LWV Wisconsin State Convention, May 30-31, 2003


Award or State of the City / Community Event  -- Timeline / Suggested Prices
TIMELINE

6-8 months before:

*Appoint event chair, begin to gather committee; hold regular progress meetings

*Identify honoree(s), corporate and honorary chairperson(s). Send letters, follow with calls

*Establish budget (fixed costs vs. variable; price tickets for a profit). Board should approve budget and honoree(s)

*Draft solicitation plans 

*Establish ticket pricing

*Hire staff person if possible.  

*Fill out paperwork to hold event under LWV WI Education Fund  

4-6 months before:

*Progress Meeting with Committee 

*Gather names for mailing list; input to data base-include all who ever donated to League, asked for a speaker, information, etc.

*Identify graphic design volunteer for invitation and program design; contact

*Draft and mail solicitation letters 

*Secure honoree, corporate and honorary chairperson(s)

*Site visits to several spaces (hotel, banquet hall, restaurant).  Discuss menu options. 

*Draft and send letter to Mayor/speaker(s) to request date
*Secure MC

4-5 months before:


*Progress Meeting with Committee- 

* Finalize date with Mayor/speakers

*Secure event space 

*Plan media contacts, press releases

*Draft invitation and program

*Finalize mailing lists; review drafts of invitation and program 

*Begin committee follow-up on solicitation letters

*Research ideas for award or gift

3-4 months before:


*Finalize mailing list, print more than on list.

*Finalize honorary and corporate chairs, underwriters (wine, flowers) special guests 

8-10 weeks before: 

*Finalize invitation, send to printer

*Finalize menu, decorations

*Plan event registration

*Plan free information on League that will be available (including membership brochures)

4-6 weeks before: 


*Mail invitations 

*First contacts with media

*System to record ticket purchases/ donations

 *First draft of speeches/introductions for MC, honorary chair(s) & person who presents award

2-4 weeks before

*Discuss floor plan with hotel or restaurant

*Record ticket purchases / donations 2x/week

*Finalize purchase of award/gift and engrave if possible.

1-2 weeks before

*Finalize floor plan

*Finalize program (use inserts for donors after print deadline)

1-7 days before

*Designate specific committee members to be “trouble shooters” with cell phones or hand held communication device

*Print programs

*Finalize tables, signage

*Make place cards, name tags

*Media releases, contacts

Day of Event

*Set up registration table at least 2 hours before event begins.

*Station “trouble shooters”

*Distribute programs, free material about League and issues on tables

1-7 Days After Event

*Prompt thank you letters; include amount not deductible

*Begin evaluation / review.

--over for suggested prices--

LWV Wisconsin State Convention, May 30-31, 2003
Suggested categories/prices/benefits for benefit event

Category

Price Range

Benefits

Individual ticket
$50-$150

Meal  (Price your least expensive ticket at least $25 more 





than the best meal in town including tax/tip. You should 





cover the costs for invitations, wine, programs, etc AND 





make a profit!)

Table for 10

$500-$1500

Meals for 10, program listing 

Voter  


$100-$200

1 ticket, program listing, VIP reception



Patron


$250-$350

2 tickets, quarter-page in program, program listing, 






VIP reception for both.

Corporate Sponsor
$1200-
$2500

Table for 10, preferred seating, full-page ad in 






program, program listing, VIP reception for their 






guests, table signage

Benefactor

$2500-
$5000

Table for 10, preferred seating, full inside cover in 






program, publicity inclusion, program listing, VIP






reception for their guests, prominent table signage

LWVIL EF 2002 State of the State Luncheon

Platinum Sponsor 
$25,000 

Included all of the following: preferred seating, two tables of ten, VIP reception for their guests, table signage, event signage (meaning a big professionally printed sign on the wall or front dias), corporate logo and name on the invitation, cover ad in the program, plus listing in the program.  Included in publicity plus corporate logo put on LWV web site page advertising event. 

--over for suggested timeline --
