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BFEE SOP FORM

Purpose:
Oversee and coordinate the planning, implementation and evaluation of fund-raising events as approved by the Board. 
Scope:  
All Foundation fund raising events held for the benefit of the school district.
Prerequisites: 
Annual plan for fund-raising initiatives; annual school district calendar and school district needs/activities; general knowledge of community fund raising groups and initiates; committee meeting minutes; committee and volunteer contacts.
Responsibilities/Procedures:
Conceptualize, plan and implement an annual fund-raising event plan. Currently, there are two major events: one in February (still in concept/change stage) and Golf Outing at Lost Dunes Golf Club in Bridgman in May.  Each event requires significant advance planning of approximately 4 - 6+ months. 
Project manage events, including venue sourcing/contracts; prioritizing activities; staffing of volunteers, vendors or professionals; budget management; public relations planning/announcements; and other related activities, such as sourcing of prizes, sponsors, etc. 
Provide reports to the Foundation Board on on-going or final event information. Suggest improvements
Partner with various Foundation committees to determine committee budget requirements, future school projects/needs, evaluate fund raising events, provide event information for PR purposes
Develop and maintain relationships with donors, sponsors, volunteers and influencers necessary for successful fund-raising events. 
1. Maintain committee files and records in a secure place and name a person/contact information who has access to files and records.
May source and direct the work of a grant writer as requested by the Foundation
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