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Planning
The City of Greater Bendigo (the City) 
supports a diverse range of community 
events which contribute to community 
development, enhancing the quality of 
life of residents and providing cultural 
and economic opportunities that are 
accessible and safe for the community. 
Events might be as simple as a sausage 
sizzle at a local market, or as complex as a 
two-day festival. Both bigger and smaller 
activities are a great way to get together 
with the wider community.

When considering holding an event, it 
is important to consider if the proposed 
event aligns with your group’s strategic 
plan.  Much time and energy can be 
wasted planning an event that doesn’t 
align with your purpose, so be sure to talk 
through the objectives of the event with 
your committee.

Consider if there is enough support from 
the committee and the group’s volunteers 
to host the event. Do you have a funding 
source? If there is enough enthusiasm, 

support and resources for the event, 
it could be time to establish a sub-
committee to oversee its coordination.  
Remember many hands make light work.

You might generate ideas by assessing 
the types of events currently happening 
in your community or by exploring online, 
for example:

• www.fundingcentre.com.au/event/help
• www.pinterest.com/fundraiserhelp/

fundraising-ideas/

The City has developed a comprehensive 
guide to preparing and planning events 
that you will find invaluable. Whether 
your event is for fundraising, raising 
awareness, celebrating a special occasion 
or anniversary or just to have a good 
time, the City’s Event Guide will assist you 
to ensure you run a safe and successful 
event.

Follow this link to download your own 
copy of the guide www.bendigo.vic.gov.
au/About/Document-Library/events-
planning-guide

The City has also developed a range of 
factsheets www.bendigo.vic.gov.au/
Services/Arts-and-Events/Organising-
Events to assist event planners. The 
Funding Centre’s event help sheets www.
fundingcentre.com.au/event/help also 
have some very useful tips and tricks you 
might like to consider. 

Some key considerations in the planning 
phase are:

• budget
• location (accessibility)
• timing (consider other community 

events)
• sponsorship(to boost fundraising 

capacity)
• marketing and promotion
• risk assessment
• permits required (food, venues, roads) 

and
• scheduling and allocating tasks
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Please contact the City’s Community Partnerships Unit on 5434 6000 if you wish to discuss this resource.
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Sustainable Events
Ensuring that your event doesn’t leave 
your committee out of pocket is an 
important consideration. Long-term 
financial sustainability for an event will 
allow the event to grow and mean the 
committee is not burdened.

An integral part of any event planning 
should be itemising, as accurately as 
possible, the costs associated with the 
event. Have a brainstorming session with 
your planning team to unearth as many 
of the actual dollar costs and resources 
required as possible. If you don’t know 
the costs, you will be unable to effectively 
plan for them.

If you do need to seek funds for 
your event, consider what factors 
will determine how many funding 
opportunities you will have.  It is 
important to remember that if you are 

running a regular or annual event, there 
will come a time when grant opportunities 
will cease. There are very few funding 
bodies that will support the same 
event, time after time. Grants are a great 
opportunity for running a one-off event or 
to get a regular event up and running, but 
a sustainable event needs to grow beyond 
grant funding dependence. 

Some of the ongoing financial and other 
demands can be alleviated by teaming 
up with other groups or clubs that share 
similar goals and values, to provide 
resources and to share responsibilities for 
the event. Meet up with other community 
groups to discuss the possibility of sharing 
the costs and the benefits of running an 
event. For example, if your event is about 
health and wellbeing, could you team 
up with a local health centre? It can also 

be worthwhile catching up with local 
businesses who may share an interest 
in the events focus, to see if they would 
provide in-kind or cash sponsorship. 

For more information, including an 
event application form for events held 
on City managed property; go to the 
City’s website www.bendigo.vic.gov.au/
Services/Arts-and-Events/Organising-
Events

If your event is considered a minor event 
(such as a family day) on a public space 
contact Customer Service phone 03 5434 
6000 or email: requests@bendigo.vic.gov.au

The information contained in this fact sheet 
is intended as a guide only, and is not legal 
advice.
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