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Virginia Gildersleeve International Fund 
40th Anniversary House Party Checklist
Two Months Before      
___ Select the date for your party 
___ Inform VGIF that you will be hosting an event or party and send us your email address so we can email you a 12 ½ minute DVD presentation. 
___ Create a guest list 
___ Create a budget and menu 
___ Determine what your theme might be, ex: international potluck, mother-daughter tea, etc. 
___ Create a fundraising goal    

Six Weeks Before 
___ Send invitations 
___ Begin tracking RSVPs 
___ Review the VGIF DVD presentation   

Four Weeks Before 
___ Finalize menu 
___ Map out party logistics (i.e. if showing the PowerPoint presentation, will everyone be able to see it? Where will you stand to present?)   

One Week Before  
___ Review RSVPs and call everyone you haven’t heard from 
___ Confirm with caterer or menu planner 
___ Purchase beverages and supplies 
___ Assign “volunteers” to welcome and check in guests, restock beverages, replenish food, etc.
 
Three Days Before 
___ Make reminder calls to everyone who plans to attend 
___ Select music 
___ Decorate 

 Day Of Your Event 
___ Prepare beverages and food 
___ Ask volunteers to arrive 1-2 hours before event to help with preparations and last-minute details 
___ Setup sign-in table with pens, sign-in sheets and nametags 
___ Set out VGIF materials i.e.: newsletter and brochures 
___ Greet guests, take their coats and help them sign in 
___ Set aside a basket or plate to collect donations 
___ Have fun!! 
 
The Presentation 
___ Gather your guests and present your reasons for hosting the house party and supporting the Virginia Gildersleeve International Fund.
___ Show the DVD presentation about worldwide grant recipients
___ Invite guests to ask questions 
___ Hand out donation envelopes and ask each guest to make a contribution   

After the Event 
___ Collect all donation envelopes and the sign-in sheet and send them in one package to the VGIF.
                  Virginia Gildersleeve International Fund
                  3 West 29th Street, Suite 1002
                  New York, NY 10001                          

___ Send thank you notes or e-mails to all your guests. VGIF will also send a thank you note to those who donated during your event.
___ Check with those who were not able to attend your event. Explain to them why you had the event and invite them to donate to VGIF. (They can send a check to VGIF or donate on our website)

