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Fundraising Event Planning Template

This template is provided by United Way Northern Utah, Nonprofit Connection for nonprofits. The information provided does not constitute legal advice. User assumes all risk.

Use other nonprofit tools.
Register for our trainings.

Request consulting for a Northern Utah nonprofit (Ogden to Logan):

Mark Atkinson
Nonprofit Connection Director
matkinson@uwnu.org




























Fundraising Event Planning Template



Organization:
_________________________________________

Event Name:
_________________________________________

Date & Time:
_________________________________________

Venue (or Virtual Platform):
_________________________________________
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[bookmark: _Toc210636980]1. Event Purpose, Revenue Goals and Payment Methods

Event Purpose(s)

[Fundraising, Awareness, Community Engagement, Donor Cultivation, etc.]


Revenue Goals

Use the Nonprofit Connection Budget Plan template to help create and track revenue projections and categories. Then list them here.

	Revenue Goal Category
	Totals
	Notes

	Ticket Sales
	$
	

	Sponsorships (total)
	$
	

	Individual Donations
	$
	

	Auction/Raffle
	$
	

	Other
	$
	

	Total Goal
	$
	



(Note: Track in-kind donations separately from cash goals.)



Methods to Receive Payments

[QR codes, Venmo, PayPal, checks, cash, merchant accounts, donor system; CRM]

Responsible Person(s): ____________________
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Audiences of Focus

List all audiences you will focus on with this event, that will benefit from your efforts. It’s important to segment.

Anticipated Attendance by Audience

Using the audiences list from above, estimate attendance from each and total them together.

Audience Messaging

Using the audiences list from above, develop a primary message you will share with each. Use AI to help formulate this.
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Use the Nonprofit Connection Budget Plan template to help create and track expense projections.

	Expense Category
	Totals
	Notes

	Food & Drinks
	$
	

	Follow Up
	$
	

	Fundraising Costs
	$
	

	Marketing
	$
	

	Program/Entertainment
	$
	

	Supplies & Decorations
	$
	

	Staff/Volunteer Support
	$
	

	Technology/AV
	$
	

	Travel
	$
	

	Venue
	$
	

	
	
	

	Total Goal
	$
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Specifically list out each sponsorship category, the person(s) responsible to reach out and request the sponsorship, and the sponsor(s) you will seek to fulfill it. This is a working list.

	Sponsor Category
	Responsible Person
	Sponsor(s) Sought

	Entertainment
	
	

	Food/Drinks
	
	

	Venue
	
	

	Volunteers
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Be prepared by knowing what needs to happen to promote the event, who will do it, and by when.

	Task/Channel
	Responsible Person
	Due Date

	Branding/Theme Finalized
	
	

	Audiences Messaging Finalized
	
	

	Initial Advertising w Date/Time
	
	

	Sponsor Logos Collected
	
	

	Social Media Launch
	
	

	Press Release Sent
	
	

	Flyers/Posters Printed
	
	

	Ticket Sales Launch
	
	

	Weekly Social Media Posts
	
	

	Email Reminders
	
	

	Final Push (1 week out)
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List what will happen once the first guest arrives and until the end of the program.

Agenda Outline
1. Guest Arrival & Check-In
· Time: __________
· Activities: Registration, name tags, seating, pre-event mingling, silent auction browsing, background music
2. Welcome & Opening Remarks
· Time: __________
· By: Event Chair, Board Member, or Emcee
· Purpose: Briefly thank sponsors, explain purpose of event, introduce program
3. Meal / Refreshments (if applicable)
· Time: __________
· Activities: Dinner, snacks, or refreshments served
4. Program / Entertainment
· Time: __________
· Activities: Music, speaker, video, performance, storytelling, or mission highlight
5. Fundraising Moment
· Time: __________
· Activities: Live auction / raffle / paddle raise / donation appeal
6. Recognition & Thank-Yous
· Time: __________
· Activities: Recognize sponsors, volunteers, and key supporters
7. Closing Remarks
· Time: __________
· By: Event Chair or Director
· Activities: Thank attendees, remind them of impact, invite to future events


Event Supplies List
 
	Supply
	Responsible Person
	Notes
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It’s important to know what everyone is going to do. The plan already lists marketing and sponsorships responsibilities. List the other important things and who will do them.

Tasks & Roles

	Task
	Responsible Person
	Notes

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Create list of volunteers.
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Resist the temptation to relax after the event. Completing the tasks below will create good will and imperative data that will be useful next year.

	Task
	Responsible Person
	Due Date

	Calculate and enter outcomes information below.
	
	

	Develop list of actual donors below.
	
	

	Send thank you cards to all donors.
	
	

	Develop list of all attendees and enter into Appendix B.
	
	

	Email thank you to all attendees.
	
	

	Email thank you to all volunteers.
	
	

	
	
	

	
	
	



Outcomes

· Funds Raised vs. Goal: $____ / $____
· Attendance: _______
· New Donors: _______

List of Actual Donors

	Donor
	Donation

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Post-Event Survey Examples (Attendees, Volunteers and Sponsors) 

Keep surveys short (1 minute completion time). Tools like Google Forms make things each. Anonymous surveys bring more useful data.

Volunteers (Post-Event Survey)
1. How clearly did you understand your volunteer role and responsibilities?
2. Were the event logistics (check-in, instructions, breaks, etc.) well organized?
3. Did you feel appreciated and supported during the event?
4. What was the most rewarding or meaningful part of volunteering?
5. What suggestions do you have to improve the volunteer experience next time?

** Name 3 things learned from the survey results.


Sponsors (Post-Event Survey)
1. How satisfied were you with the visibility and recognition your organization received?
2. Did the event align with your company’s goals or community values?
3. How effective was our communication with you before and during the event?
4. What benefits did your organization gain from sponsoring this event?
5. Would you consider sponsoring again or at a higher level in the future?

** Name 3 things learned from the survey results.


Attendees (Post-Event Survey)
1. How satisfied were you with the overall event experience?
2. Which part of the event did you enjoy or find most valuable?
3. Was event information (time, location, purpose, etc.) communicated clearly?
4. How likely are you to attend or recommend this event in the future?
5. What could we improve to make your experience even better next time?

** Name 3 things learned from the survey results.
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	Name
	Organization
	Email
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	Name
	Organization
	Email

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Appendix D: List of Volunteers

	Name
	Organization
	Email
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	Name
	Organization
	Email
	Donation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	












Appendix D: Marketing Messages/Taglines

























[bookmark: _Toc210636993]Appendix E: Event Timeline Checklist


	Timeline
	Key Tasks

	6 Months Out
	Secure venue; define event purpose/goals; recruit Event Chair; draft budget; identify target audiences.

	3 Months Out
	Launch sponsorship asks; finalize marketing plan; recruit volunteers; begin ticket sales if applicable.

	1 Month Out
	Push marketing (social, email, posters); confirm vendors/sponsors; order supplies; finalize program agenda.

	1 Week Out
	Final marketing push; confirm volunteer roles; print materials; test AV/tech; finalize check-in/payment systems.

	Day Of
	Arrive early; set up venue; train/check-in volunteers; run event agenda; collect donations/payments.

	Post-Event
	Send thank-you notes; recognize sponsors; reconcile budget; evaluate results; distribute donor impact report.
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