How to Host a Kingdom Level Event
Kingdom of Atlantia, SCA, Inc.

Below is a step-by-step guide to help you work on your Kingdom event bid.
Most of this information can be found at http://seneschal.atlantia.sca.org/KingdomBids/EventBidProcess.php

Running a Kingdom level event is much the same as autocratting a local event, but there are few additional steps. 

    STEP 1:
Once you have decided that you would like to autocrat a Kingdom level event, you should talk to the local group in the area where the event will be held.  This does not have to be your local area, but it is usually.  You will need the support of a group (Canton, Barony, Household, etc.).  You may run your event through Kingdom, as well. 

At  http://www.atlantia.sca.org/offices/seneschal/kingdom-event-bids to see what events that still the Kingdom Event Bid Coordinator is still seeking bids for. 

    STEP 2:
Go to http://www.atlantia.sca.org/offices/seneschal/kingdom-event-bids to see what is required for your event. (Some events need meeting space, some need fighting areas, etc.).  In addition, in this area, you will find numbers on which to base your event attendance.  If the most current numbers have not been posted please contact the Kingdom Exchequer for the information.  

Then, you should begin looking for a site that will fit both the event needs as well as fit into your event budget.  Please remember that the numbers will be different depending on where in the Kingdom you will be hosting the event.  A 12th Night in D.C. will have a much higher attendance and therefore a larger budget than one held in G.A.

After locating a potential site, confirm with them that the date of the event is open, get a price quote and a copy of the rental agreement.  Things you will need to know:  Does the site allow pets?  Does the site allow smoking or drinking?  Present your bid to the hosting group.  The group’s Exchequer will want to confirm the solidity of the numbers. During this process, begin touching base with potential event staff.  

Basic staff includes:  
*Someone to take your reservations (this could be you)
*A Marshal-in-Charge (MIC) and a Minister of the List (MoL) for any event with fighting.  
*A Head Cook for any event where you will serve food.


    STEP 3
Fill out the paperwork and submit it to the Kingdom Event Bids Committee via the Kingdom Event Bid Coordinator (kingdomevents@atlantia.sca.org).  Please remember that while the pages can be submitted via e-mail, the final page requires signatures, so must be mailed, faxed or scanned.

You will also need to make any changes to your group asked for to the Event Budget form and submit that with your paperwork.

Now, wait patiently.  The Events Bid Committee will make a decision about the event after the deadline for event registration has passed. The Kingdom Seneschal will notify if your bid has been accepted once a decision has been reached.  Occasionally you may be asked to obtain further information or amenities for the event.

  STEP 4:
SPIKE the event with at least the Autocrat's and Reservationist's information and start advertising your event

  STEP 5:
Speak with the appropriate Kingdom Officers.  For example, you should coordinate with the University Chancellor for university or Their Highnesses about Coronation.  Ensure you have a good staff that you can trust. 

  STEP 5:
[bookmark: _GoBack]To avoid the $175 Late Fee, read the site owner’s contract and order the insurance immediately.  The EVIDENCE ONLY CERTIFICATES are to be used only to show potential site owners what the SCA insurance coverage is.  When the EVIDENCE ONLY CERTIFICATE isn’t enough and the Site Owner requires their own Certificate, the Ordering Instructions and further information may be found here: http://www.sca.org/docs/insurance.html

  STEP 6:
Host your event. (If you need more information about how to autocrat, please talk to your local group about arranging a mentor or sign up for a class at University on Autocratting 101.)

    STEP 7:
Upon completion of your event, please do not forget to turn in all required paperwork (Event Financial Report and an assessment of the event including comments/suggestions/problems) along with anything required by your local group. Please ensure that you send a note to the Kingdom Event Bid Coordinator (kingdomevents@atlantia.sca.org) with the overall attendance number for your event.
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