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Organising Profitable Fundraising Events

Early Planning Form

Note:  This event planning form is intended to help us think through all possible opportunities and pitfalls of a proposed event before starting on the detailed organisation.   Having completed this form we can then make a judgement on whether the event is viable and worthwhile before proceeding.

Name of proposed event:

Staff Member responsible:

1. GENERAL 

Description of the event:

What are our primary objectives? (Specific and measurable)

What are our secondary objectives?

Have we organised an event like this before? What did we learn?  If not, are there any other organisations (e.g. local schools /other local charities) who could offer advice?

What is the proposed date and time for the event?  

What other local/national events are planned for that day/time e.g.

· School holidays/half terms?

· Is the weather an issue? Is the event appropriate for the time of year.

Where is the venue?

Is the venue suitable? 

· Is it well known /easy to find? 

· Are its facilities appropriate for what we have in mind (disabled access, access for people with children, ample parking, ample toilet facilities, 

· Has the venue been used before?

2. THE MARKET

Who is the event aimed at?

Why do we think the event will appeal to them? 

How many people can we reasonably expect to attend?

If we are aiming outside our usual constituency, how will these people be reached?

3. RESOURCING - How will the event be organised?

· Do we have the staff time available to organise the event?  Give details:

· Will we need to recruit a special committee to work along side the staff?

· What kind of skills/experience will we need on the committee? (A committee of 8-10 people each with a specific role, e.g., publicity, staffing, treasurer, liaison with the venue, works well).  

· Have considered a skills audit to try to flush out committee members?

· Do we need to consider employing an outside agency to run the event or assist us with it?  If so, how will we select them?

· What number of volunteer helpers do we need for the run up, the day itself and the clearing up? 

· Do we have access to sufficient numbers of volunteers through existing networks or will we have to find new people?  If we need new people, how will we reach them?

· Should we seek help / go into partnership with any other organisations? 

4. SPONSORSHIP

Can we approach a company to sponsor the event, either in part or in full? 

What contacts do we have with companies whose business makes them relevant to this event? (Including contacts our volunteers, committee members, etc have).

Are there opportunities for gifts in kind from companies?

What package of benefits could we deliver?

5. THE RISKS

What could go wrong e.g. weather, insufficient numbers, insufficient volunteers, other event clashes?

What will we do if things do go wrong - what is our contingency plan?

6. PUBLICITY

How will the event be publicized? 

How can we use the event as a publicity vehicle for the charity as a whole?

What publicity materials are required? How will these materials be used for maximum effect e.g. how will fliers and posters be distributed?

What contacts do we have with media to secure coverage?

Do we want a celebrity?  If so, what contacts do we have?

7. INCOME

What is our income target for this event? 

Consider all the possible sources of income and estimate the likely acceptable income. Do not be over optimistic. 

Source of Income.
 



Likely Income

---------------------------------------------------------------------------------------------------

List e.g. Ticket sales, raffles, advertising revenue
£/ €

-----------------------------------------------------------------------------------------------------Total

-----------------------------------------------------------------------------------------------------

8. COSTS

What will the event cost? Consider all the possible costs. Cost estimates should be generous. It is wise to build a contingency into the budget. (It may be possible to reduce the costs of the event substantially by securing gifts in kind for specific items - e.g. catering, printing etc. The costs, however, should be calculated on the basis that everything will have to be paid for).

Cost Categories





Likely Cost

-----------------------------------------------------------------------------------------------------

List e.g. printing, venue hire, refreshments etc.

£ / €

Contingency

-----------------------------------------------------------------------------------------------------

Total

-----------------------------------------------------------------------------------------------------

8. NET INCOME

Deduct the total costs from the total income to arrive at the net income for the event.

How much must we raise to break even e.g. how many tickets must we sell?

9. IS THE EVENT VIABLE?

Now that we have calculated the likely costs and income and thought through some of the other issues involved, is the event viable? If not what amendments could be made to increase its viability?

10. INSURANCE, LEGAL AND SECURITY ISSUES

Are there any legal issues?

Is the event covered by insurance in the event of any problem?

Do we need to apply for a liquor license?

Is the event subject to fire regulations?

What are the Health and Safety implications of the event?

What arrangements will be made for security given that we will be handling cash in a public place?







