CFC FUNDRAISING EVENT PLANNING FORM

Event: __________________________________________________________________
Event Date:  ________________________		Time:  ________________________
Theme:  _________________________________________________________________
Purpose:  ________________________________________________________________
· Schedule speaker(s) / display(s)
· Schedule venue (allow enough time for set up and clean up)
· Set program agenda
· Technical equipment for program (sound systems, video equipment, photography, etc.):
_________________________________	____________________________________
_________________________________	____________________________________ 
_________________________________	____________________________________ 
· Venue & Amenities (consider the following details)
· Proximity to bathrooms
· Parking, if necessary
· Handicap accessibility
· Driving directions, if necessary

· Event Publicity
· List of invitees (department-specific?...open to all employees?)
· Mean(s) of advertisement (and quantity): 
____ Invitations 	____ Announcements       ____  Flyers  
____ Email		____ Posters		      ____  Other:  ______________________
· Make sure to include important details on your advertisements - Who, What, When, Where, How to get more info. RSVP number and response deadline
· Determine who will handle all event-related RSVPs and questions.
· Receive permission from each invited department before posting anything in their space. 
· Will any media be present at your event?
· Be sure to include publicity for this event (both before and after it takes place) in your agency’s newsletter.

· Food/Refreshments (if applicable):
If you are serving food, consider if it will catered, prepared in-house, ordered and picked up, etc.  
Restaurant/Caterer: _____________________________________________________
Address:  ______________________________________________________________
Contact person:  _________________________	Phone #:  ____________________
Order details:  __________________________________________________________
Expected attendees:  ___________		Total cost:  $__________________ 

If prepared in-house, identify what staff is bringing what items (you can create a sign-up sheet).  

· [bookmark: _GoBack]Cut costs where you can by soliciting by soliciting donations from friends/family, collecting seed money from upper management or planning a potluck where all employees can bring food items.
· Secure Door Prizes/Raffles (if needed): 
Solicit unique prizes from members of your own agency or solicit local businesses for donated items.
· Allow for plenty of time for solicitation and collection of donated items.

· Volunteers:
Determine the number of volunteers needed for all aspects of the event.  You may want to maintain a sign-up sheet with volunteers’ contact information (see “Campaign Committee Planning” document).  You may recruit for the following:
· Invitation/flyer distribution
· Raffle/door prize solicitations & collection
· Event set-up
· Assistants during event (if needed)
· Event clean-up

· Decorations: 
· Color(s):  _________________________________
· Decoration item(s) needed and supplier:
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(Maintain a separate supplies list if more items are needed)
· Confirmations: It is important to receive formal confirmations (letter/email) of all reservations, orders, speakers, photographers, etc. prior to the event (it is even okay to confirm a second time if arrangements were made very early).

· Day of event:  
· Develop a timetable and tasks checklist specifically for the day of the event to make sure everything is set up on time.  Allow ample time before and after the event for the tasks.
· Assign people to manage set-up AND clean-up.
· Do not wait to the last minute to request help.
· Thanks to all involved:  
**Remember to say thank-you to all participants throughout the planning, during and after the event
_____ Send a written thank-you note, email or agency-wide message of appreciation through the newsletter, etc.
· Event Expenses vs. Expected Return:
Total Expenses for the event:  $_________________
Cost per person to attend the event: $_________________
Minimal attendees needed to still make profit:  __________
Goal to contribute to CFC (minus expenses):  $_________________
· Be sure that your event expenses do not exceed the total collected if you plan to use the event as a fundraiser -  you want to not only increase awareness of CFC, but you also want to make a profit


PLEASE NOTE:  
CFC special events can only designate all of its proceeds to a specific CFC-funded agency if it is clearly posted in all event materials, as well as at the event. Every attendee retains the right to designate their entry fee or any other donation during the event to another charity of their choice. They simply need to fill out a pledge form and write the amount they wish to donate, the 5-digit code for their charity of choice, and attach any checks/cash they contribute during the event.
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