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Outlined below are key aspects that need to be considered when organizing a dinner and games night. This is a suggested guide, please adapt as desired. Please also refer to the LCC fundraising guidelines article in the February edition of Chaplaincy Matters.
	Description
 
	The Curry and Games night is an entertaining and emotive fundraising event designed to inspire financial investment and community support into a particular Chaplaincy service while keeping expenses at a bare minimum.  This event will suit a Chaplaincy service that has a community which can provide in-kind donations (e.g. of food, venue) and families that will participate in a games night.  Curry has been chosen to help make it easy to organize supporters to donate a big pot of food that goes with rice.  You can also get a good indication of what will be on the menu and request quantities rather than relying on a potluck request.


	Goal & Objectives
(including financial intent)
	1. Raise money – Target $1,000 
2. Confirm at least 100 paid guests to attend: e.g. 50 paid Adult guests (e.g. $15/head) and 50 paid children (e.g. $10/ head) to attend the dinner.  For a family of 4 it could cost $50.  Tickets will include GST.
3. Income from the night should come from ticket sales and donations.  

4. Confirm 10 people (based on 100 guests) to donate a pot of curry to feed 12 people.  If a larger group of guests is expected, you will need to increase this number.
5. Raise in kind-donations for as many costs as possible to minimize expenses and try and keep costs at $100 or below.
6. Increase advocacy for local Chaplaincy service.
7. To further develop community.
8. Achieve an atmosphere of fun and participation across the whole night



	Included in the Fundraising pack for the Curry and Games Night


	1. Event Overview
2. Promotional design for an A4 flyer with editable fields

3. Promotional design for an E-mail header
4. Budget template

5. Work breakdown and critical path; to help plan when tasks need to be done and to help designate tasks.  This is generic for any fundraising event and can be used as a checklist for your budget.
6. Event Application (including insurance and risk management considerations) to be sent to SU QLD

7. Sponsorship and In-kind donation guidelines, benefits and value chain
8. Banking deposit sheet

9. Donation Response form
10. Ticket Payment form



	Date & Time
(including start / finish / intervals)
	E.g. Saturday August 30, 2014, 5.30-8.30pm.  

	Venue

(location and contact)
	Consider carefully the choice of venue.  You need a venue that is an in-kind donation e.g. School, Church or Community hall.  Does it have the right capacity and atmosphere? Does it have a kitchen?  Can you heat up all the food? Does it have a refrigerator for dessert and cold drinks? Does it have bathroom facilities available (with soap and hand towels)?  Does it have enough space for 100 people to play games?  Does it have chairs and tables for people to use while they are eating dinner?  
Any legal venue contract must come to SU QLD to be signed. An LCC is not a legal identity and does not have the authority to sign on SU QLD’s behalf.



	Event Management Team

(include contact details)
	Consider carefully who will fill the following roles in co-coordinating the event:
Event Director, Marketing Coordinator, Bookings and Funds Coordinator, Food and Kitchen Coordinator, Games Coordinator, Technical support, Church liaison, Volunteers to help on the night to; collect tickets, help in kitchen, clean the hall at the end of the night etc
Use the Work breakdown and critical path to designate tasks and to plan when they need to be completed.
 


	Expected Audience
	Confirm at least 100 paid guests.  The emphasis of the evening is that it should be a fun community event with guests who will participate in games.

Adjust for your situation and consider: 

· The space you will have

· How many active games
· How many sit down games

· Noise levels

· Safety of people playing games

· Props you need for games
· Whether prizes are necessary

	Target Market for Guests
(include marketing opportunities)
	Families from the local community


	Promotional Material
	The design of promotional material has been included in this pack for an A4 flyer and an E-mail header, however you need to complete the details in the editable fields about:

· Above the ‘Bringing Hope’ field – add a short sentence about the purpose of the event e.g. Funds raised will support SU QLD Chaplain Susan.  Location

· Date

· Ticket Price

· RSVP date

· Contact details – add a mix of name with e-mail address and name with mobile number

You can simply type in certain details in the A4 flyer provided to input your own details and then save.  Use the e-mail header for all your event e-mail broadcasts. To attach the header to an e-mail try and drag it to a new e-mail.  If you can’t drag it then you should be able to insert it as a picture.  
The Donation Response form and ticket payment form are also editable e.g. add the name of the School at the top of the donation response form to ensure donations go to your chaplaincy service.

Consideration needs to be given to the design of an ‘Invitation to participate’ letter, printing and distribution of promotional material for the event (whether it can be printed for free and the time frame etc.).   



	Sponsorship and In-kind donations
	Specific guidelines are available to help you source and manage sponsorship.

Sponsorship is not a donation but a business transaction between two parties where each receive a benefit.  It is essential that these relationships are managed carefully and benefits are delivered as promised.  An agreement should be made in writing so that all parties are clear what the benefits are.  Too often there is misunderstanding which impacts on the professionalism and reputation of the LCC and SU QLD.  If an agreement is put in writing SU QLD will need to see and sign the agreement as there might be legal obligations.  An LCC is not a legal identity and does not have the authority to sign on SU QLD’s behalf. 

Refer to the Sponsorship documents in this package.

To keep costs minimal, consider whether you need to cover costs for the following areas by sponsorship and In-kind donations:
1. Venue         



2. Drinks 
3. Rice 

4. Curry: Ask e.g.10 people to make a pot of curry to generously feed 12 people.  Give instructions that the curry be something mild (not too spicy) that goes with rice.  The donated pots of curry will need to increase if the number of guests increases.  You might want to give suggestions e.g. curried sausages (2x), chicken (3x), vegetable (1x), lentils (1x), lamb (2x), fish (1x)

5. Dessert
6. Printing

7. Audio Visual: Is a microphone and speakers needed for games/MC, will you be showing a video?
8. Games equipment

9. Prizes

Send through a ‘Request for Invoice’ form to SU QLD Donor Services and they will send out an invoice to your Sponsor.  Send to donations@suqld.org.au


	Program  
	A detailed run sheet should be prepared that ensures there is correct timings for meal service, Chaplaincy talk, games etc. Timing is a key component – nothing will kill the evening more easily than someone who talks too long.  
Idea for a Program:

1. Dinner - Suggest serving dinner first.  Then clear tables away if not needed for games.
2. Chaplain’s talk– keep to 5 miniutes.  The MC could either invite the Chaplain to speak or interview the Chaplain (as many Chaplains don’t like talking about themselves).   You could also show a short video about School Chaplaincy.  Videos are available from SU QLD.  
3. Appeal– ask guests to fill out Response forms (which should also be on a Chaplaincy Display table)

4. Games: Have a variety of active and less active games to cater for different ages.  Prepare for 1.5 hours of games.  
There could be a Chaplaincy display table in a prominent spot which provides information about Chaplaincy and SU QLD and displays Chappy brochures, donation response forms, camp info, upcoming events and SU QLD newsletters etc



	Production
	Consider carefully the audio visual, lighting, and sound requirements for the night.  This is one of the most critical aspects and needs to be done well.  If people cannot hear or see they will miss the impact of the Chaplaincy story being told and instructions about dinner and the games. You need someone experienced to manage this aspect of the night.
If there is a gifted person on the committee they might want to look at producing a local story, however in most cases the cost is prohibitive. SU QLD does have a number of documentary or short 30 sec videos of Chaplains in schools highlighting School programs, principal’s speaking etc.



	Budget
(see attached for basic details)
	Income: Confirm at least 100 paid guests to attend.  GST will need to be included in the ticket price as a service is being provided.  The GST you must pay is 1/11 of the price of the ticket.  For example, if you charge $20 for a ticket to attend the Curry and games night, $1.82 needs to be charged as GST (so you are actually only raising $18.18).   If you intend to raise $20 for the ticket you must charge an additional 10% as the GST component. You would therefore need to charge $22 for each ticket.
Use the budget template to help plan your event and track your actual costs and overall event budget.  The template is for you to use in the most beneficial way. Sponsorships and in-kind donations cover actual costs and it would be a good practice to note the dollar value in your budget and to use in future event planning.
Budgeted costs:  The idea of this event is that it is a fundraiser with bare minimum costs to be paid by the LCC.  


	Attendees  - Booking requirements
(eg registration, ticketing, free)
	Registration or booking of guests is a key role and must be done very carefully.  As mentioned, as people are getting a service (dinner) with their ticket, GST applies.  You must ensure you have the right amount of food and drinks for guests.  Consider your RSVP date carefully so that you have enough time to organize food and drinks to be donated and to organize games.  

Tickets:

· Design and print tickets

· Design a booking sheet

· You need to ensure you record the details you require e.g. names, contact details, the number of people attending

· Donation response forms (to use when you give an Appeal) request address details which are necessary for donors to receive a tax deductible receipt.  
· Will need to be paid for by the RSVP date
A week prior to the event guests could be sent a reminder confirming their booking and reminding of details such as venue and time.
In the week after the event, an e-mail could be sent out to all guests to thank them for attending and to provide the details of how much money was raised for the local Chaplaincy service.



	Food & Beverage
(general expectation)
	Guests to a family dinner and games night generally expect a 2 course meal - Main & Dessert and basic drinks. Plan, organize and send out invitations asking supporters to donate your food and beverage requirements.
1. Drinks: tea, coffee, milk, sugar, cold drinks e.g. cordial.  You could have cans of soft drink on sale. 
2. Rice to feed all paid guests

3. Curry: Invite 10 supporters to make a pot of curry to generously feed 12 people.  Give instructions that the curry be something mild (not too spicy) that goes with rice.  The donated pots of curry will need to increase if the number of guests increases.  You might want to give suggestions e.g. curried sausages (2x), chicken (3x), vegetable (1x), lentils (1x), lamb (2x), fish (1x)
4. If you are not expecting volunteers to pay e.g. Event Management team and the people who have provided a pot of curry, then you will need to organize extra curry and rice to be provided.

5. If dessert, either get this sponsored or donated or provide a very basic dessert e.g. ice cream in a cone.

6. You could ask local churches to donate e.g. cans of soft drink, bags of rice, plastic plates, ice-cream cones, ice-cream toppings.  This might involve including an announcement in the Church newsletter and a marked box at the back of the Church to collect items.
Individuals who provide pots of curry can send in an invoice with receipts if they would like a gift-in-kind tax deductible receipt.

Please check what local council requirements are regarding food handling and self catering.


	Other Important Information
(Transport, road closures, disabled access, inclement weather contingency)
	Consider what other details you might need to communicate e.g. do you want people to wear something in particular or to bring a particular prop?

	Risk Considerations
	Complete an Event Application form (this should be done at least 3 weeks before the event).  Once your event has been approved by SU QLD:

· You will receive an e-mail that the event has been approved 
· You will receive a Risk Management Plan for the Event Director to work through.  
· The Event will be added to SU QLD’s public liability insurance. 

· Upon request, you can receive a Public liability certificate (says SU QLD is insured).  You might be asked to show this.  

Consideration needs to be given to ensuring an appropriate work safe environment for set up on the day and during the event. As the organizer it is important that you also receive a Certificate of Currency from the venue and other suppliers who will be working on-site setting up even if they are providing a good or service free of charge.  You need to know what would happen if someone was e.g. injured.

You need to consider carefully what issues could impact on the event such as weather, attendance numbers, lack of sponsorship, in-kind donations to meet budget, lack of lead time to notify and invite people and sponsors.


	Income from the Event:  

	Ticket sales and sponsorship income and donations need to be deposited into the SU QLD bank account, with LCC details as soon as possible following the event as per current process (see below). Notify SU QLD of the deposit as soon as deposited. 

Current Process:

1. Deposit cash and cheques and send original paperwork with LCC details and C/Card details to process to Donor Services to process.
2. The Banking deposit Spreadsheet with names, addresses, type of income, amount and date and where it gets allocated etc needs to be sent or scanned and e-mailed to Donor Services with the deposit date.
3. Post the response slips with deposit date.
4. Advise Donor Services whether the event is a ticketed event and whether any guests request a receipt even it ticketed.

Send to donations@suqld.org.au
Donations only are tax deductible.



	Database management and record
	Co-ordinated by Donor Services.
All donations are past onto SU QLD Donor Services who record all data and process credit card payments.  They will then ensure it is recorded as advised by the LCC into the appropriate LCC account.

SU QLD Donor Services will send a ‘Thank You’ letter and receipt to guests.



	‘Thank You’
	It is essential that following the event that key people are personally thanked and acknowledged for their contribution to the evening.  This can be done on the night but also after the event in writing and in person.  This would include volunteers, suppliers, sponsors, donors and event management team.





The Curry and Games Night








Tuesday, November 26, 2013
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