


You’ll find following various sections for you to fill in but here’s a summary of what you need to do to enter. Maybe you can 
break this down into key actions for individual team members when you’ve allocated your roles and give various people 
different sections to fill out and be responsible for. Or maybe you want to all contribute and nominate the person with the best 
handwriting to fill it out! 

ANOTHER TIP: Get your teacher to photocopy the form a few times and do a couple of practice runs so you can check on your 
word count and layout. 

What is the Event Idea?
Summarise what your event is in no more than 200 words.

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

Why should your school win this event?
Why is this event right for your school? What does your school have that no other does?

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

Who’s who?
Please fill out the names of who is who in your project team and ask you teacher to fill out their contact details too.

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

What are you trying to achieve?
Your event should have a purpose, whether it’s to raise awareness of something, bring something to you and your fellow 
students for a reason, or maybe it’s just because you all deserve to have some fun!

You should also sum up the desired message/take out from the event in no more than 25 words. 

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

Who are you targeting?
Who is your event aimed at? Who will attend? Give descriptions of all the relevant groups.

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

How are you targeting them?
This should contain your marketing and PR plan for the event and any other ideas you have for the event itself  
and how to get your message out there and achieve your goals.

You should also suggest some creative ways of engaging your fellow students

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

What does your event look like? How does it run?
This is where you’ll give an overview of the content of your event: in short, describe what would happen, what would feature, 
how long would it last, who would be involved, where would you have it and what would you need to do all of this.

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

What happens at your event?
This should include who appears, what they’ll be doing, any performance, the running order etc.

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________

_______________________________________________________________________________________________________________


