[image: ][image: UWArtsSciencesLetterHeader]		
	
Event Kick-Off Document
Event Title
Event Date & Time
Location

Goal of Event:
Give a brief description of goals and reason for event, subject matter & any presenting partnerships: _________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Target Audience:
Internal:
· Advancement Staff_______________________________________________________
· College Board___________________________________________________________
· Foundation Board________________________________________________________
· Visiting Committee Chairs/Members_________________________________________
· President_______________________________________________________________
· Provost________________________________________________________________
· Dean__________________________________________________________________
· Divisional Deans_________________________________________________________
· Department Chairs_______________________________________________________
· Students_______________________________________________________________
· Other__________________________________________________________________
External:
· Giving Level____________________________________________________________
· Rated Prospects_________________________________________________________
· Interests (affinity)________________________________________________________
· Geographic (regional)_____________________________________________________
· Demographic (age, gender)________________________________________________
· Dean’s Club____________________________________________________________
· Suzzallo Society________________________________________________________
· CRO__________________________________________________________________
· Alumni_________________________________________________________________
· Other _________________________________________________________________
Event Format:
· Reception______________________________________________________________
· Dinner_________________________________________________________________
· Lecture________________________________________________________________
· Panel Discussion________________________________________________________
· Other Format ___________________________________________________________
· Potential Speakers_______________________________________________________
· Event Capacity__________________________________________________________

Invitation Process:
· Hard Copy Invitation
· Email Invitation
· How will guests without email addresses be handled?______________________
· Save the Date Drop Date (8-10 weeks out):____________________________________
· Invitation Drop Date (6-8 weeks out):_________________________________________
· Reminder Drop Date (1 week out to day before):________________________________
· Email blast
· Phone Calls
· Ticketed event?   YES      NO
· Ticket price:____________________________________________________________
· How will VIP’s invitations be handled?________________________________________
· Who will receive complimentary tickets?______________________________________
· Who will pay for complimentary tickets?
· Procard#_________________________________________________________

RSVP Process:
· Convio online registration
· Manual registration via phone/email
· Registration cut-off date___________________________________________________

Event Documentation:
· Film Event (budget #)_____________________________________________________
· TV Broadcast / Online Webcast 
· Podcast / Audio Recording
· Photos
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