Event Report: [name of event]

Use this form to report back to your Seneschal and Reeve after the event.  Delete the words in italics.

	Start date
	
	End date

	[eg 12 Nov 2026]
	
	[eg 13 Nov 2026]



	Steward legal name

	



	Steward medieval name

	



	Steward email address

	



	Location

	
[any issues related to the location?]



	Incidents

	[if the report will be submitted to the group Council, or otherwise published, consider 
de-identifying individuals]




	Activities

	A summary of activities and any highlights or challenges, eg. Tournament & Competition Victors, Peerage Ceremonies.



	Recommendations

	Any recommendations on how the event could be run better next time.




	Key contributors

	You may wish to draw the Seneschal’s attention to some key helpers.





Financial summary
Cut and paste the actuals summary from the Event Budget template, with example below.

[image: ]

Subordinate reports received (provide to Steward and applicable group officers)
Y/N	Marshal-in-charge report
Y/N	Armoured combat report
Y/N	Fencing report
Y/N	Target archery report
Y/N	Tournament report (listkeeper)
Y/N	Chief Cook report
Y/N	Bookings officer report
Y/N	Gatekeeper report
Y/N	Chirurgeon report
Y/N	Constable report [particularly where overnight stays occurred]


The Reeve will ensure that this report goes into Dropbox.
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Actual Income
Quantity

Adut member 3

Adut member Feast Only 10

Adut member Free (eg B&B)

Child member

Adut non-member 2

Child non-member 6

Other (specify)

[Add your category]

Add your category]

Total 5

RS

Actual Expenses.

Square transaction fees (i applicable)
Other (specify)

Total

* Venue bond, retumed [OR NOT]

* Cash advance reconciled

Actual Profit for Group

Rate Income
$50.00  $2.400.00
$30.00 $300.00
$0.00 $0.00
$0.00 $0.00
$60.00 $720.00
$5.00 $30.00
$0.00

$0.00

$0.00

$3,450.00

Expense
$800.00
$1,432.00
$30.00
$200.00
$0.00
$250.00
$100.00
$10.00
$10.00

$400.00
$3,000.00

Kingdom Levy
$52.80
$11.00
$0.00
$0.00
$13.20
$0.00
$0.00
$0.00
$0.00
s77.00

vt neurance  Group Kesps
$0.00 $2,347.20
$0.00 $289.00
$0.00 $0.00
$0.00 $0.00
$120.00 $586.80
$30.00 $0.00
$0.00

$0.00

$0.00

s1s000 sszmmn




