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Event Task Planning Guide

By Peggy Chong

For the past few years, we have heard a lot about the need to plan and hold large-scale events for the National Federation of the Blind.  But if many of you are like me, you want to know the who, what, when, why, and how of the event before you begin.  Event planning is no different than any other event we undertake on behalf of blind people; it just seems much more scary.  After the first event is under your belt, the rest will run as smoothly as all of the other efforts such as legislative efforts or Meet the Blind Month activities we have been doing for years.  Enthusiasm and excitement will open up a whole new world for promoting and funding the NFB.

Many of us have attended seminars or read fundraising books, yet we still have difficulty getting an event off the ground.  Some may feel as if they need a bit more handholding while planning a larger event.  An experienced event planner is just someone who took the first step.  

So we have put together a "Task Planner," if you will, to help you take the first step. The following are suggestions for general event planning.  This guide should be used as a springboard for new event planning.  Follow the Pre-event Planning questions.  The other sections should help to make your event an enjoyable success. 

Personalize the events.  This makes it easier for everyone to take ownership of the event.  Not all items suggested here will be appropriate for every event.  Each event should have fresh ideas as well as old favorites.  Use this guide to build on ideas or to think through your new project to help determine if anything has been left out.  Build on the imagination, suggestions, and talents of those involved.

Pre-event Planning
Hold a pre-event planning meeting with several of the leaders in your affiliate or chapter and review this document.  This will help plan the agenda for your event and your first committee meeting.  Let your imagination flow during this meeting.

What is the purpose of the event?

Recruiting

Opportunity

Fundraising


Annual Event

Publicity


Recruiting volunteers/members

Networking

Is there a theme?

Who or what is your target audience?

Will you be working with an event coordinator?  If so, have the contract reviewed by the National Office before signing.  Be specific, in writing, as to who will be responsible for what and what you will be paying for.  Include a timeline as to when the tasks should be accomplished.

Do you have enough time to plan the event?  A good rule of thumb is that a large event needs a minimum of 6-12 months lead-time.

Do you have the people power to carry off a large event?  If not, where can you get it (i.e., church groups, Lions Clubs, sorority or fraternity)?

Attend similar events in the community and observe how that event was carried off.  Evaluate what you liked or what you would have changed.  This will help to strengthen your event.  That event’s planners may have done things very well that added to their success that you have not even thought about yet.  Look at the literature or material they distributed.

Is there a group of community leaders that you can draw expertise from?  If not, can your affiliate create one?  If so, there are many questions you need to ask yourselves.  Who do you know?  Who should be on the committee? What can they bring to the NFB?  Why would they want to serve? How long will you want them involved in the organization, for this project or a commitment to help the affiliate along for at least two years?  If you are having an event that may include the use of public property, having an official from the city on the committee may bring the knowledge of needed permits or requirements that you do not know about.

Setting up a committee of community leaders to assist the organization with PR and fundraising events takes time.  If this is part of your event strategy, allow a couple of months to decide who to ask and what you want to ask them to do, to ask them, and to get this group together.  What will the group be called?  Have the committee involved from the very beginning.

Once a committee is in place, they need to get to know the Federation and you need to get to know them.  Have a planning meeting where you may wish to show one of our many videos, especially if it ties into the type of event that your chapter or affiliate is planning.  Invite them to chapter meetings or the state convention.  Set regular meeting times but only as often as needed.  Remember that all of us, including them, have busy schedules.  Assign tasks for each member.  Follow up!

These are the people who can bring in your in-kind contributions, ticket buying-base, or the volunteers that you may need to carry off the event.  They should also be able to bring in other money as well. 

Set a schedule for regular meetings for the event.   Have an agenda for the meetings.  Keep the meetings short.  You want to have all the members hear where things stand and problems that are cropping up and be given time on the agenda to offer solutions. Every week is too much.  Phone calls and emails can keep specific issues moving without taking up the committee's time.

Bookkeeping is an important concern.  Keep track of money received, and from whom, and when it was received.  If you have a small chapter treasury that is not used to dealing with large sums of money, assign someone to work with your treasurer to ensure that proper records are kept and that bills are paid in a timely fashion.

Prepare a Budget

Design a budget with columns for expense and income.  Note if the expense will be covered by in-kind contributions.  Look at what your potential income will be.  After the budget has been drawn up and reviewed, you may want to change a few things about the event to better meet your goals and abilities.

Sample Budget Expenses

 
Location




$1,000
In-Kind


Permits




$   100


Insurance




$       0
Under Affiliate's Policy


Catering




$1,800


Printing




$   250


Postage




$     80


Transportation



$1,133


Talent/Speaker



$5,000


Equipment Rental



$1,000
In-Kind


Security




$   500


Decorations




$   250


Door Prize-Silent Auction

$   100

Total





        $11,213

Sample Budget Income


Holiday Inn Space Contribution

$1,000


Jack's Audio Video


$1,000


Event Ticket Sales
200 x $25

$5,000


Silent Auction



$1,500


Sponsor Support



$4,000


Raffle Tickets



$2,000

Total





      $  14,500

Net Profit




          $3,287

Do not underestimate your monetary needs.  It is always nicer to come in under budget.  If you find that you have more in-kind contributions for prizes, the budget could be changed to include additional items that would enhance the event

Note that to have a successful event, there may be fundraising needs other than just ticket sales.  Most events will need the help of sponsors to be successful.  Corporations and small businesses will love the publicity.  Even with a major draw, the percentage of profit versus cost may be quite small without a variety of ways to bring in the money.

Sponsors

The budget should have given you some idea of the needs for your event.  Approach first those who can donate in-kind services, such as printers.  Then begin to ask, and ask again, anyone who may wish to become a sponsor.  Ask in person!  Email is great, but follow up with an in-person ask.  It is harder to turn you down in person.  Keep in mind that very few people realize they want to be a sponsor until you and your team have explained it to them. 

Have a brainstorming session with chapter members and your community board.  Who knows whom?  What businesses do the members frequent?  What companies have supported your events in the past?  Are there several companies that fit the theme of the event?  Example:  Erik Weihenmayer events may be attractive to sports stores, sports equipment rental stores, shoe stores, and so on.

Train your committee on how to approach sponsors if they are unsure.  Role-play an ask.  Have those who have asked for gifts before lead off this segment.  This also helps get your volunteers familiar with the language you would like them to use and the material they will be giving to the sponsors.  

Design special levels of sponsor giving.  Some sponsors may wish to be at a higher sponsor level than another firm, or may wish to be the top sponsor.  Make it worth the sponsor’s while.  Certain sponsors may have a banner at the head table or at the finish line.  Make sure to give all sponsors recognition.

Event Planning

Calendar for the event

Put together a calendar for the event.  List the date a task is to begin and when it should be completed.  It is a good idea to put the names of those who will be responsible beside the task.  A few days before the completion date of the task, the Chair should call those responsible for the completion of the task to ensure that everything is still on schedule.

Location

BEFORE YOU SIGN ANY CONTRACT, BE SURE TO READ IT CAREFULLY!  Review every contract with your state president or board.  Ask the national office to review any contracts for large cash outlays.

Be realistic on the space you will need.  There should be plenty of room for people to move around, but not so much space that it looks like 3/4 of the people you expected to come did not show.

	Tasks needed/required
	Yes/No
	Cost? 
	Personnel required

	Rent Space
	
	
	

	Refreshments/catering

Some locations require that their caterer be used
	
	
	

	Permits: liquor, parking, etc.
	
	
	

	Event Insurance
	
	
	

	Clean-up
	
	
	

	Public Address System
	
	
	

	Electrical hook-up
	
	
	

	Audio Visual Equipment
	
	
	

	Computer hardware/Internet hook-up
	
	
	

	Cash Box
	
	
	

	Telephone(s)
	
	
	

	Parking
	
	
	

	Access to Public Transit before and after the event
	
	
	

	Security
	
	
	

	Bathrooms
	
	
	

	Lighting
	
	
	

	Extra Volunteers
	
	
	


Other things to consider:

Does the location have time restrictions?

Is smoking allowed?

Will the location have the necessary tables, chairs, or platform?

If it is an outdoor event, things such as bug or bee control may be a concern. 

Do you need wind and rain alternatives?

Will you have access to the location early enough to decorate?

Will you need accommodations for animals such as dog guides?

Is the location accessible to people using wheelchairs?

PR

Choose PR options that know your chapter/affiliate, have something in common with your chapter/affiliate, or fit the theme of your event.  Keep PR tools consistent in style and color.

Who will be the Honorary Chair and/or Co-chair?  Choose an Honorary Chair who will help with connections in the community that will assist in the PR and/or fundraising.  This may be the Chair of the Committee you have formed from the community.  It is okay to have a Co-chair for large events.  Make sure that the Honorary Chair has your event on his or her schedule and will attend.

Do you need photographs for your pre-event PR?  If so, what should be in them? Who will take them? How will they be distributed? Do you have permission to use photos that you already have?  Keep in mind that kids and dogs attract attention.  

Who will be the spokesperson for the event?  A spokesperson and Honorary Chair can be very different jobs.  The Spokesperson and Honorary Chair may both address the press, but the spokesperson will ensure consistency and accuracy regarding the NFB.  Put the name, phone number, or email address of the spokesperson on the PR material. 

Compile a special invitation list.

Will anyone be given complementary tickets?

With larger events, a packet aimed directly at sponsors may be beneficial.  Try to mail as few as possible.  Have presenters try to make appointments with potential sponsors to present the material in person.

Is there an exterior wall of a business where an NFB banner could be attached?  Or an electronic data screen on a bank or media station that the public sees every day where information about the event could be displayed?

	PR Task
	Cost
	Time Frame
	Assigned To

	Invitations
	
	
	

	Letter to friends/sponsors/officials
	
	
	

	Posters
	
	
	

	Photographs for PR material
	
	
	

	Brochures
	
	
	

	Flyers
	
	
	

	Tickets
	
	
	

	Return envelopes
	
	
	

	Program book
	
	
	

	Press release
	
	
	

	Mailing list for letters
	
	
	

	Mailing list for press release

Include newspapers, radio, TV, cable
	
	
	

	Email lists for press release
	
	
	

	Email lists for invitations
	
	
	

	Email lists for government officials and community leaders
	
	
	

	Radio and television interviews
	
	
	

	Sponsor promotions coordination
	
	
	

	Posting on the affiliate's Web site
	
	
	


Other things to consider

Keep in mind that many organizations, government offices, and businesses do just about everything by email.  If you have not already done so, spend quality time putting together your email lists.  You may want to have them in groups to make identification easier the next time around and to target different populations with a different message.  Email also keeps your postage costs down.

When designing signage or banners for your event, keep in mind other options.  Banners can be quite costly when ensuring they will survive the event intact.  Design them so your affiliate can make use of them for years to come in this and other events.

Who will be in charge of ticket sales?

Who will be the overall coordinator?

Do you have the people power to carry off all of the tasks?

Have members place announcements in their company newsletter or bulletins announcing the event and where to purchase tickets.

Are there Web sites related to your sponsors that will post information about your event?

Spin-off Fundraisers

Program Book:  Sell advertising space in your program guide.  Attend similar functions and note the cost they have charged companies to advertise in their program guide.  This will help to give you an idea what the companies will pay.  Suggest coupons to retail stores and restaurants. Will the Program Guide and the Silent Auction or other spin-off options be combined in the program guide, thus reducing some printing costs?  

Keep in mind that this is a souvenir of your event and can bring in almost as much money as ticket sales.  Make it look great!  Make the contributors look great!  Will this be offered in alternative formats?

Games:  Add games such as cakewalks, duck ponds, dunk tanks, fortunetellers, or amusement rides to enhance the event.  Some booths or games could be built by volunteers.  If the event calls for large rides, contract with companies that have a track record in your community.  Keep the money changing to a minimum.  Sell tickets at one or two places on the grounds and use the tickets to purchase trys, rides, or items during the event.

Awards: Awards could be given out for Braille Readers Are Leaders, Teacher of the Year for Blind Children, Bus Driver of the Year, Honorary Federationist of the Year, or to public officials who have assisted the affiliate on major efforts during the past year.  This will increase publicity for the event.

Sale of Items:  Sale of souvenir items can be offered for the event.  Will there be a variety of items?  Try Whozit hats, bags, or cups.  You may want to have items made specifically for this event.  Remember, dated items do not sell at other events or next year.  If you are selling food items, keep in mind that they need to be stored properly.  Candy bars melt on a hot day.

Table Sales:  Offer a special benefit for a company to purchase an entire table, such as advertisement on the table.  You could add helium balloons to enhance their table’s visibility.

Preparing for the actual event

One person should be in charge of the event that day.  That person should be known to all your staff.  If there is any problem, that person needs to know and be able to deal with it so that the guests never know there was ever a problem.  The chair of the event will be busy meeting, greeting, and moving the event along.

How much decorating will you be doing?  Make sure that you have your decorations ready to go before getting to the facility.   If you are having a lot of decorations, maybe you will need access to the hall or grounds several hours or even a day before to do the decorating.  You do not want your decorators to be too exhausted to work or attend the event.  

Overstaff!!!!  There will always be someone who will not show up for a task that needs more attention than you had originally thought.  It is much better to tell a couple of folks that they are not needed at this time.  Maybe they can check back with you later and just enjoy the event.

Plan the agenda.  This means that you need to consider just how long you can keep the attention of the crowd.  The beginning of a Walk-a-Thon, you may have only 10-15 minutes to welcome everyone, thank them for coming, explain the day's event and why they are here, and introduce a few people.  An awards dinner should not go longer than three hours.  THAT INCLUDES THE TIME TO EAT!  Do not bore the audience.

Prepare and bring a checklist of everything:  the tasks to be completed, the agenda, a list of who is responsible for what, and so on.

Arrive in plenty of time at the location to oversee all aspects of the event.  Has the hotel/space set the room in the style agreed upon?  Is the heating/air conditioning operating?  Are the food or drink stations in the correct and convenient locations?

Assure that guests know where to go.  Signage may be needed to direct everyone to the location of your event.

Registration:  Will guests be registering before entering the event?  Will they be picking up seat or table assignments, programs, goody bags, nametags?  If you will be giving out goody bags, be sure that they have been filled the day before the event.

Checklist

Tables

Chairs

Podium/platform

PA system

Food/refreshments

Electronic equipment operational

Where is the speaker/entertainer?

Nametags/table assignment cards

Awards

Agenda, materials, and literature

Decorations/advertising banners

Door prizes

Trash cans

Photographer

Security for money/silent auctions

Greeters

Don't worry.  This is just like a wedding.  Something will inevitably happen that was not according to plan.  If the guests did not notice and the event went well, then don't worry about it.

Follow-up

This is an essential component for any event. 

THANK EVERYONE FOR COMING!

 Thank yous in person mean a lot more to many people than a card or letter.  Plan to thank as many people in person as possible.  The night of the event is a very important time to thank those who have contributed to the success of the event.  

 Send written thank yous to your sponsors and contributors.

 Thank everyone that donated items or services.

 Thank chapter members at the next chapter meeting, and remember to point out extra effort by certain people who went above and beyond the call of duty.

Email pictures of the event to those on your email list.

Checks have addresses and contact information to build a mailing list for your next event.  Take all the information from every check down before cashing the checks.  

Follow up PR.  Tell how well the event did, reactions of participants, etc.

Hold a meeting with all of the participants a few days after the event and go over all of the activities together.  Write up a report that lists all of the successes and the things you would like to change for next year.  This will give you a jump-start on next year's event.

Save your extra brochures, flyers, handouts, program guides, silent auction programs, and so on.  This will help you remember who you worked with last year and save a lot of time the second time around.  Use the last year's programs in the sponsor packet for upcoming events.  

If you contracted with others during the event, review the contracts to see if there are things that you would have liked in that contract.  Make notes.  When designing the contracts for the next year, the new ideas can easily be included. 

ITEM # _______
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