
 

 

 
 
 
 

   PLANNING FUNDRAISING EVENTS 
 
 
 
 
 
 
 

Work with your club committees on fundraising efforts. A successful fundraising event 
can support projects that make a real difference in people’s lives. If your club chooses to 
organize a fundraiser, include the following steps: 
 

1. Determine what you need. Set a target amount as your goal and identify the 
type of event that will realistically yield that amount. 

2. Establish a budget. Find out what is available in your club budget to hold an 
event and determine what your expenses and anticipated revenues will be. 

3. Identify the resources required to meet your fundraising goals. 
Determine how many people are needed to plan and carry out the fundraiser. 
Use Rotary Ideas to help you plan your event and meet your fundraising goals. 

4. Figure out logistics. Choose an appropriate date and venue for the event. 

5. Minimize risks. Evaluate whether the event activities might lead to potential 
losses to the club, and determine how those losses can be avoided. 

6. Organize volunteers. Determine roles and tasks for volunteers, and involve 
community members. Set up a fundraising organizing committee. 

7. Publicize the event. Work with the club public image committee to identify 
target audiences for your event in the club and the community, and plan how you 
will reach them. Notify the media about your event if appropriate. You will find a 
variety of promotional resources in the Brand Center. 

8. Hold the fundraiser. Encourage volunteers to monitor the event’s progress, 
noting successes and challenges to be discussed during evaluation. 

9. Manage funds appropriately. Establish a tracking procedure before 
collecting any funds, and deposit funds in an account opened specifically for the 
event. Report how the funds are used to the club and donors. 

10. Recognize volunteers, contributors, and sponsors. Send personalized 
thank-you notes, photos, and certificates if appropriate. 

11. Evaluate the effort. Make note of what worked and what didn’t so what you 
learned can be applied to future fundraisers. 

12. Ensure success for future fundraising efforts. Discuss any outstanding 
concerns or issues with the incoming treasurer and with new members of the 
fundraising organizing committee. 

 
You will find more event ideas and promotional resources in the Event Planning Guide 
in the Rotary Brand Center. 
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