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Host Checklist

Before your party…

 FORMCHECKBOX 

Decide the theme of your party.  It can be anything from a formal dinner party with a silent auction, to an outdoor BBQ with a kickball game.  See the It Takes a Village Party online Host Kit for sample theme ideas.

 FORMCHECKBOX 

Design a menu, decide how you would like to decorate, and make a list of supplies.  It can be simple or formal, whatever is comfortable to you.  You may also want to consider using plates, cups or utensils that can be composted or rented, rather than using disposable items.

 FORMCHECKBOX 

Set a goal for how much you would like to raise, and determine a suggested per person donation that would be appropriate for your guests and the type of event you are throwing.

 FORMCHECKBOX 

Craft a personal invitation or an Evite (www.evite.com) for your friends and family that explains why you have chosen to fundraise for Village Volunteers.  Create excitement for the event, and let them know that their support will impact the lives of many.  See the It Takes a Village Party online Host Kit for the Sample Invitation.


If you send invitations by mail, consider providing stamped return envelopes to invitees in case they are unable to attend and would like to donate.  Remember, you want to make the donation process as easy as possible for the donor. 

 FORMCHECKBOX 

Procure in-kind donations of supplies from stores, restaurants and/or local farmers. See the It Takes a Village Party online Host Kit for the Sample Donation Procurement Letter.

 FORMCHECKBOX 

Go to the It Takes a Village Party online Host Kit.  Download and print the following: 
· ITAVP Brochure
· VV Volunteer Flier
· Donation Table Signage
· Donation Receipts

· Signup Sheet
· Summary Sheet

 FORMCHECKBOX 

Download the VV Slideshow from the online Host Kit.  Make arrangements so you can play it on a TV or computer during the party.

 FORMCHECKBOX 

As your guests begin to donate, and you recruit other hosts, track your progress toward the grand prize online at www.villageparty.village-volunteers.org/.

Day of your party…

 FORMCHECKBOX 

Decorate, and prepare food and beverages.

 FORMCHECKBOX 

Set up a donation table near the door.

· Display signage for ways to donate and payment options.

· Provide a receptacle for donations.  

· Make envelopes and pens available so donors who give cash can label their donations.

· Set up a laptop and display the It Takes a Village Party Donate page (www.villageparty.village-volunteers.org/donate/) for receiving credit card donations. 

· Store the Donation Tax Receipts near the table so you can easily provide receipts to your guests as they donate.

 FORMCHECKBOX 

Display the It Takes a Village Party and other Village Volunteers brochures. 
 FORMCHECKBOX 

Make the Signup Sheets and pens available so guests can signup to learn more about Village Volunteers.

 FORMCHECKBOX 

Set up the VV Slideshow on a TV or computer.
At your party…

 FORMCHECKBOX 

Talk about some of the reasons you support Village Volunteers. (Refer to the Village Volunteers Overview in the online Host Kit.)
 FORMCHECKBOX 

Encourage guests to signup to learn more about Village Volunteers and visit the Village Volunteers website (www.villagevolunteers.org).
 FORMCHECKBOX 

Ask guests if their donations can be matched through their employer’s matching gift program.
 FORMCHECKBOX 

Have fun!

After your party…

 FORMCHECKBOX 

Bundle all checks.  Ensure they are made out to Village Volunteers and have your name on the memo line.

 FORMCHECKBOX 

Sum the cash donations and write a check to Village Volunteers. Note in the check memo “cash received”.
 FORMCHECKBOX 

Collect your Signup Sheets.
 FORMCHECKBOX 

Fill out the Summary Sheet and keep a copy for your records.

 FORMCHECKBOX 

Mail the following to Village Volunteers, 5100 S. Dawson St., Suite 202, Seattle, WA 98118, USA:

· Completed Summary Sheet

· Checks

· Documentation for matching gifts
· Signup Sheets 
 FORMCHECKBOX 
  
Store signage and decorations to be used next year.  Note any changes or ideas you have for next year’s event.

 FORMCHECKBOX 

Sit down, take your shoes off and feel very, very good about helping to make a difference in the lives of others! 

