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CORPORATE CHARITY ACTIVITY REQUEST FORM

Education Authority (EA) staff wishing to coordinate a charity activity affiliated to EA must complete

 the EA Corporate Charity Request Form and submit to the EA Charity Sub-Committee for consideration. 
PART 1: Applicant Details
	Name:     
	

	Email:   

	

	Mobile / Telephone:  
	

	Service / Department:   
	



PART 2:   Details of proposed beneficiary 

(i.e. the organisation due to benefit from the fundraising event). 
	Charity Name:
	

	Charity Number:
	

	Authorised Charity Contact:
	

	Position in Organisation:
	

	Address:
	

	Telephone:
	

	Email:
	

	Brief Description of Organisation / Nature of work:
	



PART 3:   Details of proposed ACTIVITY / EVENT / CAMPAIGN 
	Date Request Submitted:    
	

	Date for Charity Event:  
	

	Venue for event:
	

	Expected number of attendees participating: 
	

	Aim of fundraising activity: 
	

	Description of activity proposed (e.g. use of venue for coffee morning):


	


Will you require use of EA premises to facilitate your charity activity/ event / campaign?

	Yes

	
	No
	


Please indicate if and how EA’s support will be acknowledged by the proposed beneficiary

(e.g. money handover, photographs, promotion / thanks on social media / website etc.):

Do you anticipate any potential media activity associated with any planned charity activity?

	Yes

	
	No
	


If you answered yes, please provide details of any potential media activity:



PART 4:  APPLICANT DECLARATION 

To be completed by the person requesting permission to hold the event / activity.

I declare that:  

- I have read EA’s Charity Activity Policy.

-The proposed activities comply with the criteria specified in EA’s Charity Policy.

-I am authorised to make the application on behalf of the proposed beneficiary.
-Should anything change in relation to this request, I agree to inform the Charity sub-committee immediately.

-I confirm that I have made my Head of Service / Line Manager aware I am submitting this request.

-If my request is approved, I agree to provide a high-level overview of the success / outcome of the project e.g. amount of money raised, support provided
Declaration (electronic signatures will be accepted):
	Signature of Applicant:


	

	Date:  


	


Please send the completed form by email to EA Charity sub-Committee shared mailbox at: charity@eani.org.uk 
If you have any queries regarding completion of the application form, please contact the EA Charity Sub-Committee by email at: charity@eani.org.uk

FOR EA CHARITY SUB-COMMITTEE USE ONLY
	Received (sign):


	
	Date:
	

	Committee member (sign): 


	
	Date:
	


Outcome:                         APPROVED
             DECLINED    



























