
realsimple

worksheet: charity-event checklist

description of event

date and time
invitation send-by date
location reserved: yes   / no

location contact

Name

Donors/Sponsors

Fund-raising Goal

Responsibilities Contact Information

use this worksheet to record the contact information and agreement details for the location, volunteer staff,

and major donors involved in your charity fund-raiser. Make copies of this sheet for the team leaders.

Name Item Value

Team Leaders/Volunteer Committee

For reprints of this worksheet, go to www.realsimple.com/charity 2006 © Time Inc. All rights reserved.


