OEVENT PLAN

Thank you so much for your support of Cure4CF Foundation, we hope you have a great experience raising funds toward a cure for cystic fibrosis. Here is a guide to help you get started on your event planning.
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FOUR MONTHS PRIOR TO YOUR EVENT

Decide what type of event you are going to hold and choose a date to hold it on.

Fill out the Cure4CF event registration and email it to info@cure4cf.org.

Research price for venue and other costs.

Ask friends, family or work colleagues for help. Maybe you can form an event committee. Start building support for your event by letting your family and friends know in advance about what you are doing.

Set your budget ­ try to keep your fundraising costs under 30%.

Identify areas where you may be able to source items to be donated or parts of your event that could be sponsored.

Send proposals to organisations who could support you.

THREE MONTHS PRIOR TO YOUR EVENT

Follow up your sponsors to see if they are able to support your event.
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Secure venue and other vendors.
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Start to build your guest list.
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Design your invitations and flyers etc.
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Please forward any promotional material you are developing to Cure4CF for approval if our logo is included, Email to info@cure4cf.org
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TWO MONTHS PRIOR TO YOUR EVENT


Send out your invitations, don't forget to include your RSVP date.

Organise how you are going to execute your event with support of volunteers.

Send a media release to your local media.

ONE MONTH PRIOR TO YOUR EVENT

Send details and any last minute correspondence to your guests.


Follow up with local media


TWO WEEKS PRIOR TO YOUR EVENT

Confirm venue and all suppliers.

Update volunteers on the event details and tasks assigned.

DAY OF THE EVENT

Have fun and celebrate the role you have played in being part of the cure for cystic fibrosis airway disease.


AFTER YOUR EVENT

Collect all of your donations and deposit your funds with Cure4CF Foundation.

EVENT BUDGET TEMPLATE TO SUPPORT CURE4CF FOUNDATION Fundraising Income and Expenses

EVENT NAME:

EVENT DATE:


Ticket sales

Table sales

Raffle

Audio visual and lighting

Equipment rental

Insurance

Miscellaneous

Parking and transportation

Photography

Promotional materials

PR

Silent auction/Raffle

Venue fee/Deposit

Other

Total Expenses

