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A Timeline for Organizing a 
Black-Tie Fundraising Gala



12 months in advance:
Want to be better organized? Visit philanthropy.com/resources for details about this and other tools.
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	Choose a chair for the event and nominate a steering committee. 
	Set the date. 
 	Decide on a budget
	Decide on a number of guests
	Identify additional fundraising activities for the event. 
	Choose a theme.
	Choose, reserve a central, convenient, well-known venue.
	Hire entertainment.
	Reserve audio-visual equipment.

9 months before the event:
	Recruit subcommittee volunteers. 
	Compile a list of potential major sponsors, and begin speaking with them. 

 	Set table and ticket prices based on your fundraising goal. 
	Select a caterer (unless venue has in-house catering).
	Begin sending letters requesting donations for significant auction items. 
	Order decorations. 

6 months before the event:
	Develop sponsorship packages for smaller donors. 
	Choose the food and drink for the event, keeping in mind the gala’s theme for menu inspirations.
 	Make a floor plan.
	Start the guest list.
	Add the gala to your organization’s website and calendar.
	Design, print, and mail “save the date” cards.
	Choose the software or app you will use for event-management tasks.
	Confirm equipment to be provided by the venue and determine if any supplemental rentals are needed.
	Develop a publicity plan.
		Line up a host.
	Prepare auction-item contract forms for vendor and volunteer use. 
	Hire a photographer.

3 months before the event:
	Design and print invitations. 
	Draft and send out press releases and community notices announcing the gala.
 	Make sure all vendors are confirmed, contracts signed, and deposits paid.
	Finalize décor.
	Check in with sponsors. 
	Set up the organization’s website to accept online payment for tickets and sponsorships.
	Set the lineup for the evening’s presentation. 
	Design the program book. 
	Design and print any banners or other signage desired for the event.




6 to 8 weeks before the event:
	Personalize and mail the printed invitations.
	Develop the event-night schedule.
 	Gather all sponsor names and logos and insert them into the program book.
	Begin gathering auction items.

1 month before the event:
	Finalize the event-night schedule, minute-by-minute. 
	Complete and edit the program and auction books.
 	Generate bid sheets for the auction items. 
	Follow up on any promised table sponsors who have not yet paid for their full or half tables.
	Arrange transportation.
	Check in with vendors one last time.

2 weeks before the event:
	Print the menu, program, and auction books.
	Develop seating charts.
	Get the final headcount of guests to the caterer and venue.
	Finalize videos and other presentation elements.
	Review remarks with the event’s host or master of ceremonies.
	Inspect auction items. 
	Request the names of all guests seated at sponsored tables, rather than “John Smith and nine guests.” 

1 week before the event:
	Finalize seating charts and print table cards. 
	Confirm the arrival times of the entertainers.
	Confirm volunteer arrival times and assigned duties.
	Rehearse any presentations.
	Prepare electronic devices and software that will be used during the event. 
	Prepare payments for vendors.

1 day before the event:
	Move decorations and auction items to the venue, if possible.
	Begin to decorate, if possible. 
	Pack supplies. Fill a box with scissors, clear tape, duct tape, cord, push pins, permanent markers, and plenty of pens for the check-in and auction tables.

The day of the event:
	Be the first one on site. 
	Ensure the check-in table is ready and staffed.
	Prepare the check-out table. 
	Once everything is set up, walk through the venue, pretending you are an attendee. 

During the event, with sample times:
	Check-in starts at 6 p.m. Give guests their auction number, drink tickets, etc.
	Start the happy hour and silent auction. 60 to 90 minutes.
	Open the doors to the dining room at 7:30 pm. Silent auction ends.
	Begin dinner at 8 p.m. 
	Time the program to begin when dinner has been cleared but before dessert is served.
	Start the live auction, if you are having one.
	Dance floor opens at 9:30 or 10 p.m. Be sure auction checkout is open and ready for business. 
	Event concludes midnight.

Immediately after the event:
	Clean up and stow any unclaimed auction items in a safe place.
	Check out vendors as they finish their pack-out to be sure they have left things clean.
	Return all rented or borrowed equipment.

Within 2 weeks after the event:
	Write thank-you notes to all attendees, volunteers, and sponsors. 
	Send tax-deduction information. 
[bookmark: _GoBack]	Evaluate the event. 
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