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EVENTS ‘CASE STUDIES’

American Tennis Tournament

The Idea

· A tennis tournament with a difference. All the first round matches are played at a time and place to suit the competitors. The semi-finals and finals are played at a central venue on one day. If your want to add an extra incentive to enter, why not organise simple refreshments for competitors and guests on the semi-finals day. 

· All competitors pay an entry fee to enter the event. The cost of the entry fee will vary. A suggested entry fee is €10. If refreshments are served, you may want to increase the entry fee to reflect the cost of food and drink.

Planning Time Required

· Date and location of the finals day to be agreed and confirmed as early as possible 9-12 months in advance.

· Entry forms should go out to potential competitors in February or March for a June/July date.

· Organisation of finals day and refreshments should begin in February.

Key action points - how to run it

· Pull together a list of potential competitors ( each competitor will be responsible for recruiting his/her partner)

· Send out entry forms to potential competitors requesting entry fee 

· Organise the entrants into groups of eight couples and ask them to complete their games by a certain date and telephone the result through to a group co-ordinator. They should also send their entry fees to their group co-ordinator.  Group co-ordinators then send results/fees through to central organiser/treasurer.

· The winners of each group are placed into a knockout table for the final rounds. The finals rounds are held at a central venue.

· Take advice on insurance, security, legal and permits issues

Resourcing - help required

· Put together an organising committee for the event.  You will need committee members to  fulfil the following roles: 

· to act as a central contact for receiving group results and arranging final rounds ( working with venue)

· to act as group co-ordinators responsible for receiving and passing on group results to central contact and receiving and passing on entry fees to treasurer.

· to organise the refreshments  (if required) 

· to act as treasurer responsible for handling  all fees

· to manage publicity

Do’s and Don’ts 

· Do make sure you set the entry fee at a high enough level to make the event profitable

· Don’t try to make your refreshments too elaborate 

· Make sure that when the results are announced, your charity receive a good plug for your work.

Promises Auction

The Idea

· An auction with a difference. People are invited to bid for ‘promises’ e.g. baby sitting, gardening, a ride on a Harley-Davidson, a jumper knitted to your chosen pattern, a photographic session etc. Promises are generally things which cannot normally be bought - the more unusual the better.

· Promises auctions work well on both a small and large scale. They can be tailored to suit the nature and contacts of your charity. 

Key action points - how to run it

· Put together an organising committee for the event

· Set a date and time and book a suitable venue

· Persuade a local auctioneer to run your auction for nothing/ a minimal fee

· Draw up a pledge form and use the pledge form when persuading contacts to make promises. Make contact with local businesses and persuade them to make pledges also. Set a deadline for the receipt of pledges.

· Once all the promises have been made, use the completed pledge forms to put together a catalogue listing all the pledges received and sell the catalogue. 

· Consider covering the costs of producing the catalogue through selling advertising to local companies. 

· Sell the catalogue at the workplaces of businesses that have made pledges, through other charity events events, through friends and family, at local schools and clubs and by persuading local shops/ local services to display catalogues and sell them for you.

· The catalogue should be on sale during a six week period in the run up to the event. 

· Admission on the evening is by catalogue. Catalogues will also be available for sale at the event itself.

· At the event itself, the auctioneer will run the auction. Successful bidders will be given a note by the auctioneer’s runners of the lot number and price. This will them be taken to the cashier for payment ( cash or cheque). All lots must be paid for by the end of evening.

· On payment the bidder will receive a receipt showing the lot number and a description of the service and the name, address and phone number of the person offering the promise. It is then up to the bidder to contact the promiser.

· Proxy bids can be made in advance to the organisers with a post dated cheque for the desired price. Unsuccessful bidders will have their cheques returned to them after the event.

· Take advice on insurance, security, legal and permits issues

Resourcing - Help required

· Recruit an organising committee. You will need committee members to act as treasurer, to liaise with the auctioneer, to chase for and co-ordinate pledges, to sell catalogues, to co-ordinate refreshments and liaise with the venue, to handle proxy votes, to manage publicity etc.

· On the evening itself you will need people to sell catalogues on the door, to act as cashiers, to work as auctioneers runners, to manage the refreshments and deal with the venue, to set up the room and clear up afterwards, to manage any local press  interest. After the event, you will need to make sure that someone is responsible for thanking all those involved to warm them up for next year!

Do’s and Don’ts 

· Do make the promises as imaginative as possible - this will boost the income raised

· Do encourage promisers to set reasonable reserve prices on their promises ( include on pledge forms)

· Do use a professional auctioneer. They will raise your level of income enormously
· Don’t have more than 100 promises to auction. The event will be too long.

· Do allow time for those who have not seen the catalogue in advance to read it and absorb its contents before the auction starts.

· Do make sure the auctioneer is briefed to say something about the valuable work of the charity so that all those attending are clear what the money raised will be used for.

Summer Fair

The Idea

· A summer fair at a well known local venue charging an entrance fee and featuring a wide range of different stalls, side shows and amusements – a very popular event.

Planning Time Required

· The date should be set and the venue  booked a year in advance to be sure of a Saturday, probably in June, clear of half terms and other holidays.

· The organisation of the event will take  at least 9 months. Once the fair has been run once and provided excellent records are kept of the previous year’s event ( publicity materials, suppliers, side shows etc.), the second year should not be as onerous. 

Key action points - how to run it

· Put together a committee and agree a date and venue. The venue should be well known locally with good ‘passing trade’ to attract people in on the day.

· Set a suitable entrance price  

· Agree the range of side shows and stalls These should include a mix of the following: 

· Old favourites- jumble, tombolas, bookstalls, cake stalls, plant stalls

· Simple children’s games - hook a duck, lucky dip, treasure map, broken eggs

· Refreshments ( including a vegetarian option)

· Attractions provided by local services e.g. a fire engine

· Commercial stalls e.g. knitwear designers, jewellery, dolls house furniture.Table space is sold with 10% of takings or orders to the charity 

· Bought in attractions - ice-cream van, bouncy castle, ball pond, roundabout, coconut shy  

· Play area for children. Parents/carers must be present

· A raffle. Raffles must be registered with the local authority. Prizes should be donated  by local businesses

· An charity information stall giving out general information and recruiting volunteers.

· Make efforts to secure local sponsorship to offset costs e.g a local estate agent might sponsor a game or ride. In return they can display one of their For Sale boards with a ‘sponsored by’ notice next to their chosen ride

· Take advice on insurance, security, legal and permits issues

Resourcing - help required

· A summer fair is a major project. You will need to set up a special committee with a chair who will take lead responsibility for the event. Specific responsibilities of committee members will include:
responsibility for setting up, running and clearing up individual stalls e.g. cake stall, jumble, book stall etc.

· organising pre-event publicity and making sure there are plenty of banners, bunting and balloons on the day

· acting as treasurer

· recruiting and marshalling volunteers for the day ( making sure they don’t escape before the clearing up!).

· persuading local businesses to sponsor specific stalls to keep costs down

· You will need lots of volunteers to help on the day - setting up and staffing stalls, clearing up, selling raffle tickets, selling entrance tickets, dealing with queries etc. 

Body Night/Afternoon

The Idea

An evening/afternoon of self indulgence and pampering held at a prestigious venue. Those attending have the opportunity to sample a range of  beauty treatments and therapies as well as enjoying entertainment ( e.g. a fashion show, a jazz band, a demo of a workout) and browsing around a number of stalls e.g. jewellery, cosmetics etc. A raffle with suitably luxurious prizes has proved to be a good money spinner.  The event typically lasts 3-4 hours. Therapists give their services for free but gain a valuable sampling opportunity which may well result in future business.

Planning time required: The event will take at least a year to organise.

Key Action points - how to run it

· Put together a committee ( at least 5 people) and agree a date, time and venue 

· Agree an appropriate entry fee. Agree maximum number you can accommodate comfortably and minimum number you need to break even.

· Agree an appropriate price for each treatment session - suggest €5 per 15 minute session    (The therapist keeps €2.50 to cover expenses, the other €2.50 goes to the charity)

· Agree the range of therapies and treatments you want to offer e.g. aromatherapy, reflexology,  massage, manicures, shiatsu. Aim for between 20 and 30 treatments in total. 

· Agree the range of entertainment you want to offer. Fashion shows, demonstrations of tap dancing, step aerobics, workouts, a jazz band etc. have all been popular. Aim to keep the entertainment going throughout the evening to make waiting for treatments more pleasant. 

· Consider whether or not you need a compere to pull the evening together

· Agree the range of stands you wish to have at the event. Some stands could sell goods e.g. jewellery and cosmetics ( 10% of sales to the charity), others could offer advice and information e.g. local adult education college, Weight Watchers etc. You may also wish to offer information stands to those companies who have provided demonstrations of their classes as part of the entertainment. 

· Decide whether or not you wish to hold a raffle.

· Make approaches  to potential therapists, entertainers and stall holders keeping an accurate record of  who has been approached/by whom/when/what response. Follow initial approach up with a booking form to all those who have shown a positive interest. Include a deadline date for completion of the booking form.. One month prior to the event send out a letter of confirmation to all those participating together with detailed arrangements for the evening e.g. carparking, unloading, time of arrival etc. Ask therapist to bring a helper with them to take bookings, handle money and answer queries.

· Prepare a booking form for use by all therapists and their helpers to book in appointments on their stands. Include an appointments section on the back of entry tickets which therapists should complete when the session is booked.

· Agree a publicity strategy for the event - pre event, at the event itself and after the event ( see Publicity below)     

· Take advice on insurance, security, legal and permits issues

Resourcing - help required

· A major project! Set up a special committee (at least 5 people) with a chair. Each committee member should have a specific area of responsibility. Tasks will include:

· liaison with venue 

· all liaison with therapists - recruitment, confirmation, briefing, thanking 

· all liaison with entertainers - recruitment, confirmation, briefing, thanking

· all liaison with stall holders - recruitment, confirmation, briefing and thanking

· publicity

· recruiting and marshalling  volunteer helpers for the event - setting up, at the event itself and clearing up

· making approaches for raffle prizes

Note: When recruiting your committee, consider doing a skills audit. You will be surprised by the range of scope of experience on offer to you. Once you are familiar with each person’s skills, it will be easier to allocate responsibilities. 

Do’s and don’ts

· Be ambitious. A Body Night involves a major investment of effort.  Make sure you  budget wisely to ensure that the level of income justifies the effort involved  

· Do make sure your venue is prestigious enough to attract the quality names that will draw the crowds

· Do make sure you work hard on generating publicity in advance of the event to boost ticket sales. Use the highly visual nature of the effort to attract press photographers/TV on the night.

· Do make sure therapists have a helper to take bookings and money and deal with queries - this will help keep the treatments running to time.

· Do consider prebooking the first slots of the evening to friends/committee members etc. - this will ensure that when people begin to arrive they will be able to see what the treatments involve and  the evening gets underway straightaway.

· Do make sure you give therapists a 15 minute break during the evening

· Don’t rely on selling lots of tickets at the door - put lots of effort behind selling most of your tickets in advance.

Ball

The Idea

A dinner dance on a relatively large scale at a well known venue. All tickets will be sold in advance.  It is worth considering an unusual venue e.g. a local stately home. Tickets will be easier to sell if the public are intrigued by the venue.

Planning Time Required

12 months. Popular venues and bands may need to be booked up to one year in advance.

Key Action Points - How to run it

· Nominate a chair and put together an organising committee each with a specific task.

· Agree a date and venue.

· Consider carefully who you are aiming the event at and put together a ticket selling plan. Consider selling tickets to local companies for corporate hospitality, to associations ( Rotary and Round Table), clubs ( golf, tennis etc.) and through personal contacts. For larger events it may be useful to set up a ticket selling sub committee, each member of which is responsible for selling a specific number of tickets, e.g. 16 tickets ( 2 tables)

· Set the price of tickets to cover all costs and incorporate an acceptable level of profit.

· Consider your venue carefully. Do you prefer a local hotel or a venue where outside caterers, bar, and equipment ( tables etc.) must be organised separately? Using a hotel is likely to be more straightforward, however, the profit levels will be lower, the choice of menu less broad and it may be rather dull! 

· Book the venue, band and caterers well in advance. Use caterers that are known to the committee and choose food most people like. Make sure you have a vegetarian option. 

· Draw up a list of potential sponsors for the event (and/or aspects of the event e.g. the band, the catering etc.) and agree the package of benefits you can offer in return for their sponsorship e.g. naming the event after the company, free advertising in the programme, display boards with logos, credits on press releases etc. Make sure you make the most of your committee’s personal contacts within local businesses. 

· Decide what additional attractions you should offer -  a raffle and/or a tombola, a fun casino, an auction. etc. Make approaches well in advance for raffle and tombola prizes. Keep the best six items for a raffle.

· Agree what flowers and other decorations you want for the event. Table flowers and candles look attractive plus several pedestal arrangements. These can be auctioned at the end.

· Organise a photographer for the evening. Arrange for the photographer to come back later in the evening to sell his shots. This makes life easier and raises more money.

· Agree a publicity strategy for the event . Make sure you start early to help boost ticket sales. Consider inviting a celebrity to the event to help boost media coverage and promote ticket sales ( with their permission) 

Resourcing - Help Required

Organising a ball is a major event. You will need to set up a committee to run the event - each member of the committee should have a specific role. You may want to do a skills audit at the early stages of your organisation to decide which committee member would be best suited to which job. Specific Responsibilities of committee members will include:

· liaison with venue

· ticket sales ( a subcommittee could be formed for larger branches)

· sale of advertising in the ball programme ( a subcommittee could be fromed for larger branches)

· publicity - media relations and publicity materials ( tickets/posters/seating plan etc.)

· flowers and other decorations

· sponsorship

· raffle/tombola/auction/casino 

· catering and bar

· liaison with entertainers and/or any celebrities

· acting as treasurer

· recruiting and marshalling volunteers - you will need plenty of volunteers to help on the day - setting up and decorating tables, setting up tombola/ raffle/auction/casino, staffing the entrance, staffing the cloakroom, selling raffle tickets, staffing the tombola, acting as runners for the auction, clearing up afterwards etc. 

Costs and Income

It is vital to prepare an accurate income and expenditure budget  before you begin to organise a ball. You must be sure that you can sell sufficient numbers of tickets to offset the relatively high costs of staging the event. You must also work out your break even point.

Costs of a ball will include:

· Hire of venue and equipment ( tables/chairs etc.)

· caterers and bar facilities

· entertainment

· printing and publicity ( tickets, ball programme/menu, posters, fliers etc.)

· administration costs - telephone, postage, photocopying

· advertising costs

· celebrity costs

· flowers and decorations

Income sources for a ball include:

· Ticket sale income

· raffle and tombola income

· Income from advertising in the programme

· sponsorship either of the event itself or individual aspects of the event 

Do’s and Don’ts

· Do make sure you avoid a clash of dates. Your community will not be able to support two similar ticketed events on the same night 

· Do make sure you confirm everything in writing. A no show from the band or a double booked venue are potential disasters!

· Attend a ball yourself before organising your own. 

· When selling tickets, try to encourage people to commit to bringing a table of 8-10. This will help enormously when allocating tables and will guarantee numbers.

· Draw up a blank table plan before you start selling tickets and write names on table plan as tickets are sold. This will help prevent confusion later on.

· Make sure you receive payment for tickets before the event

· Let guests know how much was raised after the event and keep their names and addresses to make ticket selling easier for future events 

· Choose a band appropriate to your target audience. 60s/70s music often goes down well depending on your age profile!

· Make sure you publicise the event well in advance and don’t forget to contact the media after the event to tell them how much was raised/how the money was spent.

· Don’t forget to provide drinks and simple food for the band/other entertainers and volunteers during the evening.

· Don’t forget to write thank you letters

· If you are not using a hotel, make sure you have enough car parking space.

Brief summaries of fund-raising events

Antiques Valuation Day

· Arrange a date and venue - a good sized church hall with ample parking would be suitable.

· Persuade two or three local auctioneers/antique dealers to attend for free and value the items brought in by the public. 

· Recruit small team of volunteers to help with setting up and clearing up, selling tickets on the door, publicity including leaflet distribution, organising a raffle, preparing and selling refreshments. 

· Charge an entry fee and sell tickets on the door. Profit can be increased by the sale of coffee, teas, light lunches and/or organising a raffle.

· Publicise the event in advance using a simple flier distributed as widely as possible. Also make contact well in advance with the local media - press, TV and radio

· Book venue and auctioneers well in advance 

Break Out (Sponsored) 

Challenge several teams or individuals to see how far they can get from an agreed point within an agreed time with only €5 each. Teams get themselves sponsored for every mile they cover. They will need to bring back proof of the destination they reached e.g. a local bus ticket.  Make sure you warn people against dangerous activities such as hitch hiking.

Bridge Drive

This event can be run as a one off or on a regular basis.

· You will need a venue which can provide space for the required number of tables and room for refreshments. You may also want to have space for stalls selling goods such as children’s’ clothes/books. Remember to provide plenty of parking.

· Book venue well in advance and start publicity early. Allow at least 8 weeks to sell tickets.

· Obtain loan of card tables and cards and prepare score sheets

· Arrange refreshments

· Obtain raffle prizes and prizes for highest scores etc.

· Sell tickets in tables of 4 and set a limit on the number of tables available. 

· Start event before play starts to allow time to buy from stalls. Play starts at appointed time with break for refreshments

· Each table scores for themselves with a scorer available to check scores.

· Stop play at scheduled time and hand in scores for checking.

· Award prizes and draw raffle.

· You will need a small team to arrange loan and transportation of equipment, preparation and serving of refreshments, organising raffle, publicity and ticket selling, scoring, setting up and clearing up.

Coin Chains

· Most of us carry loose change in our purses or pockets so why not ask people to lay them end to end to make a chain or an interesting pattern in aid of your charity. Your ever increasing chain or pattern can be located where ever people gather - a shopping centre or leisure centre works well ( with their permission, of course).

· You could also use coin chain as attractions at other events e.g. a fun-day or summer fair.  

· As well as raising money coin chains attract public attention and create useful local publicity. 

Diminishing Coffee Parties

· A fund-raiser which starts with one person inviting seven guests to a simple coffee party and ends after seven rounds with over 5,000 people inviting one guest each. Make sure that each round of parties is completed by an agree date.

· Guests pay a fixed sum and each agrees to host a further coffee party of their own with one less guest. These people in turn hold another coffee party again with one less guest ( For coffee, also read tea, sherry, wine or whatever you fancy!)

· The parties run like this:

1        person invites 7 guests who hold their party by x date

7        people invite 6 guests who hold their party by x date + 2 weeks

42      people invite 5 guests who hold their party by x date + 4 weeks

210    people invite 4 guests who hold their party by x date + 6 weeks

840    people invite 3 people who hold their party by x date+ 8 weeks

2520  people invite 2 guests who hold their party on x day + 10 weeks

5040  people invite 1 person which ends the cycle on x day + 12 weeks

· All hosts are requested to send the money raised at their party to the Treasurer. In order to make sure that everyone knows where to send the money each host should give each guest a slip of paper with the treasurer’s name and address at each stage.

· Assuming each guest pays 50p, over £6000 could, theoretically be raised. There are, however, bound to be drop outs along the way.

· Once the cycle is complete and the total raised is known, contact the local media to announce the figure. 

Pyramid Lunch

· Five people invite four people ( plus children) to lunch or tea at home. Those four invite three, who each invite two who each invite one person. Each invited guest makes a donation (suggest a figure) to the charity.

· It is a good idea to provide a supply of attractive invitations to pass down the line. 

Treasure Hunt

· This is a flexible fund-raising event - it can be run on a small scale in a private house/garden or on a larger scale in a neighbourhood or across a whole town! 

· Give participants 20+ clues of varying degrees of difficulty and get people to find the objects that you have hidden/landmarks you have identified. Participants can either be asked to identify the object/landmark or, alternatively, sign the blank sheet of paper hidden at the spot. The winner is the person with the most signatures/objects identified within a given time period.

· A car treasure hunt is an adult event and local police must be consulted at the planning stage.

· Any treasure hunt must be well organised and the challenges must be set by someone with imagination. A treasure hunt could be followed by a barbecue or pub lunch.

· An entry fee for the treasure hunt should be charged.
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