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APEN Activity Proposal 
Please complete the details of your planned activity and return to your Regional Coordinator and the APEN EO for approval.

The EO will supply a registration form proforma for your use, receive registration fees, pay tax invoices and supply a profit and loss statement for the activity at completion.

Activity title
Region
Cluster
Activity coordinator

Name

Phone

Email

Date/s
Location/s
Purpose (50 words or less)

Target audience
Participant numbers (min/ max)

Budget

Income


Registrations


Other

Expenditure


Fixed



Venue hire



Speaker cost



Speaker travel



Other 


Variable

Catering



Other

Profit/ loss (aim for 10% profit)

Risks
Evaluation
Comments

