Insert logo – removed to save ink on drafts

Insert logo – removed to save ink on drafts


[image: image1.png]


Fundraising and special events

training manual

for

Comox Valley Land Trust
VOLUNTEERS

Creating a Local legacy of Land and Resources

Prepared by Rozalyn Sibbald

P.O. Box 3462

Courtenay, BC

V9N 5N5

Phone (250) 338-1368

Fax (250) 339-5855

Comox Valley Land Trust@uniserve.com
http://www.communitythings.com/cvlt

Fundraising and Special Events Training Manual

Table of Contents

Content
Page(s)

Who Are We?
3

What do Fundraising and Special Events Have to do With Land Conservation? 
3

Choosing an Event or Project
4

Event & Project Development
4

Instructions for Past Events & Ongoing Projects
5

Appendix 1: Event/Project Development Worksheets
6-14

· Initial Event/Project Concept
6

· Finalized Event/Project
8

· Event/Project Review Meeting
11

· Event/Project Report
12

Appendix 2: Possible Contributor/ Sponsor List
13-16

Appendix 3: Further Resources and Information
17

Comox Valley Land Trust

Creating a local legacy of lands and resources

Who are we?

Welcome to the Comox Valley Land Trust! We are a registered Canadian non-profit organization dedicated to working with private landowners to conserve, protect, and enhance the human and natural environment in the Comox Valley. Almost all the land on the east coast of Vancouver Island, including the Comox Valley, is owned privately. Responsible stewardship of this land is vital, for the preservation of wildlife habitat, water, and air quality, and to sustain the local economy. The role of the Fundraising and Special Events Team is to help fund the variety of ongoing projects within our organization and to develop and carry out exciting events that will raise our profile within the community. We are excited to have you as part of our team!  

what do fundraising and special events have to do with land conservation?

Because the Comox Valley Land Trust is a non-profit organization, we count on funding from government, businesses, and individuals. Without a steady flow of revenue, we would be unable to achieve our current goals, or experience growth and development. The Fundraising and Special Events Team focuses on local funding opportunities, while the Grant Proposal and Report Writing Team generally focuses on securing government and private grants outside of the Comox Valley.  It is imperative that we establish ongoing fundraising and special event activities, to complement our grant application program. 

Building community support is another important part of fundraising and special events. Community involvement leads to more volunteers, funding, and projects.  It enables us to have a stronger voice, and make a larger impact on local issues that relate to our conservation objectives. The Fundraising and Special Events Team is an integral part of our organization. 
Choosing an event or prject

If you are a new volunteer, check with your Team Coordinator to find out which events are currently being planned or are in progress, and consider where you would like to get involved.  Also see the Fundraising and Special Events Volunteer Assignment Outlines posted in the office and at our web site http://www.communitythings.com/cvlt.
Event & project DEVELOPMENT
You may decide to work on an ongoing fundraising project, or develop your own project or event idea.  The exciting part about fundraising and special event planning is that you are limited only by your imagination. Some ideas include, but are definitely not limited to; auctions, dinners, concerts, raffles/draws, art shows, gala events, catering, sports events, contests, recycling drives, bake sales, garage sales, and craft sales. Let your imagination go, and see how many different ideas you can come up with! Traditional and non-traditional activities alike are welcome. With good planning and organization, anything is possible! 

A popular rule in Broadway Theatre is “Never spend your own money”. This is a good rule for us to adopt here, at least as much as we can, since raising money is one of our objectives. Another goal is raising our community profile. It is not always necessary to spend a lot, if any, money to achieve these objectives. Through partnerships with other businesses and organizations, we can reduce costs and increase our profile. Here is a great example from the book “How to Shake the New Money Tree”:

“There are many variations on the sports show fund-raiser. Baseball has always been very good about cooperating with nonprofits. Last year’s “Great Airplane Toss,” held in Minneapolis at the Minnesota Twins’ Huber H. Humphrey Metrodome, is an inspired example. Throughout the game volunteers sold sheets of paper at 50¢ each to more than 27,000 fans, who wrote their names and addresses on them and then folded them into airplanes. When the game was over, over 75,000 paper airplanes sailed through the air toward a new Mercedes-Benz parked in the field. Although no one succeeded in landing their plane inside the car, lesser prizes-from pizzas to vacation-were given out, and $35,000 in paper sales was donated to the National Kidney Foundation. Gate receipts were higher, and the sponsors got lots of publicity. The event was rescheduled for the following year.”

This illustrates how different businesses and organizations can benefit from collaborating on fundraisers and special events. Most businesses have public relations budgets, and are happy to contribute if presented with the right opportunity.
If you have an exciting idea for a fundraising project or special event, below is an outline of how to proceed, from start to finish. In Appendix 1 you will find a variety of worksheets, which you may photocopy and use to help you through the steps.  Depending on the time you wish to commit, you may be involved throughout the entire process, or share the various tasks with other volunteers.
1. Decide on the goal of the fundraiser, whether it is for a specific Comox Valley Land Trust project, a certain need, or just general fundraising. People like to know exactly what they are supporting.

2. Pick your target. Who do you want to participate in this activity? Is this designed to attract children, families, and/or business people? 

3. Once you have defined your target audience, you can develop an appropriate theme for the activity. 

4. Decide what kind of entertainment, food, equipment, materials etc. will be needed for the event. Include any costs (free is better!).

5. Next, put together a group of potential sponsors and contributors for this event. Also, decide on how to approach them to secure their involvement.

6. The next step is to pick a few appropriate locations for the event, and research any costs.

7. Pick some prospective dates, taking into consideration other events going on around the same time. Sometimes it is beneficial to offer events at the same time, in order to draw from an existing crowd, and other times it is better to stand alone.

8. Decide if this is going to be an ongoing event, or a one time only. If it is to be ongoing, determine the frequency of the event, will it be annual, monthly, weekly?

9. Determine any insurance or licensing requirements (and costs) for the event.

10. Now, the activity and all the preliminary information must be submitted to the Fundraising and Special Events Team Coordinator, who may then present it to the board for approval.

11. If your plan is not approved, don’t despair! It may just need some adjustments, or even put on hold for future planning. 

12. If your plan is approved, then here we go! Now the real fun begins!

13. Finalize the date(s) the event will take place.

14. Develop a timeline for planning the event, and create a task list to correlate to the timeline. 

15. Present your timeline and task list to your Team Coordinator, who will work to ensure that you will have enough people to help with the event. 

16. Secure the location of the event.

17. Finalize the contributors and sponsors of the event.

18. Secure any entertainment, food, equipment, materials etc. required for the event.

19. Get adequate insurance and/or licenses.

20. Provide the Media and Education Team (through your Team Coordinator) with all the event information, and work together to develop promotional materials. Any sponsors or contributors should also be involved in this. 

21. Consider whether gifts or souvenirs for guests, sponsors, and/or contributors to the event are appropriate. If you decide to go with this, work with your sponsors, contributors, and/or the Media and Education Team to decide what form they should be in, who will receive them, and how you will obtain them, (donation, purchase etc.) 

22. Issue receipts where applicable.

23. Ensure everything and everyone is in place, have some back up plans in case something goes wrong.

24. Hold the event, and have fun!

25. After the event, it is critical that everyone receives a big thank-you. Consult with the Media and Education Team (through your Team Coordinator) about press releases to list sponsors etc. 

26. Schedule a follow-up meeting, and discuss how the event went, i.e. any problems, things to change, build on, or use again. 

27. Generate a report summary of the event, and submit it to your Team Coordinator.

28. Go back to step 1.

instructions for past events and ongoing projects

Insert instructions here for any ongoing projects (e.g. island inkjet) & successful past events.

See files for hints on running a presentation/ speaking engagement, information tabling etc.  Either refer to them here or adapt and insert them into manual.

initial event/project concept

· Goal of the fundraiser:

· Target Audience:

· Theme:

· Entertainment and Activities:

· Supplies and Costs Involved:

· Potential Sponsors and Contributors:

· Potential Locations:

· Potential Dates: (be sure to research what, if any, other events are taking place at these times, and whether it would be an advantage or disadvantage to share dates with theses events)

· Frequency/Duration of Event:

· Insurance and/or Licensing Requirements:

At this point, the event must be submitted to your Team Coordinator, who may submit it to the Board of Directors for approval.
finalized event/project plan

· Finalized Date:

· Timeline:

· Task and Delegation List:

· Finalized Location:

· Sponsors and Contributors:

· Finalized Entertainment and Activities:

· Secured Supplies and Costs:

· Final Insurance and/ or Licensing Requirements:

· Promotional Materials (consult with your Team Coordinator and with the Media and Education Team. Sponsors/contributors should also be involved. Materials may include tickets, programs, brochures etc as applicable):

· Gifts/ Souvenirs (again, this is done with your Team Coordinator, in collaboration with the Media and Education Team):

· Issue Receipts:

· Final Review and Last Minute Tasks:

· Follow up and Thank You Notices:

event/project review meeting

Overall, how was the event received?

Were there enough volunteers coordinating the event?

How many people attended?



What were some of the comments made?

How much money was raised? 


Did the sponsors/contributors enjoy the event?

What was the strongest aspect of the event?

What aspect needed the most improvement?

What are the three things you would not change?

What are the three things you would change?

Additional comments (use other side if necessary):

event/project report

Name of event:


Name of event organizer:


Names and contacts of event volunteers:


Date(s) of event:


Duration of event:


Style/format:


Target audience:


Goal of event:


Location:


Sponsors/contributors:


Activities/entertainment:


Insurance/license requirements:


Media and education methods used:


Total attendance:


Total cost of event:


Total funds raised:


Gifts/souvenirs used:


Follow up/Thank-you notices issued:


Brief summary (use other side if necessary):


Possible contibutor/sponsor list

CVLT prefers to form partnerships with local businesses where possible.  

Quality Foods, 2275 Guthrie Road, Comox, BC V9M4G1                                                            (250) 890-1005


Contact/position:

Thrifty Foods: 660 England Avenue, Courtenay, BC V9N2N4                                                     (250) 338-1383


Contact/position:

Safeway Canada, 310 8th St, Courtenay, BC V9N1N3                                                                   (250) 338-6776


Contact/position:

Overwaitea Foods, 2701 Cliffe Avenue, Courtenay, BC V9N2L8                                                      (250) 338-7433


Contact/position:

Leung Grocery, 456 5th St, Courtenay, BC V9N1J8                                                                          (250) 334-3824


Contact/position:

7-eleven Food Stores, 450 Ryan Road, Courtenay, BC V9N7R6                                                    (250) 334-3351


Contact/position:

Mac’s Convenience Stores, 526 Cumberland, Courtenay, BC V9N2C7                                         (250) 338-1511


Contact/position:

Coast Westerly Hotel, 1590 Cliffe Avenue, Courtenay, BC V9N2K4                                                    (250) 338-7741 (250) 338-5442 (fax)


Contact/position:

Best Western Collingwood Inn, 1675 Cliffe Ave, Courtenay, BC V9N2K6                                   (250) 338-1464, (250) 338-1464 (fax)


Contact/position:

Crown Isle Resort, 399 Clubhouse Dr, Courtenay, BC V9N9G3                                                                    (250) 703-5050 (250) 703-5051 (fax)


Contact/position:

Kingfisher Oceanside Resort and Spa, 4330 Island Hwy South, Courtenay, BC V9N8H9
(250) 338-1323 (250) 338-0058 (fax)


Contact/position:

Travelodge Courtenay, 2605 Cliffe Ave, Courtenay, BC V9N2L8                                                  (250) 334-4491 (250) 334-4694 (fax)


Contact/position:

Deer Lodge at Mt. Washington, 1290 Alpine, Courtenay, BC V9N5N5                                             (250) 897-1955 (250) 897-3929 (fax)


Contact/position:

Comox Valley Echo, 407 D 5th Street, Courtenay, BC V9N1J7                                                    (250) 334-4734 (250) 334-3172 (fax) 


Contact/position:

Comox Valley Record, 765 McPhee Avenue, Courtenay, BC V9N7P1                                          (250) 338-5811 (250) 338-5568 (fax)


Contact/position:

C F C P 1440 Radio Station/Magic FM, 1625 McPhee, Courtenay, BC V9N3A6                           (250) 334-2421 (250) 334-1977 (fax)


Contact/position:

C K L R (The Eagle) 97.3 FM Radio, 801 B 29th Street, Courtenay, BC V9N7Z5
(250) 703-2200 (250) 703-9611 (fax)


Contact/position:

A & W Restaurants, 2840 Cliffe Ave, Courtenay, BC V9N2L8                                                      (250) 334-4078 (250) 334-8045 (fax)


Contact/position:

Acropolis Restaurant Limited, 450 Ryan RD 1, Courtenay, BC V9N9A1                                      (250) 898-8858 (250) 898-8860 (fax)


Contact/position:

Artisans Courtyard, 180A 5th St, Courtenay, BC V9N1J4                                                             (250) 338-6564


Contact/position:

Atlas Café, 250 6th St, Courtenay, BC V9N1M1                                                                            (250) 338-9838

Contact/position:

Bar None Café, 244 4th St, Courtenay, BC V9N1G7                                                                     (250) 334-3112  (250) 897-3346 (fax)

Contact/position:

Bond's Fish & Chips & Seafoods, 1541 Cliffe Ave, Courtenay, BC V9N2K6                                 (250) 338-5514


Contact/position:

Boston Pizza, 2633 Cliffe Ave, Courtenay, BC V9N5M8                                                              (250) 334-2222  (250) 334-2710 (fax)


Contact/position:

Burger King Restaurant, 2751 Cliffe Ave, Courtenay, BC V9N3W6                                               (250) 703-2644


Contact/position:

Cinnamon Plus , 2751 Cliffe Ave, Courtenay, BC V9N2L8                                                             (250) 338-5979


Contact/position:

Fitzgerald's, 932 Fitzgerald, Courtenay, BC V9J1L4                                                                           (250) 703-2080

Contact/position:

Golden Carriage Restaurant, 478B 5th St, Courtenay, BC V9N1J8                                                    (250) 338-9333

Contact/position:

Headquarters Grocery, 140 Headquarters, Courtenay, BC V9N3S2                                               (250) 338-5212


Contact/position:

KFC Kentucky Fried Chicken, 860 Cliffe Avenue, Courtenay, BC V9N2J7                                   (250) 338-5242


Contact/position:

Little Caesar's Pizza, 470 Puntledge Road 240, Courtenay, BC V9N3R1                                           (250) 703-9663


Contact/position:

Longlands Par 3 Golf Course, 1239 Anderton, Courtenay, BC V9N5N1                                      (250) 339-6363


Contact/position:

Mandarin Village Restaurant, 207 5th St, Courtenay, BC V9N1J5                                                     (250) 334-3412


Contact/position:

McDonald’s Restaurants , 1799 Cliffe Ave, Courtenay, BC V9N2K7                                            (250) 338-5461


Contact/position:

Mcswiggin's Café, 2270 Cliffe Ave, Courtenay, BC V9N2L4                                                         (250) 338-2966


Contact/position:

Mudsharks Coffee Bar, 384 5th St, Courtenay, BC V9N1K1                                                         (250) 338-0939


Contact/position:

Old House Restaurant, 1760 Riverside Lane, Courtenay, BC V9N8C7                                          (250) 338-5406


Contact/position:

Orbitz Café, 492 Fitzgerald Avenue, Courtenay, BC V9N7N2                                                      (250) 338-7970


Contact/position:

Pasta Art, 440 Old Island Hwy, Courtenay, BC V9N3P4                                                              (250) 334-2629


Contact/position:

Pizza Hut, 1742 Cliffe Ave 101, Courtenay, BC V9N2K8                                                             (250) 338-8422


Contact/position:

Plates Eatery & Catering CO Limited, 468 29th ST 3, Courtenay, BC V9J1L4                               (250) 334-8087


Contact/position:

Players Restaurant, 2601 Cliffe Ave, Courtenay, BC V9N2L8                                                       (250) 334-3931


Contact/position:

Ricky's All Day Grill, 795 Ryan Rd, Courtenay, BC V9N3R6                                                        (250) 334-9638 (250) 334-2541 (fax)


Contact/position:

Rose Garden Take Out Restaurant, 430 Old Island Hwy, Courtenay, BC V9N3P4                         (250) 338-7142


Contact/position:

Saigon Noodle House, 2401 Cliffe Ave 8, Courtenay, BC V9J1L4                                                   (250) 703-0001 (250) 703-0001 (fax)


Contact/position:

Small A-Fare, 2751 Cliffe Ave 1400, Courtenay, BC V9N2L8                                                              (250) 334-8827


Contact/position:

Subway Sandwiches & Salads, 230 8th St, Courtenay, BC V9N1N3                                                (250) 334-2782


Contact/position:

Taco Time, 450 Ryan Road, Courtenay, BC V9N7R6                                                                    (250) 338-1660


Contact/position:

Thai Village Restaurant Inc, 2104 Cliffe Ave, Courtenay, BC V9N2L4                                          (250) 334-3812


Contact/position:

Tita's Mexican Restaurant, 536 6th St, Courtenay, BC V9J1L4                                                      (250) 334-8033


Contact/position:

Tulio's Casita Limited, 625 Cliffe Ave 8, Courtenay, BC V9N2J6                                                  (250) 338-6031


Contact/position:

Union St Grill, 477 5th St, Courtenay, BC V9N1J7                                                                       (250) 897-0081 (250) 897-0082 (fax)


Contact/position:

Wendy's Restaurants Of Canada Inc., 2351 Cliffe Avenue, Courtenay, BC V9N2L5                                (250) 334-2443 (250) 334-2496 (fax)


Contact/position:

Whistle Stop Neighbourhood Public, 2355 Mansfield, Courtenay, BC V9N2M2                             (250) 334-4500 (250) 338-1327 (fax)


Contact/position:

White Spot Restaurants, 2299 Cliffe Avenue, Courtenay, BC V9N2L5                                          (250) 338-8474 (250) 338-8304 (fax)


Contact/position:

Yamato Japanese Restaurant, 597 Cliffe Ave, Courtenay, BC V9N2J5                                           (250) 334-202


Contact/position:

Yummies & Gyros, 279B Puntledge, Courtenay, BC V9J1L4                                                           (250) 338-2299


Contact/position:

Zesto's Deli & Restaurant Limited, 468 29th ST 11, Courtenay, BC V9N5M8                                                    (250) 334-8211


Contact/position:

further resources and information

· Explore the CVLT library for publications relating to fundraising and special events.

· Look in our computer files C:\Land Trust\Fundraising and Special Events for further information and resources.

· Look in our filing cabinet.  The ‘CVLT Files’ drawer may have folders with information relevant to your work.

· See the attached projects and events information (following).

"How wonderful that no one need wait a single moment to improve the world."�Anne Frank
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“Never doubt that a small group of thoughtful, committed citizens can change the world; indeed, it’s the only thing that ever has” Margaret Mead, anthropologist
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� Thomas G. Dunn, How to Shake the New Money Tree(New York: Viking Penguin Inc., 1988), 42,43
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