EVENT Fundraising

Are you planning a special event to raise money for your non-profit? Here is a summary of the key elements you will need to address when preparing for your big bash. 

1. Select the event

The event planned should fit your cause. Be creative. Consider an event or venue that would interest your particular constituency group. You will also need to plan up front what your overall goal is. Are you going to raise money, raise awareness, or both? Annual galas are an important component of most fundraising programs but perhaps your event is not a fundraiser at all but a cultivation event or a donor recognition event. All are important and will require specific planning. Other examples of events to consider are golf outings or other sporting events and community wide events such as walkathons, etc.

2. Prepare  budgets

Early on, prepare your budget strategy and focus on event pricing. You will need to decide what your financial goals are and begin to calculate your potential revenue sources. Price admission to the event appropriately depending upon your constituency. You know your organization best. Set your sights high but not so high that those you want to participate can't. Consider who will be your event underwriters and sponsors. They will bring in the greatest revenue. Right up front, estimate your attendance and calculate your minimum attendance.

3. Get Volunteers involved
Especially if you are planning an annual gala event, you will need to determine an individual or individuals to honor at your event. A good choice of an honoree is someone who has a relationship with your organization, cares about you and not only has the ability to make a significant contribution to your cause but also has the ability to invite others to celebrate the evening with you.

A good honoree opens doors to new potential support. You will also need chair persons for your event. Again, a high profile business person, or a celebrity may make good choices. Consider their ability to draw people to the event. Committee members will work to ensure your success. You want a good working committee. Outline their responsibilities. Giving them too much responsibility may scare them off. Too little, and they will not feel valued. Work with them to determine their level of involvement.

4. Establish your event calendar

Start early. You should allow at least six months (more would be even better) to successfully plan and execute a major event. Start planning month by month. As you get closer to the event, plan week by week. Create an event checklist and keep an accurate timeline of when things need to be accomplished. Stick to your calendar as best you can.

5. Build your list of contacts

Consider ways to reach into the community for additional support. It may be through your honorees and committee. Ask them for lists of their contacts to invite to your event. You may want to advertise. Consider the audience you want to reach and place ads carefully.

6. Potential sponsors

The financial success of your event lies in your ability to secure sponsorships. Sponsorships are the major gifts of special events. Treat them that way. Remember that you must reward sponsors; consider how you think they would like to be rewarded and what is important to them, then make those opportunities available to them in return for their gift.

7. Media relations

If you want press for your event, plan for it. Choose the publications you would like to appear in. Can you get an article in before the event or after? Don't leave it to the very last minute. This is a mistake easily made and an opportunity lost. Write your press release and make contact early. And always speak to a real person, don't just rely on mail or e-mail to get the job done. Also, if you invite reporters and photographers, be prepared to feed them, treat them well, and give them access to your honorees.

8. Special event administration

This covers a lot. All of the details are here and they are very important. Consider location, food and service. What image do you want to portray? This is where you can get creative. Have fun but remember your budget and your goals. Consider other details such as music, photography, flowers, audio-visual. This is your show. Show off. It matters. 
  
Your invitation should attract your audience; it should spark their interest. Prominent names should be placed appropriately. If you create an invite design theme, use it from year to year. Not the same invite but market yourself. The invitee should remember you by your materials.

9. Printed program

You will also need an event program distributed at your event. Here is another opportunity to get your message out there. Consider what you want your audience to know about you, and remember to include information about your honorees and why you have chosen them. Do you want to have a dinner journal where you can sell advertisements? It is a lot of work but can be financially rewarding. If you plan this, you must do it early to give people an opportunity to get ads in since they will almost always squeak their ads in just around your deadline. 

10. Event program

This is another real opportunity to shine. You will need to plan the actual program of the evening. Undoubtedly, there will be some speeches. Who will speak and when? What will they say? Plan your message before writing your speeches. Most importantly, keep them short. You want to communicate your message to your audience powerfully and effectively but you don't want to lose their interest with a very long program. If you are not writing the speech for someone who is speaking, make sure you give that person a time limit to speak. A video can be a very effective tool at an event, but it too should be relatively short. You may want to include entertainment at the end of your program. Give it some thought.

11. Event Day

Remember the success is in the details. Make your last minute checklist and use it. Make sure you see all those you need to at the event and don't forget to try and have some fun.

12. after the event

The event is over. Is your work done? No. Here is your opportunity to leverage your success. Have you made new contacts? Do not lose them. Continue to keep them involved. Get them on your mailing lists. Send them some memento from the event such as a photo, etc. Make sure you thank everyone who participated and the larger the gift, the more personal the thank you. Consider an extra special way to thank your major donors. Take some time to evaluate your event. What worked, what did not? And as always, you will need to calculate your net and gross income.

When you have done all of these things, you will have just enough time to set up for your next event. Get ready. Go.

Be safe and act within the law.

IN THE KNOW In the interests of safety, get sponsored by and collect donations from people you know and trust. Ensure that children are supervised and don’t let them collect money from strangers. Be extra careful if you’re carrying money around. It’s safest to send us any money you raise straight away. 
PERMITS If you plan to hold a collection in the street or in a public place you need to get a license from your local authority. It may take some time for your application to be processed so please apply early. Should your application be rejected, privately owned sites such as local shopping centres, supermarkets and railway stations may give you permission. Ensure you ask first.

RUNNING A RAFFLE Raffles are fantastic ways of raising money but are subject to certain guidelines. If you are holding a raffle as part of an event, such as a disco, fete or sporting event, you do not need a licence provided all ticket sales, and the draw itself, takes place during the event. No cash prizes can be awarded and the total value of the prizes must not exceed £250. Prizes themselves must have been donated and all proceeds from the raffle must go to the charity (except printing costs incurred for tickets). For any other sort of raffle you will need to contact your local authority or the Lotteries and Gaming Board.
DO I NEED A LICENSE? Some events which involve music, food and alcohol may require a licence. Please let us know what kind of event you are planning and we will advise you if you need to seek a license.

INSURANCE Most venues have insurance to cover events organised on the premises, but please check public and liability insurance are covered. If you need insurance you will need to take it out yourself.

