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Planning an Event

Some questions to Ask:

What kind of event would I want to attend?

Lecture, dinner, theater benefit, golf tournament, entertainment, volunteer program, luncheon, reception, etc.

What kind of audience do I think this event would attract?

Alumni/Alumnae, corporate sponsorship, parents and/or children, age groups, income levels, etc.

How much would I pay for this kind of event?

What would you personally pay to go to a lecture, dinner, etc.  What do you think your target audience would pay?

Would I pay more knowing this is a fundraiser?

Does your target audience understand that this event’s purpose is to raise money?  Is the focus to raise awareness about a subject?

What is my/my office’s ability/capabilities/time allotment to produce an event?

Does your office have the capability to handle a large-scale event?  Who would be the “point person”?  Whose phone number would go to the material?  What time commitment is required?  Do you have volunteers or people whom alumni who would offer their support in planning?
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