
Special Events Committee Responsibilities

The Special Event Committee is responsible to Programs & Events Committee Chair 

of the Kindah™ Foundation to assume primary responsibilities in matters pertaining 

to the special event. The committee shall perform the following functions subject to 

and in conformity with established policies of the Kindah™ Foundation and with the 

approval of the board of directors.

 Identify and confirm place and time of event. 

 Help determine type of event and theme.

 Set sponsorship levels and ticket prices.

 Assist in email/mail out sponsorship packages. 

 Provide names of contacts, not already in organization database.

 Follow up with emails, faxes and phone calls.

 To select speakers, musician, entertainers and topics for events.

 Develop a timeline for the event. 

 Work with Finance Committee to create a budget for the event. 

 In collaboration with award recipient, if any, and the programs committee, develop an 

invitation list. 

 Create invitation and coordinate bids for invitation. 

 Assess the feasibility of producing an ad book for the event and/or another type of booklet 

memorializing the event for participants. 

 In collaboration with the board’s Marketing committee, develop press releases and 

background/ biographies of award recipients, if applicable. 

 Develop menu for the event. 

 Develop program for the event. 

 Coordinate photographs of award recipients, if applicable, prior to event for evening 

literature and press releases. 

 Coordinate photos to be taken at the event. 

 Coordinate seating arrangements. 

 Procure underwriting and donations for the event.

 Grow volunteer base for events.

 Prepare financial analysis and reports to the Finance Committee.

 Send “thank you” letters or notes to all individuals and businesses providing sponsorship, 

in-kind donations, volunteers, committee members, etc.

QUALIFICATIONS

Organizational, time management, 

and administrative skills.

COMPETENCIES AND 

EXPECTATIONS 

1. Demonstrated leadership and 

involvement in the community.

2. Willing and able to commit time to 

leadership of the organization.

3. Ability to communicate, listen and 

seek others’ input.

4. Participate in events or workshop 

when requested.

5. Contribute financially to the 

organization mission.

6. Attend events and workshops.

7. Familiarity with the mission of the 

Kindah™ Foundation. 

8. Interest in participating in the 

EVENT. 

9. Availability of time during the term of 

the planning project to facilitate the 

goals of the committee.

TERM OF OFFICE

One (1) Year

TIME COMMITMENT

 This committee will meet 

approximately 4 times a year to 

develop topics, confirm 

program/event details, and evaluate 

the progress and eventual success 

of programs/events. 

 Annually, this committee will meet 

to set the calendar for the following 

year, and evaluate the committee’s 

needs. 

 Each committee member will be 

expected to help organize at least 

one event.

 Average 10-12 hours per month

 Miss no more than 2 meeting within 

a calendar year.

 Highly encouraged to attend all 

events, and other functions as 

necessary.

 Committee are eligible for re-

election once their term is up.

 Attend all meetings & conferences.
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Please note that most committee positions are virtual, you can work from the comfort of your home in any state or 

county. Meetings and conference can be done virtually. Everyone are require to have access to fax, computer, 

internet, printer and landline phone or a mobile phone.   

VOLUNTEER BENEFITS

 Develop new skills.

 Be part of sisterhood community.

 Support women and girls educational opportunities and empowerment.

 Meet a diverse range of people.

 Help make a difference in the day-to-day life of the organization.


