
Fundraising Party Checklist
Hosting a fundraising party is a great way to bring together friends, family, neighbors and colleagues in 
a house, o�ce or other comfortable environment to talk about Community Water Center and drinking 
water justice. 

This is a special way to support a cause you care about by inspiring others to join you in your support. 
Fundraising parties can be fun and simple to put on and provide very meaningful support for Community 
Water Center. If you’re interested, please contact Natalie Garcia, CWC’s Development Director, at 916-706-3346
or natalie.garcia@communitywatercenter.org for next steps and any questions!

What you can do… 
 

•       Host    the    event     in    your     home    or    in   your place of
business  

 
•  Provide a contact list of friends, family,  
acquaintances and/or colleagues 

 
•  Make follo w            -up phone calls to get people to the
party; (20-40% of invitees will attend if you call
to follow up!  

 
•  Make a direct ask for gifts or even better, 
make a strong statement of support for CWC’s
work and publicly announce your own gift 

 
• Write and send thank you notes to the attendees 
and donors after the event 

 
•  Cover the costs and arrange for food and 
beverages

If it doesn’t work for you to do all of these 
things, CWC can provide support. Typically you
want to invite 4x the number of attendees you
want at the event. 

Likewise, if you don’t have the capacity to cover
the food and drinks, CWC can help pitch in to 
cover if necessary.

What CWC can do… 
 

• Send out the invitations and keep track of 
RSVPs 

 
• Provide support to develop the invitation list   

 
 • Provide the formal program for the event 

(CWC speaker, main program such as a short 
video or client speaker)

 
 • Provide support with the “ask” at the event

 
 • Help with set-up and clean-up the day of 

the event  
  • Send out a reminder email the day of with 

directions and any necessary instructions
 

 • Provide written materials about CWC, as well 
as donation forms and credit card processing 
equipment (Square app)

The bottom line is that this is meant to be a 
partnership in putting on an intimate event
for people to get to know and support CWC’s
vital work in drinking water justice. 

Together, we can work out our respective roles
to make the planning and execution of the 
event fun and simple.



Guest List

When thinking about your guest list, 
start with people you think will have 
an interest in the work that Commu-
nity Water Center does. This can be 
your high priority list. But don’t stop 
there. Truthfully, you never know 
who will be inspired to come and 
support. You can start with some 
obvious groups, such as friends, 
neighbors, family, and colleagues 
or co-workers. Then branch out to 
other groups… 
 

     
about other parents?
D   o you have kids in school? What•

 
 
• Are you involved in any hobby 
  groups such as a running group,
  book club, etc? Invite them too.       
 
• What about other parents from your

 
 
•How about your spouse’s network?  
 
If you need help thinking of people 
to invite, CWC sta� can help you 
brainstorm to develop your list. 

Inviting Guests

Once the invite has gone out, it is 
critical to do some follow-up. It is 
most e�ective for you, as the host, to 
do follow-up phone calls to encour-
age people to come. If you know it 
will be di�cult for you to reach them 
all by phone, you can divide the list 
into phone and email follow-ups. 
You can even use Facebook. What-
ever you think is going to be most 
e�ective with your guest list. It is 
personal outreach that really makes
the di�erence, since we know that 
20-40% of invitees will attend 
if you call them after you send the 
invitation.

To prepare for the day of the event, making a list of the items 
to address will help you stay organized. Here is a sample
check list:

 
 Coordinate with caterer or pick-up or prepare food. 
 
 If getting prepared food from a store, transfer them to   
 nice serving dishes. These little touches really make a  
 di�erence. 
 
 Make sure you have enough plates, cutlery, napkins and  
 glasses. 
 
 Buy and/or prep drinks, including a non-alcoholic option. 
 
 Arrange with CWC sta� on their arrival time and any   
 set-up help you need. 
 
 Place any signage or balloons needed outside to help   
  
 
 Work with CWC sta� to arrange furniture or seating so  
 people have places to set down their drinks and food   
 and sit.  
 
   
 they can be heard by everyone. 
 
 Coordinate with CWC on any AV set up needed (if using 
 a video). 
 
 Greet your guests and thank them for coming.  
 
 Relax and enjoy the evening!

Follow-up

After the event, CWC will send handwritten thank you notes to 
all of your attendees, including acknowleding those who gave their 
�nancial support. Donors to CWC will receive donation receipts 
for tax purposes. 

Provide feedback to CWC about how things went for you as the 
host and any observations about the event in general. This input 
is crucial for CWC, so we can improve upon our e�orts and make 
hosting and attending house parties fun and simple. 

Day-of Event Checklist 

Place any signage or balloons needed outside to help
guests �nd your place.

kids’ activities.
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