LEADERSHIP TULSA

Boardsmanship Basics:


Special Events & Fundraising
Banquets

raffles


auctions

sales


tournaments

runs/walks

publications

receptions

Benefits

parties

talent shows

contests


Wine tasting

progressive supper

cooking classes

Why have a special event?

There are several reasons to host a special event for a non profit organization.  They include:

· Raising funds to support your mission or a special project.
· Raising “friends” that will support your mission later on.

· Raising awareness of your mission through media coverage and exposure.

Considerations before undertaking an event:

· Manpower: do you have a committed group of volunteers who are willing to take responsibility for the success and implementation of the event?  If they require staff assistance to accomplish their goals, have these needs been clearly discussed so there will be no surprises?
· Participants:  have you clearly identified who you hope will attend or support the event?  Is the cost of the event in line with the means of the potential participants?   Do you hope to get a large number of participants out for a small fee (pancake breakfast) or a smaller number of patrons to support a more expensive event (like a banquet?).
· Originality: do you have an idea that is sufficiently exciting to generate participation from both the general public and your faithful supporters.   With more and more competition for both the entertainment and the charitable dollar you need to find a concept that will garner attention and support.  
· Sponsors:  it is useful to solicit sponsors and partners who can help promote and underwrite the costs of the event.   The more of the costs that are taken care of up front, the fewer risks there are based on the number of participants who sign up.  Media sponsors can also be useful in generating support and awareness of your event.
Prepare a Budget:
Whether the goal of your event is to make money or just break even, it is useful to know what incomes and expenses you can expect related to your event.   Many expenses, once anticipated, can be off-set through underwriting, sponsorships, or in-kind support.   

Potential Income Items include:  ticket revenue, sponsorships, underwriting, silent auction revenue, raffle revenue, entry fees, merchandise sales, etc.
Potential Expense Items include:  rental of facility and equipment, speaker or entertainment fees, audio visual needs, printing and postage for invitations, volunteer appreciation gifts & events, special sponsor perks, food and beverage costs, etc.

Make up a budget and let your key volunteers know they have to stick to it.  Budget creep can get the best of many an otherwise successful event.  Also, if you do not get the sponsorships or underwriting you anticipate, know where you can cut back your budget.   No one wants to put in a ton of hard work only to find the event falls financially flat.

Prepare your plan, assign duties:

The key to a stress free event is to have lots of capable help and everyone clear on what their roles and responsibilities will be.
6 – 9 months out decide on your concept and recruit your event chairman and volunteers.


Each volunteer should be given very specific duties.

4 – 6 months out lock in key event details such as facility, entertainment, catering etc. 

Remember to get agreements in writing, even with close friends, so there are no surprises later on.

2 – 4 months out solicit major event sponsors and media sponsors.
Identify special benefits that you can offer sponsors such as including their logo on promotional pieces or getting them complementary tickets to the event.   Involve sponsors in rest of planning process if appropriate.

2 – 4 months out begin designing your invitation or other promotional pieces.
The more expensive the event, the fancier the promotional pieces need to be.  Don’t forget the capacities of web and email.   Send a “save-the-date” email or postcard to last year’s participants or close supporters.
1 – 2 months out prepare event publicity and identify mailing lists.
Schedule television appearances, write press releases for printed publications, media alerts for radio and television.  Get on as many community calendars and in as many newsletters as possible.  

1 – 2 months out begin planning event decorations and staffing for the day.
It takes a whole crew of volunteers to set-up for an event, and often some fresh recruits to clean up after one.  Don’t take it for granted that the whole committee will show up for set up or clean up.   Find the most creative volunteers to set the ambiance or mood for the event and your most organized ones to be in charge of registration and check-in.  If it is a large outdoor event, consider whether you will need radios or cell phones to keep in touch during the event.  Make those arrangements.
3 – 6 weeks out begin sending out your promotional pieces and invitations.   

Give people very clear instructions on whether they need to respond ahead of time or if they can just show up.  

3 – 6 weeks out follow up with all your key event volunteers, contractors and other providers.  Make sure the event is on the calendar of any VIP’s that need to attend.   Decide the flow of the event and who will be responsible for what portion of the activities.

1 – 3 weeks out begin assembling the supplies you need for the day of the event.  Make sure each volunteer who is responsible for some aspect is aware of their responsibilities.  
1 – 3 weeks out begin taking registrations if appropriate.  Prepare nametags or other identifications for guests and volunteers as needed.
1 week out reconfirm, reconfirm, reconfirm.  Make sure you know when your caterer needs the guarantee number for the events.  Your price will be based on that guarantee.  

The day of the event - don’t try to be every place at once. Make sure you have reliable volunteers assigned to various aspects of the set-up.  Make sure they all have your cell phone number in case of questions.  
Forming a Special Event Committee
Don’t try to do it all yourself or hope others will “pitch in.”   Have a plan and recruit people especially to fulfill certain functions of your plan.

The following subcommittees have been found to be helpful on many events.

· Program & Entertainment
· Decorations

· Publicity/Media

· Invitation Design

· Catering & Facility

· Silent Auction (or other unique aspects of your event)

· Set-Up & Clean Up

· Check In/Registration

· Sponsorship Solicitation

Evaluating the Success of an Event

· Did this event contribute financially to the organization?  Was the financial benefit in line with the amount of work required?
· Did this event help raise awareness of your organization, either in the general public or with new and potential supporters?
· Was this event fun for the volunteers to work on?   Did it help energize our base of support and make people feel good about being associated with our organization?
· Was this event in line with our mission?   Did it either directly fulfill our mission by providing a needed service or was it at least not in conflict with our mission.  (For instance, a wine-tasting is probably not the best event for a drug and alcohol treatment program ()
If the answer to any of these questions was no, or marginal, your organization must make the decision whether the event still has potential with modifications or if it is better abandoned. Even a formerly successful event will sometimes lose its “cool” factor and need to be retired, reworked or at least given a rest for a year.   
