Checklist Name: Preparing for a Fundraising Kit and Fundraising event at a supporting organization
Goal: Effectively evaluate and prepare for an opportunity for a Fundraising Kit that will be used by a supporting organization to raise funds for because I said I would and/or the supporting organization.  
Phase 1: Evaluating the opportunity
· Have you set up a phone call or video conference with supporting organization to explain the fundraising kit process and goals?
· Have you explained the fundraising kit purpose and process effectively to the supporting organization?
· These funds help us support our charitable programs and the sending of promise cards. For example, we gave 100 tickets to Disneyland to kids with cancer, we helped the victims of Hurricane Sandy and recently we INSERT RECENT PROJECT OR DONATION HERE. We have distributed over 2.4 million promise cards to over 150 countries in the past 24 months with the support of fundraising efforts like this. 
· We send merchandise to be sold for the benefit of our nonprofit. The funds that are raised along with unsold merchandise are sent back to because I said I would when the fundraising event is done. 
· Have you reviewed the following questions with the supporting organization? Have you documented this information in the appropriate form?
· Is it within the organization’s policies or guidelines to allow a fundraising event to support a 501(c)(3) nonprofit organization?
· What date or dates and time of day work best for your organization considering people will need to time to physically come to the merchandise table? 
· Who will be the leader of the fundraising kit and our primary contact? 
· Who will staff the merchandise table? Will this be done in shifts or just one person? 
· What type of promotion or advertising do you think would be effective to promote this fundraising event at your organization? Emails? Flyers? Etc…
· Are you able to consolidate all cash into a single check or money order to be sent to us?
· How many shirts do you think you could sell? What distribution of sizes do you think would be most appropriate to send given the nature of your organization’s demographics?
· Where do we ship the products do and who should they be addressed to?
· [bookmark: _GoBack]Are you able to get to a FedEx to ship the products and equipment back using our FedEx account? Do we need to make another accommodations?
Phase 2: Layout and preparation

