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Steps to a Successful Event

Preliminary Steps
· The Draw – Identify a guest speaker or some other highlight that will draw in your audience.

· The Date – Consider holidays, fundraising deadlines, guest and candidate availability.

· The Location – Pick somewhere easily accessible in your district that can provide good food and is the right size. You want the event to look full.

· The Participants – Will this be organized by your campaign alone or will the party or another candidate cohost? Decide early how profits will be split.

· The Accountant – Decide who will look after the money.

· The Chair – The event chair or host committee will coordinate everything and must be on board from the start.
The Lists

· Invitees – Decide who will be invited. Depending on your target audience consider past donors, party members, and new prospects such as business leaders.
· Master Fundraising Database – Include all information on invitees to track their support and to keep organized.
Marketing

· The Invitation – Get it done right, if possible hire a professional. Include all relevant information, including how tickets can be purchased. Mail it out six weeks in advance.
· Selling Tickets – Identify 5-10 key people that can help the Chair make follow up phone calls two weeks before the event, ideally to people they already know. Have your campaign volunteers call anyone on the list that your key people don’t know personally. Create a plan for collecting the money and distributing tickets.

· Tracking – Keep detailed track of who has received an invite, who had been called, who has bought a ticket, who has bought a table, and who has refused. 
Event Day

· Seating Arrangement – Ensure prominent guests have good seats.

· Technical Arrangements – Test the sound system ahead of time. Bring your own if they venue doesn’t provide it. Bring your own decorations to make the room feel full and energetic. Make a “splash” to entertain your guests (a video, performance, theme, etc.)

The Aftermath

· Thank You Letters – Thank attendees for supporting your campaign or cause.

· Accounting – Deposit checks and pay bills from the event right away. 

· Review – Learn from the experience what went well and what didn’t. 
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