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Event Planning Template 2022
Event name:
Date/Time: 
Location:  
Description: 
Entertainment/speaker(s):
Goal/purpose: 
Target audience(s): 

Is event included in annual budget?


	Core event principals overview

	What is the main focus of this event? (mark one)

	Community Impact Event
	

	Fundraising Event
	

	

	Withholding Tax for Entertainers Outside of NC (mark one)

Does the contract need to reflect 4% Withholding and notify them a 1099 Form will be issued? 

	Yes
	

	No
	

	

	Will “Fair Market Value” need to be communicated? 

(mark one)

	Yes
	

	No
	

	

	Estimated Positive ROI

	Monetary (deduct staff time)
	

	Donor creation/cultivation
	

	Targeted relationship building
	

	Targeted volunteer building
	

	Brand awareness
	

	In-kind cultivation
	

	

	Has this event been approved by senior management at least 90 day prior? (mark one)

	Yes
	

	No
	


How this event creates and deepens relationships with UWGG

1. How does this help reduce poverty and reach $15 million annually?
2. What key message(s) will be communicated?
3. How will this demonstrate UWGG’s impact in the community?
4. How will this showcase community needs and UWGG’s strategic approach to meet them?
5. How will this provide a clear opportunity to engage in UWGG’s work?
Budget
	At-a-glance

	Projected cost
	

	Projected sponsorships
	

	Projected revenue
	


	Projected Costs
	Amount
	Payment source

(budget/sponsor)

	Staff time
	
	

	Staff travel
	
	

	Photography
	
	

	Catering (Food)
	
	

	Space rental
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL COSTS
	


	Sponsorships
	Amount
	Sponsorship package 
	Date Needed
	Responsible person(s)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL Sponsorships
	


Note: For full budget and sponsorship strategy, see project folder. 

Event partner(s)
	Partner need
	Date Needed
	Responsible Person(s)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Event volunteer needs
	Volunteer need
	Number needed
	Confirmation date needed
	Responsible Person(s)

	Set up
	
	
	

	Front entrance greeters
	
	
	

	Crowd greeters
	
	
	

	Registration
	
	
	

	A/V operator
	
	
	

	Troubleshooting
	
	
	

	Donation table
	
	
	

	Mic runners for Q&A
	
	
	

	Clean Up
	
	
	

	Food
	
	
	


United Way staff & volunteer totals
	Staff and volunteer demand – events must be 50%+ managed by volunteers

	Number of total volunteers
	
	Estimated number of hours
	

	Number of staff volunteers
	
	Estimated number of hours
	

	TOTAL
	
	
	


Andar logistics
	Need
	Creation/approval Date Needed
	Send

Date Needed
	Responsible Person(s)

	Create event name/date/managers
	
	
	

	Establish open-close date range 
	
	
	

	Creation of event invite language and graphics
· Save-the-date (to all)
· Initial invitation RSVP 
· RSVP reminder confirmation

· Post event thank you 
Test emails must be sent to VP Marketing & Communications for final approval
	
	
	

	Define audience(s) – *see pg. 1 for list
1. TBD

	
	
	

	Create mailing list and usage
	
	
	

	Volunteers identified and entered
	
	
	

	Volunteer event logistics email
	
	
	

	Volunteer event reminder
	
	
	

	Post event pic uploads
	
	
	

	Creation of post event survey 
	
	
	


Marketing & communications deliverables
	Collateral Need
	Creation/approval Date Needed
	Send

Date Needed
	Responsible Person(s)

	Script 
	
	
	

	Andar Invite (RSVP)
	
	
	

	Event posted to website
	
	
	

	Flyers/posters
	
	
	

	Video
	
	
	

	Advertising
	
	
	

	Social media prior 
	
	
	

	Social media during
	
	
	

	Press release
	
	
	

	Signage at event
	
	
	

	Giveaways: t-shirts to panelists
	
	
	

	PowerPoint/audio visual
	
	
	

	Table tents/centerpieces
	
	
	

	Photographer
	
	
	

	Personal phone calls
	
	
	

	Post event survey report
	
	
	

	Post event SWOT content
	
	
	

	Post event SWOT report
	
	
	


Note: Allow 2-3 weeks for design and 2-3 weeks for printing materials.
Onsite Event Coordination
Event Manager: 
Event agenda- See Run of Show
	Time
	Presentation/Topic/Speaker
	Responsible Person(s)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Items to bring

	Item
	Responsible Person(s)

	Registration list (automated via laptop)
	

	Sign out equipment
	

	Nametags
	

	Pens
	

	UWGG table cloths
	

	UWGG retractable banners
	

	PowerPoint (laptop/flash drives)
	

	Print outs of script and PowerPoint
	

	LCD Projector & extension cords?
	

	Cups, napkins, plates, wine openers
	

	Serving pieces for food
	

	Other – collateral, pledge forms, table info
	

	Other – t-shirts for panelists 
	

	Other – Square card reader
	

	Other
	


Post-event follow up
	Need
	Date Needed
	Responsible Person(s)

	Pictures posted to social media as needed
	
	

	Thank you email and social media links sent to attendees and volunteers within 48 hours of event
	
	

	All participants properly identified and cross-referenced/entered into Andar within 3 business days
1. New prospects (donor/engagement)

2. Lapsed donors (previous/current year)

3. Who are members of the engagement group sponsoring the event?

4. ID where they stated they heard of the event
	
	

	Financial report crosscheck with preliminary budget and income report
	
	

	In-kind forms collected
	
	


Post-event success outcomes
	Measures of success
	Outcomes
	Responsible Person(s)

	Money raised
	
	

	Number of new prospects
	
	

	Number of donors engaged
	
	

	Event action items

1. TBD

2. TBD

3. TBD
	
	

	Post event survey report
	
	

	Post event SWOT report
	
	

	Media coverage
	
	

	Number of new potential sponsors
	
	


Post-event Executive Summary 
	To be completed within 45 days of end of event

	


2

