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The Life Span of a Special Event

Special events range from baseball games to yard sales; from picnics to formal dinners.  No matter which special event you decide to use to raise funds or get people involved with your organization, here are some basic universal steps to follow. 

· Set measurable goals 

· Develop and adhere to a timeline

· Advertise the event

· Continually manage logistical details 

· Execute the event

· Follow-up

While the following plan details the life span of an annual dinner, the steps are common for all special events.   

The St. Anastasia School Annual Dinner

Timeline

Months One and Two (October and November)

1. Assemble event committee (Attachment: Start-up goals)
2. Determine type of event

3. Determine target audience

4. Determine event date and time

5. Determine event goals

6. Determine event budget

7. Select and approach potential Honorees or guest speakers

8. Assemble list of local businesses for contributions or sponsorships

9. Assemble list of local businesses as invitees

10. Gather bids from vendors

11. Assemble a media contact list for advertising the event

12. Prepare preliminary guest lists with counts

Month Three (December)

1. Finalize Honoree

2. Prepare working budget (Attachment: Dinner Budget)
3. Refine mailing list for public relations (Attachment: Public Relations Contacts)
4. Draft and send press release (Attachment: Press Release)
5. Reserve event site (depending on venue may need to be booked up to a year in advance)
6. Follow-up with logistical arrangements (Attachment: Logistics)
7. Refine mailing list for invitations 

8. Personally contact local leaders to rally support for event

9. Write and design invitations (Attachments: Invitation and R.S.V.P. card)
10. Put event information on website

Month Four (January)

1. Finalize invitation copy 

2. Arrange for dinner tasting at event site

3. Send Honoree in depth information about organization and request mailing list 
4. Schedule personal meetings with top business sponsors

5. Schedule personal visits with local political/community leaders

6. Continue advertising the event 

7. Send press release to media contacts 

8. Follow-up with logistical arrangements 

9. Update website information

Month Five (February)

1. Print invitations

2. Finalize all mailing lists (alumni, parents, media, business, political and community leaders, honoree contacts)
3. Meet and solicit business sponsors to underwrite event

4. Meet with political/community leaders to rally support and press for event

5. Attend dinner tasting at event site, invite Honoree to attend

6. Update website information

7. Follow-up with logistical arrangements

8. Begin to plan event program and entertainment 

Month Six (March)

1. Send advance invitation to business and political/community leaders

2. Keep Honoree updated on the progress of the event

3. Continue to update media contacts on event

4. Continue to send out press releases

5. Continue to meet and solicit business sponsors to underwrite event

6. Continue to meet with political/community leaders to rally support and press for event

7. Update website information

8. Follow up with logistical arrangements

9. Mail invitations and immediately follow-up with responses (strive for 8-weeks from event date)

10. Draft evening timeline (Attachment: Evening timeline)
Month Seven (April)

2. Order table gift (School T-shirt) 

3. Order Honoree’s plaque


4. Buy Honoree gift (Engraved Pen/Pencil Set)

5. Continue to send out press releases

6. Continue to meet and solicit business sponsors to underwrite event

7. Continue to meet with political/community leaders to rally support and press for event

8. Draft Honoree’s remarks for the night of the event

9. Finalize evening timeline 

10. Distribute timeline to all staff and discuss individual assignements
11. Draft dinner program (Attachment: Dinner Program)
12. Draft staff remarks for the night of the event

13. Update website information

14. Follow up with logistical arrangements

One Week Before Event 

1. Wrap table gifts and pack for transport
2. Finalize Honoree’s remarks

3. Finalize staff remarks

4. Run through evening timeline with staff

5. Review and update RSVP list daily

6. Work on seating arrangement (work in progress until hours before event)

7. Confirm arrangements with restaurant

8. Set-up transportation for Honoree and staff

9. Follow up with logistical arrangements

Day of Event (Thursday, May 6th)

1. Start on time!

2. Distribute walkie-talkie’s to key staff

3. Pack table gifts and dinner program for restaurant

4. Display table assignments 

5. Make sure greeters are visible 

6. Keep an eye on the clock

7. Check podium and microphone

8. Assign a staff member to keep track of the Honoree

9. Stick to the timeline 
Week after Event

1. Send acknowledgement letters (Attachment: Event Acknowledgement)
2. Call major donors and underwriters (as well as send acknowledgement letters)

3. Send press release about the success of the event

4. Thank honoree 

5. Distribute event photos 

6. Meet with staff and event committee to wrap-up details and evaluate event

7. Update website information

8. Process invoices for payment

9. Finalize income/expense reports

10. Thank the staff and volunteers

11. Start planning next year’s event
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