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SUBMITTING ELFSEA EVENT BIDS:  Not Scary at All 
Class Agenda 

 
 

• SECTION 1:  THE BASICS 
o Opportunities to Submit Bids for the Barony 
o Your Elfsea Resources 
o The Actual Process 
o Why Certain Things Are Required 

 
• SECTION 2: EXAMPLES 

o Electronic Form Template 
o Example of Completed Bid 

 
• SECTION 3: TAKING IT TO THE BIG TIME 

o Tips from the Kingdom Seneschal’s Bid Submittal Class 
o Baby Steps to Greatness (i.e., Same Stuff, Larger Scale) 
o Final Thoughts from the Baronial Seneschal 

 
• SECTION 4: DISCUSSION 
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ELFSEA RESOURCES:    You are not alone!  Use your experts. 
 

• Seneschal 
o The Seneschal is the contracting authority for the barony and must sign any necessary 

paperwork related to the event. 
o All Event Stewards become Deputies of the Seneschal for the duration of the event 

(acceptance of bid to final reporting to kingdom). 
o The Seneschal, as part of the financial committee, will be able to help find ideas to reinforce 

weaker parts of the bid submittal, if necessary. 
o The Seneschal is also familiar with the functionality of the Elfsea Officer Corps and can provide 

information resources based on ideas or needs. 
o The Seneschal has no vested interest in who gets the bid and will provide equitable assistance 

and equal information to all members who request it as they are preparing their submittals. 
• Exchequer 

o The Exchequer maintains all historical records for gate receipts, attendance, and final 
reporting for prior events.  Use this knowledge to make your bid realistic. 

o The Exchequer will assist with end of event reporting and ensuring correct accounting.   
o The Exchequer should not be the gate coordinator.  
o Like the Seneschal, the Exchequer has no vested interest in who gets the bid and will provide 

equitable assistance and equal information to all members who request it as they are 
preparing their submittals. 
 

• Baron & Baroness 
o Elfsea events are an extension of the B&B as they hold the lands for the Crown. 
o They will have control/input on timeline, schedules, and championships.  Ask questions! 
o Find out what they envision for that year’s activities; find out if they are aware of any extra 

events that can be tacked on to the event.  Find out their likes/dislikes from past events. 
 

• Members of the Order of the Azure Keystone 
o Companions of this order are given the recognition due to exceptional and ongoing work in 

support of the barony.  
o Per financial policy, an event steward must have a keystone for the duration of the event.  
o The Keystone will serve as the ultimate back-up if both the steward and/or co-steward cannot 

fulfill their duties. 
o It is important to keep your keystone informed of all plans, activities, schedules--- and 

especially issues, problems, or requests for assistance.  
o A list of Keystones may be found at: http://elfsea.ansteorra.org/barony/awards/keystone 

 
• All 350+ active members of Elfsea 

o As a person preparing to submit a bid for an event, enlist the aid of the many pelicans, laurels, 
knights, and white scarves in the barony.    

o Seek out assistance from various populace members whose talents may match the needs of 
your vision. 

o Don’t be afraid to ask questions! 

http://elfsea.ansteorra.org/barony/awards/keystone


ELFSEA EVENTS: BID SUBMITTAL PROCESS 
 

• Elfsea has two main events: Defender in the spring and Baronial College in the fall. 
• Event bidding usually opens 6-9 months before the actual event.   
• Opening and Closing dates are announced at populace and published in the Tidings Newsletter. 
• Any member or group can submit a bid for an event. 
• All bids must be prepared in accordance with the baronial financial policy. 
• All submitted bids will be reviewed by the Financial Committee to determine feasibility. 
• All feasible submissions are presented to the populace for vote to determine the winning bid. 
• The proposer of the winning bid becomes the Event Steward and Deputy Seneschal for duration. 

 

 
CREATING THE BID: 

1. Reference class handouts: ELFSEA OPPORTUNITIES and ELFSEA RESOURCES 
a. Do a little research and formulate your winning idea for a great event. 
b. Don’t be afraid to ask questions. 

 
2. There is an electronic form available that, when filled-in, auto calculates, totals, profits, and break-

even points.   
a. It is currently completing beta-testing and available from the Seneschal’s office. 
b. When filled-in, the form ensures that the bid meets: 

i. All Elfsea Financial Policy requirements  
ii. Many requirements for information to be posted in the Black Star newsletter 

c. Anticipated posting on the Elfsea web page for all members to use: December 1, 2016. 
 

3. A member may also submit their own freeform (word or excel) version of their bid as long as it 
accounts for all requirements as listed in the Elfsea Financial Policy. 

 
BID REVIEW: 

1. All bids received by the announced closing date are reviewed by the financial committee. 
2. Proposers will be asked to attend the review meeting to answer questions, if necessary. 
3. All feasible bids will then be presented to populace for vote. 

 
BID APPROVAL: 

1. All feasible bids will be presented by the Seneschal to the populace for review, questions, and vote. 
2. The proposer is asked to attend to answer questions, but all proposers will be sent out of the room 

when the vote occurs. 
3. The winning proposal/bid will move forward to the Event Planning stage. 

 
 
NOTE: It is always in the best interest of the barony to obtain multiple bids for each event.  This promotes 
choice and diversity. If your event bid is not found to be feasible or is not the winning bid, DO NOT GIVE UP! 
Work with the financial committee and Seneschal to improve your submittals for future bid processes.  
Practice makes perfect. 
 



**EXCERPT FROM ELFSEA FINANCIAL POLICY (PROPOSED 2017)** 
 
Event Bid Process: 

 
a. All bids must contain the following information, and must adhere to Baronial, Kingdom and 

Society laws. 
 

b. Basic budget for the event must include, but is not limited to, site, porta-johns, prizes, mailings, 
site tokens, feast/food, and miscellaneous anticipated items.   
 

c. Additionally, the bid must include: 
i. Name of Keystone Advisor  
ii. Event Steward’s SCA or mundane resume.  A brief note about history or 

qualifications will suffice. 
iii. A copy of the contract or quote from planned site. The Finance Committee may 

provide exemption from this requirement by majority vote. 
iv. Basic idea of event related to theme, contests, food, children’s activities, and other 

plans for the event. 
v. Description of any Baronial Championships to be decided at the event. 
vi. Individuals who will receive complimentary admission:  

King of Ansteorra 
Queen of Ansteorra 
Prince of Ansteorra 
Princess of Ansteorra 
Baron of Elfsea 
Baroness of Elfsea (define list) 
 

d. The Finance Committee must determine financial viability of all event bids and vote on the 
viability. 
 

e. All viable bids shall be presented to populace at the next scheduled meeting for a majority vote. 
 

f. Bids are to be presented by the person submitting the bid or by the office of the Seneschal. 
 

g. Requests for reimbursements for event purchases must be turned in to the Exchequer no later 
than five (5) days after the event ends in order for the event report to be prepared and submitted 
on time.  
 

h. Joint events will be subject to all regional financial policies, with baronial representation. 
 

i. A family for the purposes of Family max, if offered at an event, is defined as, up to 2 adults and 
children under 18 residing at the same residence. 

 
j. Gate Reconciliation  
    i. Gate will be reconciled at the end of each gate shift 
    ii. Final accounting and reconciling of the Gate shift sign-in sheets and money envelopes will be the 
exchequer or their appointed deputy and the person running gate. If these two people are related or 
one and the same, then a suitable second person will be chosen before the event begins. 

 



Event: Steward:    

Black Star Event Ad Checklist 
 
 

This checklist is an aid in the proper submission of event announcements to The Black Star and a signed copy MUST be included with your submission. 

All event announcements MUST contain and/or conform to all items under the Requirements section, by Corporate policy. 

Those listed under the Suggestions section are only a guide to details that will help you insure the most informative ad possible. 

This checklist may be submitted electronically as long as it carries the Seneschal’s actual signature or is submitted by the Seneschal themselves.  

REQUIREMENTS 

 Date (modern: day, month, and year). 

 Times that the site opens and closes. 

 Name of the sponsoring group(s). 

 Location of the site (name, address [street address if available], city, state). 

 Name (both SCA and modern), postal address and phone number of the event steward (email is highly recommended). 

 The statement: “Make checks payable to: {SCA Inc./Group Name}”, if there is a registration price. 

 The correct wording for the registration and member discount registration, if there is a registration price. 

 The statement: “Minors must be accompanied by a parent or legal guardian. They may also attend with a 21 year or older adult with a 
signed and notarized Minor Event Waiver Form from the parents.” 

 A camera-ready map and/or directions to the site. If a map is included; it should be clear and easy to read, in black ink or laser 
printed (if not electronically submitted), written directions are provided with the map (if needed). A release from the artist that 
created the map is included. Maps from mapping programs are not acceptable. 

 A release from the artist is included for all artwork (including maps and/or heraldry). 

 The Seneschal of your group has signed off on your event announcement(s). Please do not send The Black Star any event 
announcements that have not been reviewed and signed by your Seneschal. The Seneschal can email the ad and this form 
from their official Seneschal email account instead of physically signing this form. 

 
SUGGESTIONS 

 Can a stranger find the site by just using the map given, at 2:00 a.m., after driving 7+ hours, without stopping to look at a road 
atlas or ask instructions; even if they come from an unlikely direction? 

 Is the entire event announcement typed, including the map? 

 Are there beverage restrictions listed? “Discreetly Dry” is not allowed. 

 Is there a feast and if so, for how much? How much is the site fee? 

 Are pets allowed? If so, are there any restrictions? 

 Have italic, script and calligraphy fonts been used for accent only? 

 Can the event announcement be read easily (i.e., no very small font sizes or hard-to-read fonts)? 

 Have any advertisement fees been included with the submission? The ad will not be published until all fees are paid.  

 If you are sending an electronic file of your event announcement, have you included all graphics, fonts, and any other files 
needed to publish your ad. Do not assume that the Kingdom Chronicler has a copy of the font you used. 

 Will the event announcement be emailed in time to arrive before The Black Star deadline of the 1st of the month? If not, have 
the appropriate late fees been included AND the Kingdom Chronicler notified of the late announcement? 

 

SENESCHAL RELEASE 
I have reviewed the attached submission, insured that the required items are included and grant my approval for publication 

in the following issues of The Black Star: 1) 2) 3)  . 

Group Name Seneschal’s Signature Date 



BARONY OF ELFSEA
EVENT BID FORM

Price: Deposit:
YES  NO 

YES  NO 

DRY  WET 

Notes:

YES  NO 

Notes:

*This does not apply to Service Dogs as allowed by law.

0
0
0

Adult Price:     / -$            0
-$            

Child Price:     / -$            0
-$            
-$            

Signature of Seneschal or Exchequer receiving proposed bid: Date:

(*) Required 

Any other notes on this site, not previously mentioned:

Break Even Point:                               
Paying Attendees Needed

#DIV/0!BUDGET TOTAL: 47.00$                          

Porta Potties 4.00$                            

EVENT SITE
Site Name: Physical Address:

TO BE COMPED                   
(if attending)                                         

NOTE: 14 Total Possible

*Actual Expected: Children (0-5)

EVENT BUDGET

Site:
Food (Feast/Sideboard):

9.00$                            

6.00$                            
5.00$                            

8.00$                            
Low Estimate:

Other Costs (Please List):

Baron & Baroness +1 (3),  King & Queen +1 (3), Prince & Princess +1 (3)
Champions: Bardic (1), A&S (1), Rapier (1), Chivalric (1), Archery (1)

How many planned comps for this event:

7.00$                            

Site Tokens:

Children's Activities:

Miscellaneous:

Other Rental:
U-Haul Rental:

Water Bearing:

FEES

Site Available?

Beverages?

Kitchen Available?

Hours Available:

Pets Allowed?

List any site concerns or restrictions:

3.00$                            
2.00$                            
1.00$                            

TOTAL $ of Planned Comps: -$                                   

Additional Notes:                    
Attach any extra info, maps, 

etc. if needed.

FAMILY MAX:

-$                                   
-$                                   
-$                                   

Free

Adult Fee:
Adult Fee w/Member Discount:

Children (6-17):

Anticipated LOSS: -$                                   

2.00$                            

ESTIMATED ATTENDEES:
High Estimate:

-$                              

Anticipated PROFIT: -$                                   

Example 1

What is the maximum number of occupants for this site?

Telephone:
Site Contact:

What features make this site good for the event?

Additional Feast / (use only when NOT  included in fee)
# Anticipated:

# Anticipated:
Adult Feast Revenue:

Child Feast Revenue:
Total Anticipated Revenue:



*Please attach any documents from gate count or gate coordinator.
*All receipts must be turned in within the required policy deadline to obtain reimbursement.

U-Haul Rental: -$                                   

Site: -$                                   
Food (Feast/Sideboard): -$                                   

Site Tokens: -$                                   

EVENT NAME:

EVENT RECONICILIATION

Event Steward Name & Email:

-$                                                             

PLANNED BUDGET from Bid ACTUAL SPEND by receipts
-$                                                             
-$                                                             
-$                                                             

Other Rental: -$                                   
Water Bearing: -$                                   
Miscellaneous: -$                                   

Porta Potties -$                                   
Children's Activities: -$                                   

-$                                                             
-$                                                             
-$                                                             
-$                                                             
-$                                                             

-$                                  

GATE PROCEEDS: 500.00$                             

-$                                                             
-$                                                             

TOTAL SPEND: -$               

Other Costs (Please List):
-$                                   
-$                                   

BUDGET TOTAL: -$                                  

Less TOTAL SPEND: -$                                  

TOTAL PROFIT: 500.00$                             

DIFFERENCE:







 
Bidding for and Hosting Kingdom Events 

Brian O’hUilliam, Kingdom Senschal 
 
 

● Which Kingdom event? 
­ Coronation, Crown, Queen’s Champion, Kingdom A&S, LPT, Collegiums, Other? 

● Profit Split – Is it local branch sponsored or Kingdom Sponsored? 
­ 70/30 (Coronation, Crown, QC); 50/50 (LPT, Kingdom A&S, AHSS); 0/100 

● Check your bid due dates! 
● Stand alone or in conjunction? 
● Where was this event held last?  What is the regional rotation? 

 
 
 
BIDS 

● Expected attendance?  Ask Kingdom Exchequer 
● Expected income?  Ask Kingdom Exchequer 
● Site requirements/expectations? 
● Budget – Reasonable and realistic 
● Submitting Forms – Google Doc (Exchequer), Calendar Request (Seneschal), other. 

­ Submit to ALL the appropriate officers 
 
 
HOSTING 

● Contracts & liability 
● Event Ad for Black Star (or no business of lasting importance) 
● Insurance?  Proof, additional insured, equestrian? 
● Running Gate – take care of waivers! 
● Event Stewards are deputies to the Seneschal 
● Report on time 
● You represent the Kingdom & possibly your local group 
● Adapt (and communicate with the Financial Committee) 

   



SAMPLE BUDGETS 

COSTS       
     

Site:   $ 200.00        
Waterbearing:   $   30.00        
Site Tokens:   $   40.00        
Porta­Potties:  $350.00        
Miscellaneous
:  $50.00        

        
Total Cost:   $ 670.00        

        
Site Fee:  $10.00        
           

Break Even = 67 people       

Southern Region average Crown attendance = approx. 175 
      
Kingdom Profit at 175 adults: $1,080.00    

 
 
Site   $900.00  
Site 
Tokens   $70.00  

Supplies   $30.00  
Ads   $60.00  
Insurance   $50.00  
      
TOTAL   $1,110.00  
Site Fee   $12.00  
Break 
Even   93 

   
Feast   $350.00  
Feast Fee   $6.00  
Break 
Even   58 
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