Baronial Seneschal.



