PALOMAR DISTRICT FUNDRAISER PROCEDURE
	To:  Club Presidents
	From:  Fundraising Committee

	Date:                  

 FORMTEXT 
          
	Event: 


Event Specifics

	Event
	

	Date
	

	Registration/Social
	Recommend 1 hour prior to event

	Time (event only)
	

	Location
	

	Ticket Cost
	

	Deadline for Event Budget
	Palomar Executive Committee Meeting

August for a November event

November for a March event

	Deadline for Reservations
	Recommend- 1 week

	Reservations sent to
	

	Seating capacity
	District Policy- No refunds

	Questions
	

	Date Information to Clubs
	Palomar Board of “Director’s Meeting

September for a November event

January for a March event

Post to website & email to club presidents

	VIP Invitation 
	Invitations (at their expenses) to:  San Diego & Southern District Presidents & AREA D Vice President

	Hostess Clubs
	1-  Location/Food
2- Morning Goodies

3.  Morning Goodies

	Reminders &

Follow Up on Volunteer Assignments (Project Chairman)
	

	Raffle Permit

Attorney General-CA
	Project Chairman
Proposed Standing Rule amendment to take effect June 1, 2012


Theme etc.

	Theme/Focus
	

	Event Colors
	

	Dress
	

	Food
	


ORGANIZE EVENT…PAPERWORK…MISC. ACTIVITIES

Assignments:
                       
  Budget
 Committee/Club:                  Volunteer:

	Procedure PACKET
	
	Committee
	

	Cover letter for Packet
	
	Committee
	

	Flyers
	
	Committee
	

	Raffle Permit/Cost/Sales
	
	Project Chairman
	

	Cash Box & Cash for Raffle
	
	Fundraiser Chairman
	

	Registration FORM
	
	Committee
	

	VIP Invitations- Area A VP, San Diego & Southern District Presidents
	
	District President
	

	Publicity
	
	Communication/Identity Chair
	

	Program design/printed (Door Prize Ticket stapled) ½ page  (plus Agenda, as  needed)
	
	Committee
	

	Misc. Supplies
	
	Committee 
	

	Volunteer Reminder Calls 
	
	Project Chairman
	

	Project Recap to Clubs
	
	Project Chairman
	

	Post Procedure Packet/Recap to website
	
	Website Chairman
	


HOSTESS CLUB ASSIGNMENTS

Assignments:
                       


 Committee/Club:                  Volunteer:

	Location/Food

Hostess Club Assignments
	Club (1):  
	

	Morning Goodies (Coffee & Snacks- Donate & Set Up)
Hostess Club Assignment.
	Clubs (2):  
	


SET-UP…Room & Tables

Assignments:
                      Budget

 Committee/Club:                  Volunteer:

	Greeters
	
	
	

	Registration Table
	
	
	

	Table Decorations

	
	
	

	Table Favors-donate & set on table 

Club Assignment
	
	
	

	Misc. supplies
	
	Committee
	


DOOR PRIZES

Assignments:
                        
Budget

Committee/Club:                  Volunteer:

	Door Prizes-purchase & Set Up
	
	Committee
	

	Door Prize Tickets- Use District Fundraiser  “KIT”

**Staple to Program
	
	Fundraiser Chairman

Kit includes:  Tickets, Containers & Club Signs
	


RAFFLE

Assignments:
                       
Budget

 Committee/Club:                  Volunteer:

	Raffle Permit, Costs, Sales, Report
	
	Project Chairman
	

	Raffle Supplies- Use District Fundraiser “KIT”
	
	Fundraiser Chairman

Kit includes:  Tickets, Containers & Club Signs
	

	Raffle Ticket Sellers (2)
	
	
	

	Receive & Set Up Raffle Baskets.  Use District “KIT”
	
	Committee
	

	$25 Raffle Basket

Club Assignment
	
	Clubs:  


	


FOOD…main dish

Assignments:
                      
Budget

  Committee/Club:                  Volunteer:

	Food (ready to serve)
Recommended
	$10/per person
	
	

	Food Supplies
Recommended
	$3/per person
	
	

	Food Servers (2-3)
	
	
	


AMENITIES-ENTERTAINMENT-SPEAKERS

Assignments:
                        
 Budget

Committee/Club:                  Volunteer:

	Entertainment
	
	Committee
	

	Amenity (Speakers)
	
	Committee
	

	Amenity (Military Guests)
	
	Committee
	


PROPOSED BUDGET:  (Sample)
	Event
	Date
	Estimated Attendees

	
	
	


	Income:
	
	
	
	

	Ticket Sale 
	#    @
	
	
	

	Raffle Sales
	#    @
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Total Income
	
	
	
	

	
	
	
	
	

	Expenses:
	
	
	
	

	Flyers/Tickets
	#    @
	
	
	

	Program
	
	
	
	

	Food
	#    @
	
	
	

	Food Supplies
	#    @
	
	
	

	Room Rent
	
	
	
	

	Table Decorations
	#    @
	
	
	

	Door Prizes
	#    @
	
	
	

	Table Favors
	
	
	
	

	Raffle Baskets-

$25 Value
	Club Donations
	
	
	

	Raffle “KIT” supplies
	
	
	
	

	Entertainment
	
	
	
	

	Amenity- guests 
	
	
	
	

	Amenity-speaker
	
	
	
	

	Misc. supplies-organize
	
	
	
	

	Misc. supplies-

Set Up
	
	
	
	

	Total Expenses
	
	
	
	


TOTAL ESTIMATED PROFIT:   $ 
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