Fundraising Gala

These positions are appointed by the nominating committee and the President.

2010-11 President, Board Position

· STAY ENGAGED WITH THE MEMBERSHIP

· ENCOURAGE EVENT CHAIRS

· Confirm event with Bob Harper, Lightner Museum

· Develop guest list database (add, revise, delete, as necessary) 

· RSVP List – Be sure all current and past candidates are on the invite list and all businesses who made donations (monetary and in-kind) from past years

· Triple check Guest List: Comp tickets, candidates, previous year candidate winners and raffle winners, corporate sponsors, and upper level in-kind patrons

· Conduct the candidate coronation (intros, thank yous, and winners)

· Order gambling tables one year in advance (Galaxy Fundraising)

· Obtain Event Insurance

· Sponsor recognition

Treasurer, Board Position

· Handles all candidate fiscals. Must be completely confidential between the President and Treasurer

· Prepare Guest List

· Work the Welcome Table for guest arrival

· Event Gratuities: band post-performance

· Payment to José

· Cash Boxes – Registration table, silent auction, and candidate jars

COMMUNICATIONS, Board Position

· Promote gala in Old City Life magazine, Waters Edge, Florida Times Union, The St. Augustine Record, Compass, St. Johns Sun and other publications

· Include candidate information in advertisements

· Schedule ads with the St. Augustine Record and FTU

· ALL ADS & PR must be approved by the President

Recording Secretary, Board Position

· UPDATE AND EXPAND the master GUEST LIST (cast the net wider)

· Keep in contact with general membership in regard to adding names of those to invite

· PRINT LABELS for invite party

· WEIGH complete invitation package and purchase postage

· Run all addresses through P.O. as to not waste postage

SUB-JUNIORS, Board Position
· Oversee and coordinate the SJ duties prior to the day of the event

· Shirts promoting logos of major patrons

· Sign up sheet for the night of the event (butlered apps, food servicing, desserts, photo development)

· Plan food for them during the night of the event

· Obtain signed permission slips for each girl before working at the event. The permission slips must state that this is an adult, black-tie event with dancing and adult beverages. 

· Make sure the have separate permission slips for the girls who will develop the photos at CVS (work with Photography)

· Discuss the arrival and departure times for the sub-juniors

Event Chairs • Gala Chairs

· Encourage the membership

· a commitment to be the solution

· respectful communication with lightner director & staff

· Brainstorm WITH the membership, sort, gather consensus, and make what is possible happen

· SET UP MONTHLY MEETINGS and encourage the entire membership to attend to familiarize all with the event vision and to set the stage for good will among teams

· SCRUPULOUS RESEARCH AND PLANNING

· Oversee chairs and team members and assist with overloads 

· Maximum suggested occupancy of Lightner Museum is 450 

· Rentals (Order, delivery, and pick up)

· Boxes and large trash bags 

· JSL sign up sheets for Friday, Saturday, and Sunday

· Site map for three floors

· Create an EVENT SCHEDULE

· Create a staggered start set-up for Friday and Saturday

· A/C turned down on Saturday morning (José) 

· Order paper and plastic products

· CLOSELY SUPERVISE CANDIDATE AND CORPORATE

· Name the corporate level titles

· Keep a database of all businesses being solicited

· Plan Save-the-Date Party

· Plan Invite Party

· Assist with the candidate promotions and/or parties

· Work with Candidate Team to divide membership to attend candidate events
· Review and update previous database of candidates, sponsors, and silent auction (have the general membership suggest any new businesses)

· Discuss time event start and end times

· Handle the planning of the check-in station. Ensure that invitees experience a quick, well-organized check-in. 

· Fulfill Presidential wish for entertainment

Please review each team’s responsibilities. write your name and next to “chair” and/or “team member” along with your strengths or desire to serve on the desired team.  Thank you for stepping up.

GALA CANDIDATES



Chair:



Team Member (must be at least 3rd year member at time of gala):

Strengths: 

· SECURE 12 CANDIDATES

· SEEK APPROVAL OF EVENT CHAIRS & PRESIDENT BEFORE CONTACT

· CONFIDENTIALITY & RESPECT IS A MUST FOR ALL CANDIDATE FUNDS

· Seek candidate suggestions from active and active sustainer memberships

· Develop unique and informative CANDIDATE PACKET by March 1

· Mail DYNAMIC candidate packet to the 12 confirmed candidates by May

· Familiarize the membership with the candidates at each meeting. Stress their role and the importance of respect, gratitude, and manners

· Organize candidate portraits as each candidate is secured and provide to PR and Design teams

· Plan CANDIDATE ORIENTATION and invite previous year’s winners

· Maintain contact with candidates on a monthly basis for support/questions

· Meet with event chairs to assign members to attend candidate parties
· Secure donation jars and name tags for Candidate Table

· Assemble candidate gift baskets. Ensure that the King and Queen baskets host unique and special items

· Purchase tiara and crown for winners

· ORGANIZE the gala timeline (assign members to each candidates to ensure line up on stairs)

· Collect monetary donations and provide to the Treasurer or President

· Candidate Chair & President make congratulatory phone calls on Sunday and a thank you note within the week to the winners and candidates

· Thank individuals/businesses who donated to each candidate

· Be sure to invite the winners to the June dinner meeting and next year’s gala

· Develop deadlines for corporate patronships

GALA CORPORATE



Chair:



Team Member:

Strengths: 

· A MAJOR TEAM WITH LOFTY GOALS

· MUST DEVELOP A PLAN IN NOVEMBER 2009 (Please model after the Ringling Museum’s)

· SECURE A TITLE OR NAMING PATRON of at least 25K

· AQUIRE SEVERAL 10K PATRONS

· SECURE ADD-ON PATRONSHIPS

· MAY INVOLVE LE PATRONS

· Mail solicitations to potential patrons

· Follow-up phone calls/emails to ensure the receipt of letter/form

· Verbally secure monetary donations. Please request funds be sent to JSL, P.O. Box 244, St. Augustine, Florida 32085

· Maintain database (Excel) with name, address, phone number, contact, and donations from each patron

· For patrons who receive event tickets, ensure guest names go to Treasurer

· Work with the Publicity Chair to make sure the levels and corporate patrons are included in advertising and are publicly displayed during the gala in a unique way (no more sponsor boards)

· Maintain a list for sponsor promotion

· Ensure that all corporate patrons are listed in the Thank You Ad

· SEEK APPROVAL FROM PRESIDENT BEFORE CONTACT

GALA CULINARY (OVERSEES DESSERT & COFFEE BAR)



Co-Chairs:



Team Member:

Strengths: 

· Coordinate 3rd floor butlered appetizers, dinner, and late night appetizers 

· Seek in-kind donations by various local restaurants in suit with the theme

· Develop and maintain a database to include restaurants, addresses, phone numbers, contact person, pick up date, and food type

· Arrange and coordinate the servers, passing of appetizers, monitoring of food service stations, overseeing of the food service areas during the night of the event

· Develop a plan to ensure that all tables are presentable throughout the evening
DESSERT & COFFEE BAR

No chair position as this falls under “CULINARY”
Team Members Only:

Strengths: 

· AWESOME DESSERTS WITH A CAPITAL “A”

· OUTSTANDING COFFEE BAR WITH A CAPITAL “O”

· SOLICIT IN-KIND DONATIONS

· Develop and maintain database to include names, addresses, phone numbers, contact person, pick up date, and dessert type

· Arrange for items to be delivered or picked up during the night of the event

· Coffee Station: coffee urn, coffee, filters, cream, rock candy sugar sticks, chocolate-covered spoons

· Provide liqueors

· SEEK APPROVAL FROM EVENT CHAIRS BEFORE CONTACT

GALA COCKTAILS



Chair:

Team Member:

Strengths: 

· SET UP A 8-FOOT TALL ICE BAR FOR MARTINIS WITH GALA & PATRON LOGOS EMBEDDED WITHIN THE ICE

· Develop a list of wines, beers, liquors, non-alcoholic drinks, and amounts of each needed for the event

· Items needed: wine, bottled beer, soft drinks, bottled water, alcohol, mixers (cranberry, orange, pineapple, and grapefruit juices, tonic water, club soda, grapefruit juice, & pineapple juice), bar condiments (lemons, limes, cherries, olives, straws, napkins), ice, stir sticks, martini shakers, coolers, large bucket tins, and bar tools

· Develop and maintain a database to include names, addresses, phone numbers, contact person, and pick up dates

· Coordinate the collection of donations

· Arrange for the items to be picked up at least two weeks prior to the event

· Secure ice donations and delivery

· Secure coolers

· Develop cocktail menu and provide to the event chairs and marketing team

· Please remember to share information with the the Event Chairs on a regular basis. When sharing information include the complete business name, contact person, address, phone number, and the reason for the thank you

GALA DECOR



Co-Chairs:



Team Member:

Strengths: 

· Develop riveting decor to mesmerize our guests

· UPLIGHTING MUST BE COLORFUL AND SPELLBINDING THIS YEAR (work with lighting vendor)

· Set up meeting with Entertainment Team to discuss logistics

· Maintain a database as to the items that need to be rented and/or donated, establish delivery times and pick up dates along with the contact names and phone numbers

· Maintain a schedule of arrival times of entertainers and items they may require

· Secure deposits and maintain financial information and balance due dates

· Gather table linens, glassware, dishes, silverware, tables, and table arrangements to be used during event

· Secure telephone numbers to be used during the day of the event to contact the entertainers

· Bathroom accessories and lighting (indoor/outdoor candles)

· Secure PIPE & DRAPE to disguise doors to the prep rooms. Lay drop cloths to cover the prep room floors

· VISIT www.snapfish.com (user: hollyitnyre@bellsouth.net password: Havana) for vision

GALA ENTERTAINMENT



Co-Chair:



Team Member:

Strengths: 

· Works closely with the Event Chairs to provide an ELECTRIFYING evening

· LOOKING FOR DRAMA AND EXPLOSIVE IDEAS

· Coordinate with Décor for entertainment areas

· Arrange entrance dancers, fire eaters, etc. in keeping with the theme

· Contact Jeff Dodd for entertainers

· Secure Gambling & make profitable

· Secure enticing gambling prizes

GALA SILENT AUCTION



Chair:



Team Members:

Strengths: 

· MAJOR CHANGE THIS YEAR—3RD FLOOR AUCTION

· SECURE 20-30 DESIRED ITEMS

· Develop and maintain a database to include names, addresses, phone numbers, contact person, and pick up dates

· Coordinate the collection of the donated items

· DEVELOP CONSISTENT AND UPSCALE PRESENTATION OF ALL PACKAGES

· TASTEFULLY display Silent Auction rules

· On event day allow enough time for proper display of auction items

· Design NCR bid sheets. Include the value, minimum bid, bid increments, and a detailed description of the item

· Handle credit card billing with the Treasurer

· Ensure that each auction winner pays for and receives the item before event close

· Unclaimed items must go home with the team chair. Arrange delivery and collection of money unclaimed items ASAP

· Team members are required to work Friday in place of event set-up

· OBTAIN APPROVAL FROM PRESIDENT BEFORE CONTACT

Design/Marketing/Advertising/Signage



Chair:
· Design Save-the-Dates

· Design and submit advertising

· Design and post social media promotions

· Design Invitations, RSVP card, Menu, Candidate Insert, Thank you cards

· Sponsor Recognition

· Design Billboard

· Work with the Publicity Committee on the ads

· Cocktail napkins

· Tasteful Event Signage: food, desserts, cocktails, registration, gambling rules, silent auction rules, photos, photo table, candidate table

OTHER

GALA WOW FACTOR! (FALLS UNDER DÉCOR AND ENTERTAINMENT)

This will be incorporated into each team.  Please brainstorm. 

· WOW! DYNAMITE, POTENT, SMASHES, VIJOR, MOJO, JUJU, VIBRANT—

THESE DESCRIBE THIS TEAM’S GOALS

· MUST BE ABLE TO WORK WELL WITH OTHERS

· MUST BE AN EXECUTOR (a NICE go-getter, is not deterred, a negotiator)

· Works with all teams to amp up areas with unique, make you say, “Wow” 

· Solicit a CELEBRITY ENTERTAINER for one to two acts

· Fulfill Presidential wish for entertainment

· Meet with LE team to chat about room use

· This team may work with active sustainers 

PHOTOGRAPHY



No Chair



GENERAL MEMBERSHP

· Secure photographer for portrait photographs

· Establish photo location

· Secure a roving photographer to take event pictures and candidate pictures

· Prepare the photo back drop area

· Prepare the photo mounting cards and/or envelopes

· Arrange for two pre-designated sub-juniors to bring memory card to CVS. Have location and price established prior to the event. Have money on hand for this, and ensure sub-juniors have a signed parent permission slip.

· Arrange for the photos to be mounted the night of the event and have all supplies needed to complete this. Also display mounted photos for the guest to pick up as they leave.

· Have photographers burn photos to a CD, and upload the images to their website. Upload other photos to the JSL Snapfish account. 

WELCOME TABLE


1)





2)



3) JSL Board Treasurer

3 SEASONED & HAPPY MEMBERS  (must be a 3rd year member at time of gala)

· Develop and implement systems for guest reception and check in that alleviates congestion.  

· 4 copies of the guest list in black cloth binders at the tables.

· Develop and implement payment retrieval at check in.  Make sure to have attractive cash boxes and needed supplies at the check-in tables.

· Develop and implement systems for credit card number retrieval at guest check in to assist Silent Auction. Alphabetize credit card information and give to the Silent Auction Chair before the closing of Silent Auction.

· Develop and implement system for greeting candidates and giving them their corsages and boutonnieres.

· Develop and implement system for flow of guests from reception to photograph section and candidate area. 

THANK YOU
· Develop and maintain a database of the names, addresses, phone numbers, and reasons for all thank you notes that go out

· Work with teams to maintain an accurate and up to date database of those to receive thank you notes

· Thank you notes sent to all who donate money to each candidate and each of the 12 candidates

· Make sure to check for accuracy in spelling, grammar, punctuation, and address prior to sending out a thank you card

· Mail all notes in a timely manner

