
Community Team for Booster Clubs 

 
 

Tourney or Run/Walk Fundraising Event 

12-18 Months 

 Contact local FCA Office  

 Research and tour facilities and/or outdoor venues. Select a location. 

 Meet with authorities to discuss what permits and clearances are necessary. 

 Recruit organizing committee. Host brainstorming session to determine event goals, 
rules, program (event speaker/testimony/gospel presentation) and theme. Assemble 
event description and plan outlining date, venue, program and activities. 

 Create a proposed budget. 

 Begin developing marketing materials-website, brochures, registration forms, 
sponsorship form, press release, Facebook page and Twitter. 

 Create a list of potential businesses and groups to target for sponsorship/donations. 
 
 
6-12 Months 

 Develop comprehensive floor plan of facilities/outdoor venues 

 Identify needs based on floor plan (seating, tables, tents, port-a-potties, crowd control, 
signage, decorations, a/v, athletic equipment). 

 Develop transportation and parking plan for participants and spectators. 

 Gather emergency procedures information for bad weather and other emergency 
situations.  

 Issue press release to announce event and location. 

 Begin marketing. 

 Meet with potentials sponsors/donors. 
 
 
3-6 Months 

 Finalize floor plan details. 

 Detail event day timeline of activities. 

 Rent necessary equipment. 

 Meet with authorities to double check logistics. 

 Determine how many volunteers are needed and for what tasks (set-up/tear-down, site 
organizers, registrations, traffic control, security, first-aid, photographer, court/course 
monitors, referees, food etc) 



 Monitor budget spending and adjust as secured sponsorships and paid participants 
register. 

 4 weeks prior to registration deadline, issue a second press release to remind people of 
the approaching deadline. 

 Create necessary directional signage, promotional banners, event map, decorations. 
Write necessary scripts for overhead announcements, award presentations, special 
thanks, etc. 

 Determine participant giveaways (tshirt, info sheet on local FCA, other items related to 
type of event) 
 
 

1 week-day of event: 

 Walk-thru venue to double check floor plan details. 

 Place equipment, signage as necessary. 

 Finalize food and beverage counts 

 Conduct training as needed for event volunteers. Provide volunteers with event map, 
schedule and emergency contact numbers and procedures. 

 Issue press release and media alter for event coverage 

 Assign volunteer to update social media during event. 

 Meet with photographer to go over list of “must have shots”. 

 Review scripts as needed. 

 Publicly recognize sponsors/donors at event. 
 
 
After event: 

 Follow-up with attendees as needed. 

 Send thank you notes and event picture to sponsors/donors. 

 Upload pictures and event summary to www.nebraskafca.org/booster. 
 
 
 
 
Dodgeball or other tourney set-up: 

 Determine number of teams needed and how many players per team 

 Develop brackets-determine championship 
 
 
Run/Walk: 

 Runner giveaways could include: chap stick, sunscreen, water bottle, other community 
giveaways 
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