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Fundraising Event Planner

The Event Committee

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

Member:_________________________			Role: _________________________________ 

The Volunteers

Volunteer Station: ______________________________

Volunteers: 



Volunteer Station: ______________________________

Volunteers: 



Volunteer Station: ______________________________

Volunteers: 





Volunteer Station: ______________________________

Volunteers: 


Volunteer Station: ______________________________

Volunteers: 


Volunteer Station: ______________________________

Volunteers: 


Volunteer Station: ______________________________

Volunteers: 



The Equipment

Must-haves: __________________________________________________________________
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Nice-to-haves:_________________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Tech Prep Checklist

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

Equipment: ______________   Acquired: Yes/No	Volunteer Trained Yes/No

The Communications Plan

Social Media:

— Create Facebook event page
— Create social posts advertising fundraising event
— Appoint social media ambassadors to assist with promoting the event

Email:

—Pull donor email list
—Remove duplicates and donors that are out of area
—Send email invitation with link to registration form
—Send follow-up email to donors that didn’t register inviting them again
—Send event details to registered donors

Direct Mail:

—Send a save-the-date postcard
—Send invitation with remittance slip and self-addressed stamped envelope


  
The Event Schedule
Welcome/Check in:
Duration: _____________

Description:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Staff and Tools Needed:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





The Main Event:
Duration: _____________

Description:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Staff and Tools Needed:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




The Event’s Conclusion:
Duration: _____________

Description:____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Staff and Tools Needed:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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