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Greetings, Event Planner Extraordinaire! 

Congrats on taking on the super exciting role of  
planning a nonprofit fundraising event! You may be 
nervous, but hosting a successful event and meeting  
your fundraising goals is one of the most rewarding  
things you can accomplish as a nonprofit fundraiser.

With that said, let's get planning!

GET SOCIAL 

We’re all in this together, so we’re leveraging the power 
of the masses to get your event questions answered 
in record time. Use the hashtag #planraiseengage to 
put up the bat-signal and find solutions to all your event 
bat-astrophes. Did you use tips from this course to plan 
your best event ever? Share your success on social 
with the hashtag and get kudos and virtual high fives.

Welcome to Funraise’s Plan, Raise, 
Engage Event Strategy Course!

http://funraise.org
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PART 1: 

Set your fundraising goals

http://funraise.org
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The first thing you need to do before any actual planning gets underway 
is to determine your fundraising goal. Let’s keep this simple—you're 
gonna need a few things. And listen, this is the time to play around with 
these numbers. See how much your goal will change if you increase  
your ticket price and reduce your attendee numbers or if you focus  
more energy on your silent auction revenue. 

• Number of projected attendees

• Cost of event tickets

• Overall fundraising goal

• Any other ways you plan to bring in the cash

In order to uncover these holy grail goals, we’ve got a worksheet for 
you in the Make Moves section below. Start with the Fundraising Goals 
section of the worksheet to see how much dough you need to raise  
and how many donors you need to ensnare.

While it's tempting to base your fundraising goal on what you've raised  
in years past, beware of fundraising flukes! Veteran fundraisers know  
that going into a new event with those same expectations could set  
you up for failure. Instead, review your annual fundraising goals as  
well as your donor pool to make a realistic projection.

http://funraise.org
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P.S. If you're a Funraise customer, we invite you to connect  
with our Customer Success team who’ll be delighted to walk  
you through our new Events & Ticketing feature and help 
you get your next fundraising event off the ground.

PRO-TIP JAR

Use your nonprofit CRM to pull donor reports to estimate 
how much you can realistically expect to raise. Here’s  
our secret, magic formula: Pull all of your recurring  
donors and look at the ones that have been donating 
to your organization the longest. Run updated wealth 
screenings on all of them and evaluate which ones can 
sustain a call to increase their giving or who could be 
called on to sponsor your event at the highest level.

http://funraise.org
https://funraise.org/events-and-ticketing
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MAKE MOVES

Event Fundraising Goal  
and Budgeting Worksheet

Start planning out your event fundraising goals  
and budget here with our Event Fundraising Goal  
and Budgeting Worksheet.

Start from our Google Sheet >

Non-Ticket Fundraising Goal

What is our sponsorship goal?

What is our overall donation goal?

What is our goal for silent auction revenue?

What is our goal for t-shirt sales?

Total (reach for the stars!)

Ticket Fundraising Goal

Number of Donors

Ticket Cost

Total (you got this!)

Total Fundraising Goal

FUNDRAISING GOALS Start from our Google Sheet >

http://funraise.org
https://docs.google.com/spreadsheets/d/1sXdjCW3wBUGAXJybR8JrILoLtr_4NwONvFgiHnrcbyk/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1sXdjCW3wBUGAXJybR8JrILoLtr_4NwONvFgiHnrcbyk/edit?usp=sharing
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Event Ticketing

Ticket Type Goal (by type) Actual Ticket Cost ($) Goal ($) Actual

Tables

Individuals

Other

Total

EVENT REVENUE

Sponsorships

Sponsor Type Goal (by type) Actual Ticket Cost ($) Goal ($) Actual

Presenting Sponsor

Platinum Sponsor

Solid Gold Sponsor

Silver Sponsor

Bronze Sponsor

Total

Donations

Donation Type Goal (by type) Actual Ticket Cost ($) Goal ($) Actual

Online donation

Check

Other (cash, etc.)

Total

Additional Revenue

Revenue Type Goal (by type) Actual Ticket Cost ($) Goal ($) Actual

Silent Auction

T-Shirt Sales

Other

Total

Goal ($) Actual

Total Revenue

http://funraise.org
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Venue

Cost (by type) Estimated Actual Goal ($) Actual

Deposit

Venue - Circus tent

Parking

Total

Vendors

Vendor Type Estimated Actual Goal ($) Actual

Catering

Decorations

Valet Attendant

Total

EVENT BUDGET

Marketing Materials

Collateral Type Estimated Actual Goal ($) Actual

Event Programs

Guest Gifts - Solid gold kazoos

Invitations

Total

Entertainment

Entertainment Type Estimated Actual Estimated Actual

Band

Jugglers

EmCee

Total

UFOs (Unexpected Fundraising Outlay)

Type Estimated Actual Estimated Actual

Reprinting of Programs (misspelled CEO name)

Event Planner hours (we're talking about YOU!)

Total

Goal ($) Actual

Total Output

Total Revenue Total Output Net Revenue

http://funraise.org
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PART 2: 

Show me the money!

http://funraise.org
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Now that you've set your fundraising goal, it’s time to get nerdy and  
bring out the spreadsheets 'cause we’ve got some costs to calculate.

You’ll need to have a document that outlines all your budget details…  
but wait, we brought you that already! Check out the Event Budget portion 
of the worksheet you opened in Part 1 and start keying in the numbers: 

• Estimated costs

• Actual costs

• Ticket projections

• Donations

• Sponsorships

• Additional revenue

You must track all—and we mean all—of the things. From printing  
costs to swag bags to catering, and including your time. Having 
all of your costs in one place to easily access and update is 
going to be a lifesaver. And there are line items for all of that 
in the Event Fundraising Goal and Budgeting Worksheet.

When managing your budget, always round up your estimated  
costs to leave wiggle room. Managing a budget surplus is much  
easier than managing a deficit! Those of you who have been in  
the red will never go back. 

PRO-TIP JAR

When thinking about all the costs associated with your 
event, don’t forget about the invisible costs—if your time  
is worth $$ and you spend 100 hours working on this 
event instead of other necessary projects, your event  
may be in the black while your nonprofit dips into the red.

http://funraise.org
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MAKE MOVES

Event Dream  
Theme Generator

Step right up, step right up! Your Dream 
Event Theme is one click away!

Check it out here >

http://funraise.org
https://funraise.org/event-dream-theme-generator
https://funraise.org/event-dream-theme-generator
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PART 3: 

Finding the perfect venue  
and setting a date

http://funraise.org
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Gala venues are like preschools: you've gotta hustle and get in early if 
you want the best. Gala season can get jam-packed, so work your magic 
early to avoid competing with other organizations for in-demand venues. 

Not sure where you want to host your event? Try an event venue 
database like Unique Venues or EVENTup to find the perfect place. 
Compare weekdays and weekends (hint: weekdays are usually cheaper, 
but more donors are available on weekends). If you're at a complete 
standstill, see if there’s an AirBnB that can house your event. 

Major things to consider when selecting an event venue:

• Capacity

• Location

• Floor plan

• Parking logistics

• Accessibility

• Restrooms

• Electricity/Water

And so much more, we're not even gonna type it all. Check the Make 
Moves section below for a Venue Checklist to help you keep track.

Finding a venue right out of the gate is important because it 
establishes both the when and the where for your event.

Think ahead and have several potential dates in mind as you 
coordinate between VIP guests—who tend to have schedules set 
waaaaay in advance—catering, entertainment, and the venue itself.

http://funraise.org
https://www.uniquevenues.com/
https://eventup.com/
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Also, if you’re planning something like a charity run, you’ll need to lock 
down the timeframe for getting permits, street closures, security, etc.

For smaller, low stakes events, you may only need to plan a few 
months ahead, but  keep in mind national holidays or major events 
(think Superbowl) that would prevent folks from attending.

The moral of the story is, the more time you give yourself, the less 
stress you’ll have planning the event. (Not a mind-bending epiphany, 
we know, but it's important enough that it bears repeating.)

PRO-TIP JAR

When selecting a venue and a date, always double-down 
on accessibility, diversity, and inclusion. Consider easily 
accessible rideshare drop-off areas and venues close to 
public transportation. Also, ensure your event date doesn’t 
fall within any culturally significant holidays that would 
prevent people from attending or enjoying themselves.

http://funraise.org
https://funraise.org/blog/from-attendees-to-donors-low-stakes-nonprofit-events-to-gain-more-supporters/
https://funraise.org/blog/all-access-7-ways-to-incorporate-accessibility-into-your-next-fundraising-event/
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MAKE MOVES

Venue Checklist

Finding the perfect venue is critical to your event's success. Use this 
Venue Checklist to help you suss out what's important for your event. 

Rank each checklist item on a scale of 1–10 and add up the totals to 
show you who wins overall. Keep in mind that sometimes the venue that 
wins out with numbers is not the venue that wins your heart, so in the 
end, the numbers are important, but going with your gut is not so bad.

Start from our Google Sheet >

Venue 1 Venue 2 Venue 3 Venue 4

Venue Name

Address

Ranking 
(1-10)

Ranking 
(1-10)

Ranking 
(1-10)

Ranking 
(1-10)

Total Cost

Deposit

Insurance Needed (Y/N)

Street Closures Needed (Y/N)

Flexibility (Contract, cost, set-up, etc.)

A/V Needs

Onsite Staff

Venue Capacity

Parking/Valet Capacity

Floor Plan/Layout

Accessibility (entrance, restrooms, etc.)

Number of Restrooms

Commercial Kitchen?

Rank Totals

Notes

VENUE CHECKLIST Start from our Google Sheet >

http://funraise.org
https://docs.google.com/spreadsheets/d/1YCkMVTGHu0GZstWpR3mQ_SjFtaO82f9lpOAr7HAH1ic/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1YCkMVTGHu0GZstWpR3mQ_SjFtaO82f9lpOAr7HAH1ic/edit?usp=sharing
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PART 4: 

Assembling your event-
planning dream team

http://funraise.org
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So, you’ve selected a venue and a date and now it’s time to get down to 
the fun stuff—sending your event dream team off to make it all happen.

Your event committee is the backbone of your event, with each person  
on the committee playing a specific role. But who does what? We’ve 
got a worksheet for that, naturally. See the Makes Moves section 
below for an Event Committee Roles & Responsibilities Sheet.

Whatever you decide, you’ll need to first establish who the main point-
person for the event will be. If you’re reading this…it’s probably you.

For a larger, gala-style event, these are the ideal committees you’ll need:

• Fundraising committee

• Sponsorship committee (learn more in Part 6 of the Plan, Raise,  
Engage Course!)

• Marketing & communications committee

• Operations and logistics committee

• Guest experience committee

• Entertainment committee

• Honorary committee

Keep in mind, we said “dream” team. We know that smaller nonprofits 
may lack the resources to have every single one of these committees, 
and that’s okay! Many jobs can be rolled into one with a little creativity 
and time management. Just don’t forget about every nonprofit’s not- 
so-secret-weapon—your board of directors!

http://funraise.org
https://funraise.org/blog/innovative-ways-to-engage-your-board-of-directors-in-fundraising-events/
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Events are also a great way to rally your volunteer database. While it  
may not be their ideal hands-on experience in terms of working directly 
with the people, places, or things you serve, this is a main vehicle that 
serves your mission. And let's face it... you're going to make this an  
event to remember.

Once your committees are assembled, plan a kickoff meeting with  
the whole team where each committee sets their major timeline 
milestones. If the kickoff meeting is you, a glass of rosé, and a  
notepad, you're doing fine. 

PRO-TIP JAR

Hire an event planner! And before you ask, no, it isn’t 
cheating, especially if you’re hosting an annual gala.  
Event planners are great for handling all the details and 
logistics of the event so you can focus your time on the 
more strategic aspects, aka fundraising. And depending  
on the cost, it may be cheaper to hire someone than to 
spend your time=$$ on this event, especially if you’re  
down to the wire (ahem).

http://funraise.org
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MAKE MOVES

Event Committee Roles Sheet

Use this Event Committee Roles Sheet to assign a committee chair 
and provide a clear outline of what is expected of each committee 
and their specific deliverables for the event. Some committees will 
naturally have overlapping responsibilities and will be expected to 
collaborate or divide and conquer on a case-by-case basis.

FUNDRAISING COMMITTEE

Chair: _________________________________________________________

RESPONSIBILITIES:

• Strategizes with Development Director to  
meet overall event fundraising goals

• Helps increase ticket sales, sponsorship 
opportunities, and other revenue generating  
event-related activities, such as silent auctions,  
and peer-to-peer fundraisers

• Helps stay within or below event budget

• Sets budgets for separate committees

SPONSORSHIP COMMITTEE

Chair: _________________________________________________________

RESPONSIBILITIES:

• Collaborates with the Fundraising Committee  
and handles solicitation of all potential sponsors 
and managing those relationships

• Reaches out to donor base, friends, colleagues, 
vendors, local businesses for sponsorship 
opportunities

• Manages the development of sponsorship  
packets and sets deadlines

• Ensures all sponsor materials fit specifications

• Ensures all sponsor commitments are met before, 
during and after the event

• Engaging Surprise: See Part 6 of the Plan, Raise, 
Engage Course for a Sponsorship Package 
Template

http://funraise.org
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MARKETING & COMMUNICATIONS COMMITTEE

Chair: _________________________________________________________

RESPONSIBILITIES:

• Develops marketing and communications  
plan for the event

• Manages all aspects of event communication 
(email, print, social)

• Coordinates and secures all media relations 
activities for the event

• Manages the development of promotional materials

• Develops marketing campaigns to get the word out

GUEST EXPERIENCE COMMITTEE

Chair: _________________________________________________________

RESPONSIBILITIES:

• Ensures guests receive top-tier experience the  
day of the event

• Manages event registration and check-in/check out

• Distributes event programs

• Develops gifting/swag experience

• Ensures guests needs are met throughout the event

OPERATIONS AND LOGISTICS COMMITTEE

Chair: _________________________________________________________

RESPONSIBILITIES:

• Responsible for handling all event day logistics.  
May work in tandem with an event planner and 
Guest Experience Committee

• Manages all vendors to ensure smooth set-up, 
breakdown, delivery, etc.

• Coordinates all volunteers

• The main point of contact for all tech-support  
on the event day

• Works with the Guest Experience Committee  
to ensure crowd control

• Point of contact for event security and safety

http://funraise.org
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ENTERTAINMENT COMMITTEE

Chair: _________________________________________________________

RESPONSIBILITIES:

• Determines and contracts the entertainment

• Sets up the event night program

• Works with the Operations and Logistics Committee

• Works with the lighting, AV and sound crews

HONORARY COMMITTEE (OPTIONAL)

Chair: _________________________________________________________

RESPONSIBILITIES:

• Promotes event to friends, colleagues and business 
partners

• Contribute to fundraising goals via tickets, 
sponsorship or table purchases

• Potential speaking opportunity at the event

http://funraise.org


FUNRAISE · EVENT STRATEGY COURSE 22

PART 5: 

Automatic, Programmatic

http://funraise.org
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Your event dream team is jumping when you say, "Higher!",  
and now you're settling in to develop the heart of your event— 
the programming portion.

Planning your event program is a matter of balance. Too much talking, 
and people get bored; not enough direction, and people wonder 
what’s next. Your audience plays a part in your programming, but that 
doesn't mean you have to plan something completely expected! 

And planning is just what you'll be doing with our Mind Mapping  
resources in the Make Moves section below.

Tired of sit-down dinners? Make it a party with more dancing! 
Want to spice it up a bit? Plan a masquerade gala and tie that 
theme into a fundraising campaign. Want to showcase your 
organization’s deep impact? Get a speaker who’s received your 
services. The sky’s the limit; just keep your guests engaged 
and your eyes on the ultimate prize—raising. those. funds. 

PRO-TIP JAR

Get interactive! The greater the engagement, the  
more likely donors are to give. If you’ve got text-to-give 
connected to your nonprofit CRM (Funraise customers 
have it already!), text your supporters during the event  
with fundraising updates and beg encourage them to  
help you reach your goals.

Even better, have the campaign progress bar 
projected on a screen at the event so attendees 
can see their donations as they give.

http://funraise.org
https://funraise.org/text-engagement
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STAGE 1: FLUSH IT OUT

List your event name and add ideas for each 
branch of your mind map. Don't think too much! 
Just get out 3-5 ideas for each branch. No idea  
is a bad one, so get creative!

CENTER OF THE CIRCLE: 

Event Name

BRANCHES:

• Themes

• Fundraising Elements (silent auction,  
live case study, peer-to-peer)

• Special Guests (celebrities, community 
members, board members, alumnus)

• Passive Entertainment (Banners,  
displays, booklets, themed decor)

• Active Entertainment (music, dancing, 
performances, interactivity)

• Giveaways

• Thanks/Awards

STAGE 2: DIG DEEPER

Now it's time to dig deeper into the ideas you 
developed in Stage 1. Create a separate Mind Map for 
your favorite 2–3 ideas in each category. Include the 
following for each to help you plot out what it would 
take to make them a reality: 

• Estimated cost

• Challenges/Potential Set-backs

• Personnel Needed (internal, external, board, etc)

• Lead time (time needed to move forward, from 
concept to execution)

For example, if one of the Themes you listed in Stage 1 
was Masquerade Ball, place that Theme in the center of 
the Mind Map with each of the above categories listed 
on their own branch. Repeat this step until completion. 
This will help guide your decision in Stage 3.

STAGE 3: MARCH FORTH

Now that you've outlined what's needed to make 
your ideas come to fruition, it's time to eliminate the 
no-go's and narrow down your top 1-2 options for 
each category. Mull it over with your event committee 
and finalize. Once finalized, add this program to your 
Run of Show (Stay tuned for Part 9 of the Plan, Raise, 
Engage Course for the Run of Show Template).

MAKE MOVES

Fundraising Event Program  
Mind Mapping Exercise

Use this Mind Mapping Exercise to help  
you establish your event programming.

http://funraise.org
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PART 6: 

A little help from your friends

http://funraise.org
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You’ve developed the perfect event programming that’s going to 
engage supporters and give donors the experience of a lifetime. 
Now it’s time to get the dough to help make it all happen.

Nonprofit events are driven in large part by major sponsorships  
and in-kind donations, so your sponsorship committee has its  
job cut out for them! 

If you're starting from scratch getting sponsors, begin at  
the beginning with our Sponsorship Package Template  
below in the Make Moves section.

Here's what the sponsorship job should look like: handle soliciting 
potential sponsors and manage relationships all the way up to event 
day. Set deadlines, create sponsorship packets with specs for artwork, 
ensure commitments are met. We're sweating just typing it out!

Key players in securing sponsorships should be members of  
your board of directors. They’re on your board because they’re  
committed to your mission, ...but also because they have friends  
in high places. #RealTalk, it's time for them to do a little outreach.

In-kind donations like gift baskets, electronics, tickets, etc, work great  
if you’re hosting a silent auction. In fact, if you're having an auction,  
you should have a designated committee or person whose sole role  
is to solicit stuff people will fight over. Figuratively, of course.

PRO-TIP JAR

Think big! When soliciting sponsorships, don’t be  
afraid to contact the heavy hitters. Banks often  
have community development arms with budgets  
to support nonprofit organizations, plus they love  
having their name promoted at nonprofit events  
to show that they’re active within the community.

http://funraise.org
https://funraise.org/blog/all-the-things-you-need-to-know-to-host-a-wildly-successful-silent-auction
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MAKE MOVES

Sponsorship Package Template

Use the following Sponsorship Package Template to tempt 
potential event sponsors. On the menu here is a Sponsorship 
Request Letter, Sample Sponsorship Levels + Benefits, a 
Sponsorship Commitment Form, and a Sponsor Tracking Sheet. 
Download and edit to fit the needs of your organization.

Start from our Google Doc >

CORPORATE SPONSORSHIP REQUEST LETTER TEMPLATE

Dear Valued Partner,

{Nonprofit Name} is thrilled to host the upcoming {Event Name}. We invite you to join 
us for this exciting celebration by becoming a valued event sponsor and partner of 
{Nonprofit Name}, an organization that has been a pillar in the community for XX years. 
Because your organization's values align with our own, we'd be honored to partner 
with {Organization Name} to help us move us closer to {Mission Statement}. 

Because of the generous support of our donors and partners like you, {Nonprofit Name} has been 
able to {Insert Impact Statement}. It is our goal to continue doing this impactful work, making 
a difference in our community. As such, we are asking for your help; please consider becoming 
an event sponsor, offering an in-kind donation, or purchasing tickets and/or a table at our event. 
Detailed sponsorship levels and benefits are outlined on the following pages for your review.

Thanks so much for your consideration. If you or your organization would be  
interested in becoming a sponsor and supporting our event, please contact  
me at nonprofitname@nonprofit.org, or by phone at (555) 555-5555. 

Best Regards,

Jane Doe

Sponsorships Coordinator

Start from our Google Doc >

http://funraise.org
https://docs.google.com/document/d/1ydaR3ScTjn4QB3z2nXoosPEinAxtlvAJL0hVA2zGj7Q/edit
https://docs.google.com/document/d/1ydaR3ScTjn4QB3z2nXoosPEinAxtlvAJL0hVA2zGj7Q/edit
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SPONSOR BENEFITS & LEVELS TEMPLATE

PRESENTING SPONSOR ($XX,000)

• Podium speaking opportunity

• VIP table location with reserved seating  
for (10) guests

• Company profile slide and exclusive logo  
placement in digital presentation

• Full-page ad in printed event program

• Three Presenting Sponsor (3) social media posts

• Post-event email newsletter recognition

• Company logo on all promotional materials  
& event website

• Company mention in annual report

PLATINUM SPONSOR ($XX,000)

• Company profile slide and exclusive logo  
placement in digital presentation

• Full-page ad in printed event program

• Two Platinum Sponsor (3) social media posts

• Post-event email newsletter recognition

• Company logo on all promotional materials  
& event website

• Company mention in annual report

GOLD SPONSOR ($XX,000)

• Half-page ad in printed event program

• Three Gold Sponsor (3) social media posts

• Post-event email newsletter recognition

• Company logo on all promotional materials  
& event website

• Company mention in annual report

SILVER SPONSOR ($XX,000)

• 1/4-page ad in printed event program

• Two Silver Sponsor (2) social media posts

• Post-event email newsletter recognition

• Company logo on all promotional materials  
& event website

BRONZE SPONSOR ($XX,000)

• 1/4-page ad in printed event program

• One Bronze Sponsor (1) social media post

• Post-event email newsletter recognition

• Company logo on all promotional materials  
& event website

• Program Book Sponsorships

• Full-Page Ad ($X,000)

• Half-Page Ad ($X,000)

• Quarter Page Ad ($X,000)

• Individual Tickets ($XXX)

PROGRAM BOOK SPONSORSHIPS

• Full-Page Ad ($X,000)

• Half-Page Ad ($X,000)

• Quarter Page Ad ($X,000)

INDIVIDUAL TICKETS ($XXX)

http://funraise.org
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SPONSORSHIP CONTACT INFORMATION

Organization Name:

Contact First Name:     Contact Last Name:

Contact Address (City, State, Zip):

Contact Phone Number:     Contact Email:

Signature of Authorized Representative:

PLEASE ACCEPT PAYMENT IN THE FORM OF:

Check Payable to: {Insert Payment Info}    Mailed to: {Insert Billing Address}

Credit Card (circle one):      Visa      MasterCard      AmEx

Name on Card:

Billing Address: 

Expiration Date:       3-Digit Security Code:

Online Payment (select if prefer to pay online at www.nonprofit.org):

PLEASE SUBMIT THE FOLLOWING SPONSORSHIP MATERIALS BY {DEADLINE DATE):

• High-resolution logo (300 DPI or higher, vector artwork preferred. JPEG acceptable)

• Program Ad in high-resolution PDF format

 
{Insert Tax Exempt information for your State/Province as footer}

Presenting Sponsor

Platinum Sponsor

Gold Sponsor

Silver Sponsor

Bronze Sponsor

Program Book Sponsorship

Individual Ticket

General Donation:  $

In-Kind Donation:

Other:

SPONSORSHIP COMMITMENT FORM

Thanks for your interest in becoming a sponsor for our fundraising event. Please complete 
the form below and return to {Contact Name} at {Contact Email} by {Deadline date}.

Yes, I would like to support {Nonprofit Name} at the following sponsorship level:

http://funraise.org


FUNRAISE · EVENT STRATEGY COURSE 31

Sponsor 
Name

Sponsorship 
Level

Amount 
Sponsored

Sponsor 
Benefits

Logo  
Status

Program Ad 
Status

Contact 
Person

Contact 
Email

Payment 
Status

Notes

Presenting

Platinum

Gold

Silver

Bronze

In-Kind

SPONSOR TRACKING SHEET Start from our Google Sheet >

http://funraise.org
https://docs.google.com/spreadsheets/d/1ZBooYlF6XmkVed-F95GPoQFVnLwHTikN8uybr53q4qY/edit#gid=0
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PART 7: 

Get the word out

http://funraise.org
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Event planning is officially in full swing and now you need to let  
people know it’s on and poppin'!

SET UP A TICKETING & REGISTRATION PAGE

Set up an events registration page that offers supporters the 
option to register, buy tickets, and donate, all in one place. 
Funraise’s Events & Ticketing feature makes it easy-peasy-
done, and also syncs registrations in your donor CRM. Want to 
un-complicate things? Easily set up custom questions within the 
event registration so guests can select meal type or t-shirt size.

CREATE A MARKETING TIMELINE & SCHEDULE

List out all the marketing channels you plan on using to promote  
the event (email, social, website, direct mail) and an event promotion 
schedule. Set up as much as you can to automatically go up and out.

Along with keeping you from forgetting your marketing triggers amid 
all the planning whirlwind, this allows you to maintain a consistent 
presence with your supporters as the event looms large. It'll also 
help you manage your sponsorship commitments, which often 
include inclusion in the event's marketing communications.

See the Make Moves section below for a Marketing Timeline.

http://funraise.org
https://funraise.org/events-and-ticketing
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DESIGN AN EVENT LOGO

If you're putting on an event with a longer lead time or planning an  
annual event, work with a graphic designer to create an event-specific  
logo for added marketing and branding oomph. Logomakr.com isn’t  
gonna cut it for this event.

CREATE A SOCIAL MEDIA AND EMAIL CAMPAIGN

Create an event hashtag and use it in all email and social media 
 communications for increased awareness of your event and  
greater supporter engagement. Use Hashtagify.me to help you  
find the best event hashtag.

PRO-TIP JAR

Find a pro-bono media relations agency. Media relations 
is a whole other beast and it’s rare for smaller nonprofits 
to have a designated person on staff. If you want to get 
media at your event, reach out to local public relations 
agencies to see if they’d do pro-bono work in exchange  
for a sponsorship opportunity (your board may be able  
to help with this!). PR can be as simple as writing a  
press release for local outlets or as big as pitching  
national media outlets.

http://funraise.org
https://hashtagify.me/hashtag/tbt
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MAKE MOVES

Nonprofit Event 
Marketing Timeline

Use this Nonprofit Event Marketing 
Timeline to plan your marketing activities 
at each stage of your event planning 
journey, from 1 year out to post-event.

6 MONTHS – 1 YEAR OUT

• Determine theme; design and develop  
event messaging, logo and website

• Plan email marketing campaigns, determine  
the frequency, develop communications 
schedule, develop design templates

• Plan social media campaigns, determine  
the frequency, develop communications 
schedule, develop post imagery

• Develop Text Engagement campaign

• Develop public relations campaign,  
identify media opportunities, develop 
communication schedule

• Determine advertising budget, identify 
opportunities (Google, Facebook, Instagram, 
and trade publications)

• Determine print communications, develop 
distribution schedule, develop materials

• Develop event fundraising campaigns (silent 
auction, peer-to-peer, t-shirt sales, etc.)

• Develop sponsorship marketing outreach  
plan; develop sponsorship package (See  
Part 6 for Sponsorship Package Template)

5 MONTHS OUT

• Launch event website

• Distribute Save the Date via email, social and print

• Announce early bird registration and tickets

• Begin sponsorship and in-kind donation outreach

• Open registration and ticket sales

http://funraise.org
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3–4 MONTHS OUT

• Launch advertising campaign

• Launch public relations campaign

• Launch social media campaign

• Launch Text Engagement campaign

• Tease special guests and sponsors

• Launch public relations campaign

• Announce event fundraising (silent auction,  
peer-to-peer, etc.)

2 MONTHS OUT

• Increase social media and email blasts to  
push registrations, ticket sales, sponsorships,  
and donations

• Finalize special guests and event sponsors

• Begin highlighting sponsors by level

• Tease event entertainment (speakers, 
performances, etc.)

• Assess advertising campaigns;  
retarget as necessary

1 MONTH – 2 WEEKS OUT

• Distribute last chance to register communications 
via social media and email 

• Follow up and confirm public relations opportunities

• Launch sneak peek of event fundraising 
opportunities

• Distribute event logistics email to guests  
(parking maps, transit options, etc.)

EVENT DAY

• Live updates via social media channels

• Announce and display fundraising goal on event 
screen; entice guests to donate to reach goal

• Manage media, photography and video 
opportunities to use for post-event marketing

POST-EVENT

• Distribute thank you's via email and print  
to event guests; call special guests

• Distribute post-event recap with fundraising total, 
photos, sound bites and video to guests and media; 
promote social sharing with event hashtag

• Develop and distribute post-event survey

http://funraise.org
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PART 8: 

Time to raise the  
funds and the fun

http://funraise.org
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Not to bury the lede, but the whole point of planning an event  
is to fundraise for your mission! While ticket sales serve as a  
major event fundraising source, there are other ways to raise  
even more funds through your event.

PEER-TO-PEER CAMPAIGNS

Planning a peer-to-peer fundraiser in tandem with your event is a  
great way to raise additional funds to help you meet your fundraising 
goals. This is especially useful if you’re hosting a fancy gala and people 
either can’t afford a ticket or they’re not available to attend. Since you've 
already got your marketing plan, tie your peer-to-peer campaign right  
in there! Round it out with hashtags and event logos, and encourage  
your supporters to share, share, share—you never know... the ROI  
on this may outshine your actual event!

SILENT AUCTIONS

Hosting a silent auction can be a lot of work, but totally worth it.  
If you’ve already got a team dedicated to securing sponsorships  
and in-kind donations, they’ll be the perfect people to pull together  
your silent auction.

Consider making your auction live online a week prior to the event  
to get attendees excited about the auction items. This also gives  
ghosts or people who can’t attend an option to bid and contribute  
without physically being there.

PRO-TIP JAR

Have a designated person at the event (bonus points  
if they wear a giant sign that says "Donation Fairy")  
with a credit card reader and tablet—all connected  
to your donor CRM, of course. If you’re a Funraise 
customer, you can offer Apple Pay and Google Pay  
to make the donation experience even seamless-er.

http://funraise.org
https://funraise.org/peer-to-peer-fundraising
https://funraise.org/blog/all-the-things-you-need-to-know-to-host-a-wildly-successful-silent-auction
https://funraise.org/integrations-apple-pay


FUNRAISE · EVENT STRATEGY COURSE 39

MAKE MOVES

Peer-to-Peer Fundraising 
Toolkit for Nonprofit Supporters

If you're planning a peer-to-peer fundraiser in tandem 
with your event, download this toolkit and send to your 
supporters when they sign up so they're ready to start 
fundraising for your org immediately. Get access to the 
ready-to-send PDF version and design version so you  
can customize the files to fit your brand.

Download the Toolkit >

http://funraise.org
https://funraise.org/p2p-fundraising-toolkit-on-demand
https://funraise.org/p2p-fundraising-toolkit-on-demand
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PART 9: 

It's go time!

http://funraise.org
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You are so close to the finish line. Let’s review everything you’ve  
learned so far to prep for your upcoming event:

• Set your fundraising goal

• Plan your budget

• Select your venue and date

• Assemble your event dream team

• Develop your event programming

• Secure sponsorships and in-kind donations

• Plan your event marketing campaigns

• Launch your fundraising campaigns

Holy moly, you did all of that. Wow.

Now that you’re finally approaching event day, there are some  
loose ends to tie up and key things you should focus on before  
and during your event.

DEVELOP A RUN OF SHOW

What time is the caterer arriving? When do you expect the vendors  
to unload? What time are your special guests slated to arrive 
at the venue? Who's speaking after the Executive Director?

Create two documents, one detailing the pre-event run of show for 
key team members and vendor contacts, and another with the actual 
event run of show that breaks down when the event starts, the guest 
entrances and exits, and literally everything in between. Just explode  
the info onto a page if that's all you can do. 

Distribute the docs to appropriate team members so the main 
point person (probably you) doesn’t have to field a ton of questions 
regarding the logistics. (notice we didn't say zero questions...)

Good news! We've created a Run of Show Template for you below  
in the Make Moves section. 

http://funraise.org
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CREATE A SEATING CHART

Having a sit-down dinner? A seating chart is a must-have if you want  
to avoid stolen seats and Event Evil Eye. You know what we mean.

SEND A VENUE/PARKING MAP

Circling the streets to find the event venue and searching for a parking 
space is the worst, especially when you're wearing a tight dress. Create  
a parking map with detailed directions, and, if you’re a Funraise customer,  
send a parking map link straight to guests' phones with Text Engagement.  
If you're offering valet, provide that info to attendees before the event.

PERFORM AN EVENT RUN-THROUGH

Plan an event run-through at the venue at least a week before the event 
to work out any kinks that may arise, such as A/V issues, accessibility, 
equipment, or other last minute changes. If you want to make it into a 
dress rehearsal, go for it. Be like Tiffany Haddish, getting all the use out  
of your formalwear.

DESIGNATE A PRESS CHECK-IN

Will the media be attending the event? Have a designated area for 
members of the media to check-in and a representative or volunteer  
to greet them upon arrival with a media kit.

And here's a high five, nonprofiteer to nonprofiteer: Getting media to 
your event is a big accomplishment! Understanding that their time may 
be limited, you want to make their check-in experience as seamless as 
possible and get them in front of the right people when they need it. 
...Speaking of the right people, make sure whomever you’ve designated  
to speak to the media is prepped with key messages. You can’t control 
who they end up speaking to or the story angle, but the more prepared  
you are, the better. Spoken like a true scout.

http://funraise.org
https://funraise.org/text-engagement
https://www.racked.com/2018/3/4/17079630/tiffany-haddish-white-dress-oscars-snl-girls-trip
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GUEST CHECK-IN

Guest check-ins get real messy, real fast without proper planning.  
Make sure all your check-in volunteers are equipped with the 
most updated attendee list and that there’s room to add in people 
who may have registered late. If your nonprofit is equipped with 
paperless check-in technology, big kudos! Most nonprofits, however, 
still print their attendee lists, and that's totally okay! Just ensure 
you’ve got enough volunteers to handle the number of attendees 
and post clear signs to point guests in the right direction.

DURING THE EVENT

Holy smokes, the actual event is finally underway! If you’ve followed all 
the steps in the course, you’ve already got everything handled. Now it’s 
time to expect the unexpected, stay calm and, most of all, have fun.

PRO-TIP JAR

Got leftover fancy centerpieces? Donate them to a  
local retirement home or hospital. If your nonprofit  
serves people, consider giving them away. Have  
guests at each table sign a card to be delivered  
with the centerpiece and you'll leave a smile on  
the recipients' faces long after your event is over.

http://funraise.org
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MAKE MOVES

Run of Show Template

Download this Run of Show Template and start plotting out 
your event day logistics, including vendor arrival, program start, 
break-down, and whatever else your funding heart desires.

Start from our Google Sheet >

Time Activity Contact Information

8:00 AM

8:30 AM

9:00 AM

9:30 AM

10:00 AM

10:30 AM

11:00 AM

11:30 AM

12:00 PM

12:30 PM

1:00 PM

1:30 PM

2:00 PM

RUN OF SHOW Start from our Google Sheet >

http://funraise.org
https://docs.google.com/spreadsheets/d/1RZ__rPSaPFBISNme5d8835AqtP5zBwfC0B5uDPvjFNU/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1RZ__rPSaPFBISNme5d8835AqtP5zBwfC0B5uDPvjFNU/edit?usp=sharing
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Time Activity Contact Information

2:30 PM

3:00 PM

3:30 PM

4:00 PM

4:30 PM

5:00 PM

5:30 PM

6:00 PM

6:30 PM

7:00 PM

7:30 PM

8:00 PM

8:30 PM

9:00 PM

9:30 PM

10:00 PM

10:30 PM

11:00 PM

11:30 PM

12:00 AM

12:30 AM

http://funraise.org
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PART 10: 

Reflections & Thank You’s

http://funraise.org
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Hooray, it’s the last part of the course! Congrats on making it this far.

Let's recap: you’ve planned a successful event, had a blast, 
and exceeded your fundraising goals. Sounds pretty boss to 
us. Time to put your feet up and drink the leftover wine?

Noooooo... as usual, there's more.

Post-event, post-tallying your massive funds raised, schedule a meeting 
to debrief with your team to discuss successes and challenges. 
This'll help you plan an even better event next time around.

And yet another meeting should happen separately with the Executive 
Director and Board of Directors to go over funds raised, costs, media 
coverage, and how to improve your strategy for the next event.

Send thank you’s to everyone who helped with the event, attended the 
event, donated during the event, or sent you good vibes (kidding, lol!). 
Handwritten notes to committee members, VIP guests, and the higher-
level folks who helped make your event a success is always a good 
idea, but for everyone else, a mass email thanking them is perfect.

In the email, let everyone know how much you raised at the event 
and include a link to the event photos. Have fun with it—maybe 
even use that Text Engagement feature instead of emailing! If your 
brain’s fried, we’ve got sample emails and scripts for you below.

http://funraise.org
https://funraise.org/text-engagement
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After all that's done, settle in and start digging into that data.  
If you’re a Funraise user, all your attendee data will have synced 
automatically with your donor CRM (yay!) making it easy to 
start segmenting and nurturing donor relationships.

Then, if you have the energy, consider sending a post-event 
survey to get your attendees' responses, both the good and the 
not-so-good. Typeform's easy and their stuff looks really cool.

PRO-TIP JAR

Create a Donor Appreciation social media campaign 
for the major donors who gave at your event. This 
can be a campaign scheduled for a week after the 
event to thank them for their contributions beyond 
just posting on your website and newsletter.

http://funraise.org
https://www.typeform.com/
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MAKE MOVES

Sample Thank You Letter, 
Social Post, Text Message, 
and Phone Script

Use the following templates for your post-event 
communications to let event guests know how 
much you heart their support.

Start from our Google Doc >

THANK YOU LETTER

Dear {Guest Name}

It was a pleasure hosting you at our {Event Name}. I'm thrilled to announce that due to the  
unwavering support of our guests, donors and sponsors, {Nonprofit Name} was able to raise  
{Fundraising Total} exceeding our fundraising goals! This is an amazing accomplishment  
and because of you, {Nonprofit Name} can continue to {Insert Mission} for years to come.

I truly hope you enjoyed yourself as there were so many special moments throughout the  
event. We invite you to check out our media gallery and highlight reel so you can relive the  
festivities with a smile.

Thank you again for your support and for attending the event. It truly was a  
momentous occasion and I look forward to seeing you again at the next one.

Until then, cheers!

Start from our Google Doc >

http://funraise.org
https://docs.google.com/document/d/1oGzh3IwLESn6hFCPmIOVsNPLDRd-igHQxPBxZoyP1FU/edit
https://docs.google.com/document/d/1oGzh3IwLESn6hFCPmIOVsNPLDRd-igHQxPBxZoyP1FU/edit
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SOCIAL POSTS

TWITTER

Many thanks to everyone who attended  
{Event Name}. Because of you, we raised  
{Fundraising Total} and exceeded our 
fundraising goals! If you missed out or want 
to see event highlights, please visit www.
shortlink.com #nonprofitgalahashtag

FACEBOOK

Many thanks to everyone who attended {Event 
Name}. Because of you, we raised {Fundraising 
Total} and exceeded our fundraising goals! If you 
missed out or want to see event highlights, please 
visit www.shortlink.com #nonprofitgalahashtag

INSTAGRAM

Many thanks to everyone who attended {Event 
Name}. Because of you, we raised {Fundraising 
Total} and exceeded our fundraising goals! If you 
missed out or want to see event highlights, please 
visit www.shortlink.com #nonprofitgalahashtag

LINKEDIN

Many thanks to everyone who attended {Event 
Name}. Because of you, we raised {Fundraising 
Total} and exceeded our fundraising goals! If you 
missed out or want to see event highlights, please 
visit www.shortlink.com #nonprofitgalahashtag

TEXT MESSAGE

Thank you for attending {Event Name}.  
We raised {Fundraising Total} and exceeded 
our fundraising goals! Check out event 
highlights at www.shortlink.com

PHONE SCRIPT

Hi {Contact Name}! This is {Nonprofit Contact} with 
{Nonprofit Name} and I wanted to call to personally 
thank you for your contribution and support of our 
{Event Name}. We exceeded our fundraising goals 
and were able to raise {Fundraising Total}. Those 
funds will go directly towards {Insert where funds 
will be distributed}. We truly enjoyed hosting you 
and hope that you'll join us at our next event.

Good day and look forward to seeing 
again in the near future.

http://funraise.org
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Fundraiser,

We’re so glad you downloaded this workbook and  
made it to the end! Now that you've completed the  
course, we hope you're bursting with the confidence  
you need to rock your next fundraising event.

GET SOCIAL 

Did you use tips from this course to plan your best 
event ever? Don't forget to share your success 
on social with the hashtag #planraiseengage 
and get kudos and virtual high fives.

Thanks for completing  
Funraise’s Plan, Raise, Engage  
Event Strategy Course!

http://funraise.org
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Donation Forms

Events & Ticketing

Fundraising Websites

Funraise App

Recurring Giving

Text Engagement

Automated Emails

Donation Tasks

Donor CRM

Donation Management

Wealth Screening

Donation Analytics

Donation Pledges

RAISE ENGAGE ANALYZE

FIND YOUR TOOLS AT FUNRAISE.ORG

Your events deserve  
 smart fundraising tech.

http://funraise.org
https://funraise.org/get-started
http://funraise.org
https://funraise.org/donation-forms
https://funraise.org/text-engagement
https://funraise.org/donor-crm
https://funraise.org/events-and-ticketing
https://funraise.org/automated-emails
https://funraise.org/donation-management
https://funraise.org/fundraising-websites
https://funraise.org/donation-tasks
https://funraise.org/wealth-screening
https://funraise.org/reader
https://funraise.org/donation-analytics
https://funraise.org/recurring-giving
https://funraise.org/donation-pledges

