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CFC Team!
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Event Management Steps

Decide The Theme

- Cause of the Week
- Holidays
*Marine Corps Birthday
*Giving Tuesday
*International Volunteer Day
*Army/Navy Game

Venue

- Virtual
- Atrium/Office/Conference   
Room/Outside

*Permits

Charity Requests

- What is your maximum 
number of charities?

*Visitor’s Access
*Parking/Escorts
*Special Accommodations
*Communicate with the   
Charities

External Support Advertise

- CFC Teams
- Leadership Emails
- Public Affairs
- Agency Intranet
- Newsletters
- Flyers/Posters
- Word of Mouth
- All-Hands/Town Halls
*ADVERTISE

- Agency’s Protocol/ 
Special Events Office

- Public Affairs
- Ceremonial Guard
- Graphics
- Music Support
- Volunteers
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How are you going to achieve it?
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ADDITIONAL INFO

Event Planning Checklist

3 Weeks Prior 1 Week Prior Day of Party

 EVENT TITLE

VENUE / LOCATION EVENT DATE & TIME

Choose a location /Permits Confirm Access/Parking for Charities Enjoy all you hard work
Music/Photographer Requests Confirm External Support Requests

Choose a Theme Welcome Letters to Charities SET-UP for the Charity Fair
Request for Charities Make DIY items for the Tables Escort/Brief the Charities

ALL Loaned Executives on DECK COMMENTS

Venue

Send out Awareness Information Coordinate with Volunteers
Solicit for Volunteers Confirm VIP attendance

Event Posters/Easel(s)
AV Equipment, if required

Tables/Chairs to accommodate the number of requsted charities

Set Up
Clean Up

CFC Promotional Items
Linens/Table Skirts, if applicable

Decor

Food / Beverage

Additional Decorative Items

Water for the Charities
Takeaway Food / Beverage, if applicable

Music / DJ
Performers

Entertainment

Event Documentation

Video Production

Photographer

Videographer

Welcome Letter to Charities
Builiding/Security Access/Parking

Charities

Follow-up: Thank You Cards/Emails
Charity Evaluation Form

CAMPAIGN TEAM ROLE & RESPONSIBILITIES

VOLUNTEER ROLES LIST
Location Start Time End Time Site Lead

Campaign Team on Deck 9:00 CLOSE

Pentagon 2nd Floor, Apex 1/2 10:30 1:00

Pentagon 2nd Floor Apex 9/10 10:30 1:00

9:30 10:00
10:00 10:30

10:30 11:00

Pentagon 2nd Floor, Apex 1/2 10:30 12:45

Pentagon 2nd Floor, Apex 9/10 10:30 12:45

Campaign Team on Deck All LEs

Activity
Begin escorting charities to the assigned 
Apexes from the visitor's area

Maintain the flow by keep the line 
moving; provide waters for the charities; 
collect stamps and provide charity 
evaulation forms

1:00
Begin escorting the charities back to the 
visitor's area/Clean Up

Front of Visitor's Entrance (Metro Entrance)

Welcome/sign-in charities upon 
arrival/inform the charities which Apex for 
setup                                                                
*Virgina Search & Rescue Dog Association 
will be in Apex 9/10

Explain about the rules about visiting at 
least 5 charities for a chance to win the 
basket; check the bingo cards to ensure 
name/organization is legible/Announce the 
Winner/Deliver the basket to the winner                                                               
*Drawings will commence at 1245 to 1300
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More Ideas
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CFC Table Displays
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