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Hi Change-maker, 

So you’re ready to start planning your next fundraising event. 

Maybe you downloaded this workbook because you started a nonprofit and you’re 
learning how to make your dream sustainable.

Maybe you’re a part of a team of amazing people that are looking to make more of 
an impact for their community.

Or maybe you were just put in charge of planning a brand new fundraiser and you 
have no clue what you’re doing! 

What ever brought you here, kudos to you for taking the first step toward making 
your fundraising event successful. 

Seriously, learning how to do something new, or playing at a new level, takes a ton 
of courage. So pat yourself on the back for taking action!

I’m so excited to share this Ultimate Fundraiser Starter Workbook with you! But be-
fore you dive in, let me share a bit about who I am and what Tribe Table is all about.
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on some incredible events, I didn’t start out that way. Not even close! 

The very first fundraiser I planned, I had NO CLUE what I was doing! I had to figure out how it all 
worked, learn how to make sponsorship asks (as a super shy, anxious introvert!), and plan the 
details of this huge event- all in 3 months! 

While I managed to pull it off (the event raised over 6-figures in profit), I found that it was 
really hard sifting through all the information out there, and pulling out only the good stuff that 
would help me be successful. 

Even with some event planning experience it was difficult to figure out what things I really needed 
to do, and in what order. I didn’t understand why figuring out how to put on a 
successful fundraiser had to be so hard! 

I also found that there were a lot of internal struggles, like the fear of making fundraising cold-
calls, to work through in order to be successful. Maybe you can relate to these feelings.  

I tell you all of this to say that I’m not some person giving you theories about what to do from up 
on a pedestal. I’m here to walk with you and help guide you through the trenches, because I know 
what it’s like to be there.

Tribe Table is all about teaching people who want to make a difference through hosting a 
fundraiser to do it the right way. It’s about building a community around your cause that’s 
engaged, committed, shares your values, and is excited to build with you. 

MY EXPERIENCE

I’m Quierra. Since we’re friends now, feel free to call me Q.

As an event consultant I help people create events 
(or as I like to call them, Live Branding Experiences) that 
produce real, measurable results that keep 
building year after year. 

I’ve planned events ranging from 50-person VIP 
mixers, to parties with 800+ guests, to galas that 
raised multiple 6-figures. 

I’ve done events partnering with the Golden State 
Warriors, Pixar Animation Studios, and even former 
President Bill Clinton. 

I don’t say this to brag, but to give you context. 
Because while I’ve had amazing opportunities to put 

http://tribetable.org/
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I’m a student of success. I like to take all the things that I learn from studying business and how 
some brands really emotionally connect with people, mix it with my psychology background, and 
add in my years of event planning experience. I bring together the principles, tips, and tricks that 
I’ve learned to help you create your own awesome fundraising events.

This workbook is designed to help you with the hardest part of planning a great event- getting 
started. 

In this workbook you will: 

  - Realign with your team’s mission and values
  - Create clear goals for your fundraiser
  - Set a budget that works for you, not against you
  - Figure out who your tribe is, what they want, and how to give it to them
  - Determine how to talk to your tribe in a way that speaks to them
  - Know what action steps to get you started planning your epic event!

Complete all the sections in this workbook for maximum results. Even if you think you’ve already 
figured out a section, take a few minutes to write it out anyway. Sometimes we get a different 
perspective or new insights by giving things a little extra time. 

If you’re a part of a staff, committee, or team putting together an event, you should go through 
all of the activities together. This is a great way to gain insights from one another and get hyper 
focused on the purpose of your event. Grab some snacks and make it fun!

Because I want this workbook to be super valuable to you as you get started, there are 
hyperlinks included that lead to blog posts related to the information in some sections. They 
are also listed at the end of the workbook, along with some additional resources to help you 
when you’ve started planning. These should help give you more context as you go.

If you get stuck or just want to skip ahead (I know I’m always guilty of this), that’s totally fine. Just 
make sure to come back to the the parts that you put on hold. While all of the sections of this 
workbook where strategically placed to lead into one another, the ultimate goal is to help reframe 
how you might think about fundraising events so you can get clear and get started.

HOW TO USE THIS WORKBOOK

ARE YOU READY? 
It’s time to rid the world of events with dry chicken, boring speakers, and people waiting patiently 
for an appropriate time to go home. Instead let’s host events that people love! After all, when your 
guests love your event they get more involved, donate more money, and bring their friends to do 
the same! It’s a win-win. 

Let’s do this!

http://tribetable.org/
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MISSION/ VALUES
* If you’re a part of team, I HIGHLY recommend having every person on your team do at least this section of 
the workbook. Get together afterwards and compare notes. 

Why do you want to have a fundraiser? Why now? 
Are you wanting to host a fundraiser because you’re in a tough spot financially, or have you been building up to it for a few 
years now? Maybe you’re celebrating an anniversary. Whatever it is, make sure that you’re ready to host a fundraiser before 
you get started. 

What problem in your community are you trying to solve?

Would hosting a fundraiser help to solve that problem? 

   Yes, absolutely!   I’m not sure yet/ still figuring it out

How would a fundraiser solve the problem?

What are some things that you could do instead of a fundraising event? 
Fill this out even if you know you want to host a fundraiser. You can use these ideas to keep people engaged after your event 

http://tribetable.org/
http://tribetable.org/blog-1/2018/9/18/top-5-signs-you-might-not-be-ready-for-a-fundraising-event
http://tribetable.org/blog-1/2018/11/20/how-to-keep-guests-engaged-before-after-your-fundraiser
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MISSION/ VALUES CONT. 

Why does what you’re trying to do matter to the community you serve?

Why does the work that you do matter to you personally? 
Sometimes we get so caught up in the work and the statistics around what we do that we lose touch with why it matters to 
us on an emotional level. Was there a certain experience in your own life that made you want to make a difference for others 
around this cause? Was there a project that you did that really moved you?

List 6-10 values that are important to you/ your group and would also be important to the ideal 
people who would be joining your tribe.

http://tribetable.org/
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What are the 3 biggest challenges that you might have trying to plan a successful event? 
This could be raising money, finding a big enough space, or even filling the room.

CHALLENGES + GOALS

Now, take a minute to think of some things that you can do to either make those challenges more 
manageable, or that could completely solve them. 
Sometimes the solution is just getting started in a small way. So if your challenge was that you want businesses to partner 
with you but you don’t have relationships with any yet, the solution might be to make a list of all the local businesses in your 
city and start making calls. 

http://tribetable.org/
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Now that you know what you’re biggest challenges might be, and how to get past them, let’s start 
with the fun part. Let’s set some goals!

Resource Goal: what resource would you like to get more of through hosting your event?
Money obviously comes to mind for a fundraiser, but your resource goals could also be getting more volunteers, or getting 
more people signed up for your mailing list. What do you want to gain from this event?

Impact Goal: what do you want guests to walk away knowing about your organization? 
If they remember nothing else, how do you want them to be able to quickly describe you to a stranger?

Emotional Goal: how you do want your guests to feel when they interact with you? How do you 
want them to feel every time they hear or read about you in the future? List 6-10 emotions below.

Action Goal: What you want your guests to do next immediately after the event is over? 
The whole point of having an event is to give you the opportunity to grow stronger relationships with people over time. 
Maybe you want people to volunteer to help one of your programs, or sign up for your individual giving campaign. 

CHALLENGES + GOALS CONT.

http://tribetable.org/
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Having funds that you can invest is one of the key indicators to whether or not your organization 
is healthy enough to host a fundraiser. 

Even if you plan to get sponsors and have things donated (which you should), make sure that your 
event isn’t dead in the water if someone doesn’t come through. 

You might also have to put money down for big ticket items like a venue before you can send 
invitations to potential sponsors. 

Make sure you can afford to have an event before you start. I’ve seen so many nonprofits 
ignore this advice. They refuse to set a budget number and end up thousands of dollars in the 
hole from just one event! 

Don’t let this happen to you. Write the number your organization is comfortable investing in your 
event as if you won’t have any partners to help pay for it. That way every time someone donates 
you have a reason to celebrate.

Also, keep in mind that your fundraiser doesn’t have to be a big expensive gala. There are so 
many successful fundraising events that aren’t a gala. It’s all about finding what works for your 
community and your budget. 

How much money can you invest in your event? 

BUDGET

 (comfortable conservative amount)    ---   (optimistic maximum amount)     

___

What might be some of the larger expenses or big ticket items you’re anticipating? 

http://tribetable.org/
http://tribetable.org/blog-1/2018/10/23/20-fun-fundraising-event-ideas-that-arent-a-gala
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Now let’s talk about your tribe. More specifically, let’s learn who they might be so that we can build 
the perfect event for them. 

Who is your tribe? What are some ways to describe them? 
This could be descriptions like “high level employees” if you’re planning a large event, or “parents” if you’re a school. Go for 
the obvious first, then challenge yourself to think of more things that these people have in common. Maybe most of the 
companies you want to partner with are startups that hire millennials. Or maybe most of the parents at your school are also 
super active. If you don’t have a tribe yet, write down some characteristics of your ideal tribe.

TRIBE

Are there any people or businesses that you already have relationships with? Who is already one 
of your supporters?

Could any of your current relationships help you with your event in some way? 
Maybe they can help you by sponsoring, donating, or by providing volunteers. Everyone who supports your event is investing 
in you by either helping you make or save money. Who are the people who might help with parts of your event? 

Make $$$                                                      Save $$$

http://tribetable.org/
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TRIBE CONT.

Now the fun part- what are some activities that your tribe might like to do, see, or experience at 
an event? 
Really let your imagination run with this one. Brainstorm a list and write down anything that comes to mind when you think 
about the tribe members that you described above. 

One of the keys to a great event is to focus on a few things and to do them really well. Go back 
over your brainstorm list and add stars in the boxes of the top 5 things that you think your 
tribe would like the most. 

Now that you have your top 5 list, review your budget. Are there ways to give your guests what 
they want that might be cheaper than your original plan? Cut out all the things that your guests 
don’t care too much about. Invest all of your time, energy, and funds to enhance the things they 
do want. As you plan you will narrow this down even more until you have 2 or 3 cohesive activities 
to focus on. 

Now that you know what your guests want and have a better idea of your budget, decide on what 
type of event to have. 
Need some ideas? Again, here are 20 event ideas to get you started.

http://tribetable.org/
http://tribetable.org/blog-1/2018/10/23/20-fun-fundraising-event-ideas-that-arent-a-gala
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TRIBE CONT.

So you know who your guests are and what they want. How are you going to really wow them? 
Think of some ways that you could give your guests a bit more to make them feel special. 

List 3 things that you can do to make your event more fun, meaningful, and convenient for your 
tribe. 

What could you do to make your event more fun for your guests? 
Examples include activities, games, ways that they can network with more people, etc. 

What could you do to make your event more meaningful for your guests? 
Examples of this could be stories that you share with them and how you engage their emotions at the event.

What could you do to make your event more convenient for your guests? 
Examples could include providing parking passes, making sure your registration line moves quickly, and even considering a 
venue with carpet instead of marble for ladies in heels.

http://tribetable.org/
http://tribetable.org/blog-1/2018/9/25/the-3-things-that-all-successful-fundraising-events-have-in-common
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MESSAGE

So we know your mission, figured out your budget, and got clear on who your people are, it’s time 
to figure out how to talk to them about your event. The key here is to figure out how to talk about 
your event in a way that other people care about. This is HUGE, so I’ll say it again. 

Frame your event so that your guests can see why it would be important to them. (hint:  if 
you’re struggling with how to start this, look back at why this cause matters to you personally. If it 
connected to you on an emotional level, you know first hand how that could feel if another person 
heard it too). As you come up with your messaging, refer back to who makes up your tribe to make 
sure that it would matter from their point of view. 

 What about your event would matter to your tribe? 

What’s in it for them? What are you going to give your tribe through this event that they would 
actually care about? 
This could be things like the opportunity to networking with people (who do X, which is important to them because of Y), 
giving them a fun entertaining night out, a new experience, the chance to advertise their company through sponsoring, or a 
chance to connect with other people in the community in a meaningful way. Basically, you need to make your event worth 
skipping a night at home watching Netflix. What are 6 things that you will offer your tribe to make your event a great oppor-
tunity for them? 

http://tribetable.org/
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DETAILS

Now that you’ve gotten clear on your mission, who your tribe is, what kind of event they’d like, and 
how you’ll tell them about it, we get to the easy part- picking a date for your event. 

Lots of organizations do this part first, but it’s actually easier to choose a time if you know all the 
information we covered earlier. That way you don’t accidentally pick a time that ultimately doesn’t 
work for your tribe. I’ve seen it happen multiple times, and it’s never pretty. 

Here are some things to keep in mind:

 Major holidays (people might be out of town or on vacation)
 Your other major projects or campaigns (because you have to be able to pull this off!)
 School year and breaks (if any of your tribe is made up of parents with school- aged kids)
 Seasonal weather (it might not work to have a Dinner Under the Stars in November)

When will you have your event? Narrow it down as much as you can to help make deciding easier

Time of Year/ Season

Month(s)

Specific dates that might work

How much time does this give you to plan? 

When you look at the rest of your calendar, is that enough time? If not, go back and revise your 
date(s) or see if you want to skip a year to give yourself more time to plan. 

http://tribetable.org/
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NEXT STEPS

The only way to turn your ideas into reality is to take action. Choose how you’re going to get 
started. This could be setting up a meeting with your team, calling around to get prices on 
possible venues to find out what you can afford, or doing some research about what other 
people in your area have done to make their events successful. 

What are 3 things you can do in the next week to get the ball rolling on your fundraiser? 

RECAP

Congrats on making it through to the end! Keep this workbook handy as you plan your event so 
that you can always refer back to your notes. This ultimately saves you a ton of time and money 
because you will ONLY do things that matter to your guests and you can comfortably say no to the 
rest. 

If you change course or learn new things about your guests along the way, that’s great! You should 
get more clear as you learn more about your people. Just add in notes so that you can keep clear 
on your goals as you go. 

This will help you keep your event super-focused on your tribe and the relationships you want to 
build with them. You now have everything you need to start planning an awesome event that your 
tribe will love. Now get out there and get started!

Happy Fundraising! 

http://tribetable.org/
http://tribetable.org/blog-1/2018/11/5/5-simple-ways-to-give-a-great-guest-experience-at-your-next-fundraiser
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RESOURCES

Mentioned in this workbook

Top 5 Signs you Might Not be Ready for a Fundraising Event

How to Keep Guests Engaged Before + After your Fundraiser

3 Things all Successful Fundraising Events Have in Common

5 Simple Ways to Improve Guest Experience at your Next Fundraiser

20 Fun Fundraising Ideas That aren’t a Gala

Other resources for your fundraiser
 

25 Ways to Promote Your Fundraiser

How to Write Sponsor Letters that Connect

How to Organize your Next Silent Auction

Top 10 Tips for Fast Guest Registration at your Next Event

How to get Millennials Interested in your Fundraiser

More helpful resources
 

The entire Tribe Table blog

Follow Tribe Table on Pinterest

Email me! quierra@tribetable.org
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