Rotary Fundraiser General Timeline

July – September
1) Determine type of event (e.g., seated dinner, reception)
2) Meet with previous event committee to debrief and hand-off
3) Build a budget (zero-based)
4) Secure location to accommodate 200 guests comfortably based on type/format
5) Finalize date around Enterprise Institute and global travel by KSWCS Committees
6) Recruit a committee with two co-chairs and at least 12 more individuals. 
a)  Appoint sub-committee chairs for check-in and database, food & beverage, entertainment (includes a silent or live auction), program
b) 4-6 for check-in and check-out, including sub-committee chair
c) 1-2 for entertainment
d) 1 for food and beverage
e) 3 for auction support, if doing a live or silent auction
7) Finalize ticket pricing
8) Create sponsorship packages

October – December

9) Begin soliciting members for their 2025-26 gift intentions for RI, ORE and Feed the Hungry. 
a) Include fundraising event sponsorships if that is the direction needed.
b) Mail pledge forms for event sponsorships and send via email as soon as possible.
10) Create a brand and theme for fundraiser and incorporate into sponsorship  
a) Produce save-the-date material for website, email and snail mail
11) Begin promoting in LiveOak and at lunches
12) Committee meets monthly
13) Register Best of Live ‘drawing’ with CA Attorney General
14) Build out database with ticketing and sponsorship

January – March

15) Finalize major sponsorship
16) Begin soliciting auction items, if that will be part of the event
17) Secure auctioneer, if a live auction is part of the event, three months out
18) Reserve rentals (tables, chairs, linens, audio-visual)
19) Secure photographer(s)
20) Finalize menu
21) Secure beverage donations
22) Print Best of Live tickets, if doing live auction – five weeks out
23) Finalize printed materials, including invitation, if using – four weeks out
24) Promote Best of Live four weeks out
25) Close out ticket sales three weeks out
26) Mail, email and call sponsors to request guest names, email, phone five weeks out
27) Call, email and mail ‘what to expect’ details to sponsors and guests one week out



April - June

28) Send receipts and acknowledgment letters to all donors and ticket holders with FMV noted in text. (This is for tax deduction purposes.)
29) Send out photo link to all guests
30) Post images and relevant event facts in Live Oak, at luncheon after event and on social media channels
31) Debrief on event
32) Rest!
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