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 SUPER-HELPFUL EVENT CHECKLIST
Great organization will allow you to succeed and enjoy your event!  Our third-party event checklist helps ensure that you cover every important detail.
· 1.  BEFORE YOUR EVENT
· Read and indicate your agreement with Loving Spoonful’s THIRD-PARTY EVENT GUIDELINES.
· Complete Loving Spoonful’s THIRD-PARTY REGISTRATION form
· Get the okay from Loving Spoonful (please!)
· Receive your endorsement letter and logo from Loving Spoonful
· Outline the responsibilities of every person involved in the event.  For example, you may want to designate sub-committees (marketing, sales, sponsorship, etc.)
· Make a budget
· Confirm your venue
· Make note of contact information
· Make note of conditions
· Negotiate fees with venue, if applicable
· Apply for permits (liquor/raffle)

· Make note of equipment requirements

· Seek sponsorships if desired (from local businesses, for example).  Use your endorsement letter to help with this

· Put together your printed materials (be sure to get approval on all printed materials from Loving Spoonful).  This might include flyers, banners and/or handbills

· Distribute promotional material

· Send out electronic advertisements, create a social media event, sent out press releases (we can help you with a thorough list of media e-mails)
· Call local arts/culture/media publications to inform them of your event

Organize volunteers
· 2.  AFTER YOUR EVENT 
· Send donations to Loving Spoonful along with the event follow-up form. 

· Send eligible donor information to Loving Spoonful to ensure the issuance of tax receipts. 

· Send thank-you cards to volunteers, sponsors and others who helped make your event a success! 

· Compile photos and articles and send to Loving Spoonful

You’re done! Congratulations! We’ll thank you from the bottom of our fresh food-loving hearts! 
PAGE  
LOVING SPOONFUL * PO BOX 1321, Kingston Main, KINGSTON, ONTARIO K7L 5C6 * TEL: 613 507-8848*

E-MAIL:  info@lovingspoonful.org * WEBSITE:  www.lovingspoonful.org * CHARITABLE # 82166 5312 RR00001


