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Events Overview 
 

Childhelp greatly relies on our Chapters and Auxiliaries to raise awareness about our 
organization and the impact and magnitude of child abuse in our nation, as well as raise 
money for our many vital programs, including our villages and advocacy centers. Our 
Chapters and Auxiliaries are our lifeblood and enable Childhelp to provide the hope, 
help, and healing that our children so greatly need and deserve. 

As a Chapter, we ask that you plan two fundraising events each year, one in the spring 
and one in the fall, and Auxiliaries are asked to hold one event. These events are a 
great way to raise awareness about Childhelp in your community and raise needed 
funds. Fundraising events are also a way for you to be creative and throw an event that 
reflects the unique characteristics of your area and your Chapter. We are so honored to 
have so many amazing Chapters and Auxiliaries that produce so many great events 
that capture the essence of Childhelp and our mission and provide a memorable 
experience for our guests. 

Please find the following guidelines for invitations, program books, and celebrity 
protocol. We ask that you contact National Headquarters with any questions regarding 
fundraising events. Thank you for all you do, and we look forward to working with you to 
plan wonderful events that help the children we serve. 
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Event Checklist 
4 – 12 months ahead of your event 

 Establish event goals and objectives 

 Select Date 

 Identify venue and negotiate details 

 Get cost estimates (ex. room rental, food & beverages, equipment, speaker fees, 
travel,etc., and create a budget) and submit to your Regional Director 

 Recruit event committee, event manager or chair and establish sub-committee chairs 

 Create and launch publicity plan & brand your event (ensure staff and/or volunteers 
are identified to manage specific tasks—e.g., media relations, VIP coordination, 
printed material design & printing coordination, signage, online/social media, etc.). Be 
sure to reference the Childhelp Brand Vibe Guide 

 Identify and confirm speakers/presenters/entertainers 

 Identify and contact sponsors/partners 

3 – 4 months ahead of your event 

 Speaker/presenter/entertainer liaison: e.g.: 

o Finalize presentation/speech topics Get bio information, photo 
o Travel & accommodation arrangements 
o Have contracts signed if appropriate, etc. and send to your Regional Director 

to be approved by National 

 Financial/Administration: for example, determine: 

o Registration fees 
o Set up/enable online registration 
o Sponsor levels/amounts (sponsorship/donation packages) Identify items 

to be underwritten and accounting tracking details 

 Venue/logistics planning, e.g.: 

o Investigate need for any special permits, licenses, insurance, etc. If 
insurance is needed please send request to your Regional Director 

o Determine and arrange all details re menu, A/V equipment, registration set-
up parking, signage, etc. 

o Review security needs/plan for the event with venue manager 
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 Publicity:

o Follow publicity plan, e.g., Develop draft program
o Create draft event script (e.g., MC, speaker, introductions, thank, closing, etc.)
o Request logos from corporate sponsors for online printed materials
o Develop and produce save the date, invitations, programs, posters, tickets,

etc. (send out save the date 3-4 months ahead of time)
o Develop media list & prepare News Release Media Advisory, Backgrounder

and all media kit materials (e.g., speaker info, photos, etc.)
o Create event page on your website (complete the Marketing Request Form)

Enable/create email event notifications
o Create a Facebook event page (follow the Childhelp Social Media Policies

and Principles guidelines)
o Register your event on a variety of online event calendars
o Determine VIPs and Create invitation & tracking document (e.g., spreadsheet)

Two months ahead of your event 

 Send reminders to contact list re: registration/participation

 Presenters/Speakers: e.g.:

 Confirm travel/accommodation details

 Request press announcements about keynote speakers, celebrities, VIPs
attending, honorees, etc.

 Request mobile pay login or passwords and readers if using

One week ahead of your event 

 Have all committee chairs meet and confirm all details against master Plan – and
ensure back-up plans are developed for any situation (e.g., back-up volunteers as VIP
greeters, additional volunteers for registration or set – up, etc.)

 Finalize event script

 Brief any/all hosts, greeters, volunteers about their event duties and timelines

 Final seating plan, place cards, etc.

 Provide final registration numbers to caterer

 Make print and online copies of any speeches, videos, presentations, etc.

 Final registration check, name badges & registration list

 Determine photo op and interview opportunities with any presenters, VIPs etc. and
confirm details with interviewee and media

 Confirm Wi-Fi is working if using mobile platforms
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One day ahead of your event 

 Confirm media attending 

 Ensure all signage is in place 

 Ensure registration and media tables are prepared and stocked with necessary items 
(e.g., blank name badges, paper, pens, tape, stapler, etc.) 

 Ensure all promo items, gifts, plaques, trophies, etc. are on-site 

 

Event day 

 Ensure you have copies of all instructions, directions, phone numbers, and keys, extra 
parking permits for VIP guests, seating charts and guest lists with you 

 Check-in with each Committee Chair to ensure their team is on track 

 

Immediately following event 

While you need to conduct a thorough evaluation and update your budget, there are post-
event publicity, fundraising and member development opportunities that you can take 
advantage of with just a little pre-event planning. Here are some of the activities you might 
consider once the event is over: 

 Financial status: gather all receipts, documentation, final registration data, etc. and 
update budget 

 Send event platform report and or event workbook to National for tax receipting 

 Send thank- you s and acknowledgement letters to: 

o Sponsors 
o Volunteers 
o Speakers/presenters 
o Donors 
o The media
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In your thank-you notes, be sure to remind the recipients of the event’s success – and how 
they contributed (e.g., dollars raised, awareness - - number of participants, etc.). 

 Post event publicity 

 Conduct a Post – Event survey – to learn what people enjoyed about your event, and 
where you have room to improve 

o Cultivation calls: Follow – up Communication with Event participants to 
thank them for participating 

o Conduct a post event evaluation 
 

 

 

 

We hope you found this checklist helpful in getting started with event planning. Use this as a 
starting point to identify or assign activities to various volunteers or staff - or print this off so 
you can literally check-off items as they are assigned or accomplished. 
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Sample Event Committee Positions 
 

Sponsorship Committee 

Responsibilities/Duties: 

 Create Sponsorship Packages/Levels (Childhelp National Headquarters will assist as 
needed). 

 Create target list of potential donors/sponsors, making sure not to approach the same 
donors consistently or donors affiliated with the Childhelp National Headquarters. 

 Mail out and/or hand-deliver sponsorship packages, with introduction letter included. 

 Follow-up with phone calls to potential sponsors, securing their commitment and/or 
interest. 

 Invoice or follow up on sponsorship payments 

 Follow-up with each sponsor to obtain guest names, program book ads, and general 
sponsorship package commitments 

 

 

Entertainment/Celebrities 

Responsibilities/Duties: 

Celebrity Entertainers are to be secured through the Childhelp National Headquarters. If a 
member has a direct contact with a celebrity, prior approval should still be secured through 
the Childhelp National Headquarters before finalizing their commitment. 

 

 

 

 

 

 
All Childhelp Celebrity Ambassadors are to be requested and secured 
through the Childhelp National Headquarters. To request a celebrity 
ambassador, speak with the Regional Chapter Director in your area. (See 
page 25) 
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Stage Director 

Responsibilities/Duties: 

 Review script/check that all components are covered 

 Assist with timing and flow of entertainment/guest speakers 

 Secure an individual (s) to escort and cue celebrities, entertainment, and guest 
speakers participating in the program 

 

Table Favors 

Responsibilities/Duties: 

 Secure table favors, through obtaining a table favor sponsor, soliciting in-kind 
donations or discounts from a variety of different companies. Try to select table favors 
which help carry the theme of the event or would be appropriate for the audience in 
attendance. 

 Order table favors in enough time to wrap favors prior to the event. 

 Wrap table favors, with the help of other Chapter/Auxiliary members. Make sure the 
packaging/wrapping design is indicative of the event theme or style. 

 Distribute/Layout table favors for each person in attendance, prior to the event. Make 
sure you recruit other Chapter/Auxiliary members to help in the distribution process. 

 

Decorations 

Responsibilities/Duties: 

 Work with the Chairman to determine the design/theme of event 

 Recruit Chapter/Auxiliary members to serve on a decorations committee, utilizing 
them to help create a theme, make decorations (if appropriate), set up decorations 
prior to the event and take down decorations down after the event. 

 Responsible for ordering decorations, materials and the necessary items for the 
event. 

 Work with Chairmen to determine if a design company can assist with some of the 
theme/decorations, and obtain three bids from different design companies, making 
sure that the cost is within the approved budget. 

 Room Décor often includes lighting, video screen design and placement, table linens, 
chair covers, centerpieces, event entrance, overall room design, etc. 
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Invitations 

Responsibilities/Duties: 

 Work with the event chair and a graphic designer to design the save the date card, 
invitation, opportunity/raffle tickets, response card, envelopes and all other inserts 
appropriate for the event.  

o Please allow the Regional Chapter Director two weeks to approve your 
invitation before going to print. Please refer to Invitation Guidelines in the 
Childhelp Resource Manual. 

 Work with graphic designer to determine graphics and printing timeline, and 
approximate schedule for stuffing and mailing invitations and management of 
postal process. 

 Recruit other Chapter/Auxiliary members to help stuff, address, and distribute the 
invitations. 

o All invitations should be mailed 6 weeks prior to the event. 

 

On-Site Registration/Reservations 

Responsibilities/Duties: 

 Allow home/business address to be listed on invitation response card so RSVPs go 
directly to your home or Chapter PO Box. 

 Utilize personal/business computer to input all RSVP’s, event donations, etc. related 
to event (format/layout provided by National Headquarters if necessary) 

 Work with Treasurer, making sure money is in Chapter bank account, on weekly basis 

 Serve as a resource for Event Chairmen during table seating 

 Work with Registration Committee regarding check in process/Registration Binders. 

 

On-Site Registration 

Responsibilities/Duties: 

 Work with Reservations Chairman to create registration check-in binders including 
maps and multiple versions of the database, listing all attendees. 

 Recruit Chapter/Auxiliary volunteers to man on-site registration tables 

 Set up registration tables prior to event and break down tables after event 

 Make sure all materials and supplies are secured prior to the event, i.e. cash box, 
petty cash, pens, highlighters, etc. 



 
 

Revised 09.15.2024 

10 

Program Book Design 

Responsibilities/Duties: 

 Work with committee chairmen/graphic designer on layout and design of program 
book. Please refer to the Event Program Book Guidelines on page 19. 

 Work with Sponsorship Committee to get sponsor ads into program book by deadline. 

 Secure printer (usually same printer for invitations) and make sure program books can 
be printed and delivered within a couple of days of the event for easy distribution. 

 Work with hotel and on-site volunteers or Chapter/Auxiliary members to distribute 
program books 

 Have program book approved by the Regional Chapter Director BEFORE 
printing and please allow 3 days for approval. 

 

Silent Auction 

Responsibilities/Duties: 

 Mail out letters to secure silent auction items and maintain a database, keeping record 
of all companies/agencies who received a request, their address, the contact person, 
what their response was, the item secured, the description and value. 

 Collect Silent Auction items, and create the packages and themes of all items, making 
sure to keep the actual gift certificates in a secured area until check out. 

 Created Silent Auction Description and Bid Sheets, keeping a consistent theme 
throughout. 

 Purchased and/or supply all Silent Auction decorating materials, display materials, 
and any supplemental items necessary to run the Silent Auction Area 

 Recruit Chapter/Auxiliary Volunteers to Set up, Monitor and Break Down Silent 
Auction area 

 Create, on-site, the results sheet of all of the Silent Auction winners and distributed 

 Manage Silent Auction check out area (must be set up prior to the close of event), 
which includes processing of live auction items, silent auction items, and donor 
pledges (if applicable). 

 Ensure all Silent Auction winners have picked up their items during or after the event. 

 Mail out thank you letters to all Silent Auction donors along with an In-Kind Receipt for 
their donation and submit event platform reports or event template to National for tax 
receipting. 

 Sample Silent Auction Ask Letter may be obtained from your Regional Chapter 
Director. 
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Live Auction 

Responsibilities/Duties: 

 Mail out letters to secure live auction items and maintain a database, keeping record 
of all companies/agencies who received a request, their mailing address, the contact 
person, what their response was, the item secured, the description and value. Please 
do not use the term ‘priceless’ as related to the value of the item. 

 Collect or pick up all live auction items, and keep the items in a safe, secure place 
prior to event. Since there are typically only a few high valued live auction items at an 
event, designate one person(s) to be responsible for bringing the items to the event. 

 Secure Professional Auctioneer for the event (as applicable) 

 Recruit Chapter/Auxiliary Volunteers to Set up, Monitor and Break Down live auction  

 Make sure all live auction winners have picked up their items during or after the event 

 Mail out thank you letters to all Live Auction donors with an In-Kind Receipt for their 
donation and submit event platform reports or event template to National for tax 
receipting. 

Raffle 

Responsibilities/Duties: 

 Please check with your state concerning Raffle requirements and submitting Raffle 
reports. 

 Mail out letters or make calls to companies/agencies to secure raffle item(s). 

 Obtain description of raffle items and work with the selected graphic designer to 
create design or raffle tickets. 

 Secure a printer for the raffle tickets and work with the Fundraising Chair and the 
President to determine how many raffle tickets you will need to order. Make sure raffle 
tickets are completed in time to put into the invitation as well as sell at the event. 
Remember to mention that raffle tickets are non-deductible. 

 Work with Volunteer Chair to secure volunteers to sell raffle tickets during the event. 

 Secure raffle baskets, clipboards, pens and mobile devices for volunteers who will be 
selling the raffle tickets. 

 Secure a raffle bin for the drawing on stage and determine who will be in charge of 
collecting all of the raffle tickets and putting them into the raffle bin. Also determine 
who will be drawing the winner raffle ticket. 

 Make sure all raffle winners have picked up their items during or after the event 

 Mail out thank you letters to all Raffle donors along with an In-Kind Receipt for their 
donation and submit event platform reports or event template to National for tax 
receipting. 
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Table Sales 

Responsibilities/Duties: 

 Secure hosted table/ticket sales to meet event goal 

 Identify and develop potential table hosts 

 Follow up on outstanding guest lists for seating 

 

Gratitude Committee  

Responsibilities/Duties: 

 Handwritten thank you notes to sponsors 

 Thank you calls to donors 

 

Greeters/Host & Hostess Committee 

Responsibilities/Duties: 

 Greet guests as they arrive to the event and direct them to the different venues and/or 
event activities 

 Escort special guests to VIP/Media reception and make sure they are escorted to their 
VIP table. Note: Often there are special host/hostesses for this position, determined 
prior to the event. 

 

Volunteer Coordinator 

Responsibilities/Duties: 

 Secure day of event volunteers for committee chairs (if necessary) 

 Secure Chapter/Auxiliary volunteers for day of event support 

 Send thank you letters out to all participating Chapter/Auxiliary volunteers following 
the event 

 

* When securing a third-party vendor for any type of event assistance, we ask that you 
secure three bids from vendors and go with the most economical that fits within your 
specific event budget. 
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Event Sponsorship Guide  
Event Sponsorship Proposals 

When thinking of sponsorship for a particular Chapter or auxiliary event, you need to put 
yourself in the potential sponsor’s shoes. 

 What do they like? 

 Who knows them? 

 Who can personally present the proposal? 

 What’s their capacity? 

 What kind of things have they done for similar organizations like Childhelp? 

 What are their interests and motivations? 

 What would you as a Chapter or auxiliary be satisfied with? 

 What avenue do you approach for funding (corporate funds, employee contribution 
funds)? 

All these questions and others you might have are all the ingredients to a successful 
sponsorship proposal. The purpose of the sponsorship proposal is for you to get in the door 
to see the person face-to-face. The key to a successful face-to-face meeting is having 
someone with you who has a relationship with the decision-maker. 

Helpful Hints: Putting Together a Sponsorship Package 

Guidelines: 

1 Clear, short explanation of the Childhelp mission and how it pertains to local 
Chapter/Auxiliary. 

2 Clearly explain the offer that you are presenting to the sponsor. 

3 Outline clearly the details of the event and what you want the sponsor to underwrite or 
invest in. 

4 Identify different levels of sponsorship pertaining to your event (see attached sample). 

5 Clearly outline the specific benefits for the potential sponsor. 

6 Include the most recent Childhelp annual report as applicable 

7 Include supplemental materials specific to events, the following are optional: 

o Fact sheet on event 
o List of event committee members 
o List of honorary chairs (if applicable) 
o Childhelp support materials 
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When a Prospect Agrees to Sponsorship 

1 When you secure a sponsor for an event, what do you do next? The following is 
a checklist of steps to follow: 

2 Make sure the interested party receives the event sponsorship package outlining 
the benefits to the sponsor and different methods for payment. 

3 Always stay in communication with the decision-maker or their designee as you 
get closer to your event. In other words, you are building a trust relationship; and 
they are beginning to own “the event” with you. 

4 Designate one Chapter/Auxiliary member to make sure the Chapter is fulfilling its 
promises to the sponsor. 

5 Make certain the sponsor is recognized appropriately at the event, per the 
sponsor benefit agreement. 

6 After the event, mail a thank you letter. 

7 Make certain sponsor is recognized in Chapter/Auxiliary newsletter (if 
applicable). 
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Sample Event Sponsorship 
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Invitation Guidelines 

Please review the Childhelp Brand Vibe Guide for all logo, color, and other branding 
specifications. 

Required Items for Event Materials 

 Childhelp approved logo - required on the front of the invitation

 The Childhelp approved logo should also be listed within the invitation, where
appropriate, as well as on the response card, inserts and invitation envelopes.

 Tax ID Number 95-2884608

 Tax deductibility statement on invitation and response card

 Website – www.childhelp.org

 Social Service Permit (where required)

 Include on all response cards the option, “No, I cannot attend but would like to
donate $ to help abused and neglected children.”

 Response cards must state Complimentary and # of tickets, and/or the cost

Optional Items for Event Materials 

 Enclose raffle/opportunity chance tickets

Drafts must reach the Regional Chapter Director for approval no less 
than two weeks prior to your printing deadline. No printing can be done 
without approval. 
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Complimentary Invitations for All Events Should be Extended To: 

 Founders’ Sara O’Meara and Yvonne Fedderson 

 Childhelp Executive Vice President and Spouse 

 Regional Chapter Director  

 Coordinating Council President in your region 

 Childhelp staff participating in the event/program 

 Event in-kind donors as determined by Chapter/Auxiliary 

 Press or media (as determined by the Event Chair, along with Chapter/Auxiliary 
Public Relations Chair. If an event is co-hosted by Childhelp, National 
Headquarters,staff will also be included in decisions on complimentary media 
passes and decisions on VIP press room attendees) 

 

Invitations for all Events At Cost Should be Extended To: 

 All National Board of Directors and their 
spouses/guests 

 Coordinating Council Members within 
your region and their spouses/guests 

 All Childhelp members attending from 
out of state and other Chapters, as 
determined by the Chapter 

 Staff members of Childhelp, as 
determined by Sara and Yvonne or the 
National Board of Directors 

 Special guests or donors invited by the 
National Headquarters 

 

Sample Event Invitation 
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Event Program Book 

Requirements 

All Childhelp programs must include the following components: 

 Childhelp logo (please refer to the Logo and Name Policy section in this manual)

 Website address: www.childhelp.org

 Tax ID #: 95-2884608

 Founders’ Message – request from your Regional Chapter Director using the
enclosed form (on page 21-22). A picture of Sara and Yvonne should accompany
the Founders’ Message.

 Childhelp National Child Abuse Hotline number . . . 1-800-4-A-CHILD

 Chapter/Auxiliary committee members and positions (pictures optional)

The items listed below are updated on a regular basis and available through our 
Childhelp website. Please contact the Regional Chapter Director if you need assistance. 

 Celebrity Ambassadors – choose picture and name or name only

 Childhelp story

 Decades of Caring

 National Board of Directors, along with Honorary Members

 List of all Chapters and Auxiliaries

 List of all Childhelp facility locations

Optional Items 

 Advertisements

 Children’s story

 Actual story for a Hotline call (Regional Chapter Director for an updated story)

 Various Chapter/Auxiliary pictures

 Choose a theme or consistent design – coordinate with National Headquarters
theme, if applicable
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Sample Event Program 
 

 

 

 

 

 

 

 

 

 

 



Revised 09.15.2024 

20 

Sample Founders’ Message Request Form 

Date of Request:  Due Date: 

Name of Chapter or Auxiliary: 

Contact Person:    

Phone Number:  Email Address: 

Address:  

In order for us to expedite your request, please complete the following information: 

This will be the  year this event has been held (e.g. 3rd, 10th, etc.) 

Name of the Event:  

Event Theme: 

Date of the Event: 

Location of the Event: 

Honoree #1: 

Name of the Award: 

Honoree #2: 

Name of the Award: 

Honoree #3: 

Name of the Award: 
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Sponsors who should be acknowledged in the Founders Message: 

Special Acknowledgements: 

Any other information you would like us to know about the event: 

PLEASE SUBMIT THIS FORM A MINIMUM OF 2 WEEKS PRIOR TO DUE DATE 

Forms may be emailed to your Regional Chapter Director. 

PLEASE ATTACH ANY ADDITIONAL IMPORTANT INFORMATION 
(e.g. biography of Honorees, background on sponsors, etc.) 
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Sample Founders’ Thank You Letters Request Form 
 

Date of Event:        

Name of Chapter or Auxiliary:                                                                                         

Event Contact Person:              

Phone Number:     Email Address:      

Address:              

Sara O’Meara and Yvonne Fedderson are known for their very sincere and personal 
thank you letters to key individuals who plan and orchestrate Childhelp special events. 
With this in mind, please fill out the following form with important details about what the 
individual did or gave to make the event so successful. These thank you letters are 
limited to the individuals who went over and beyond the call of duty for Childhelp. 

PLEASE SUBMIT THIS FORM NO LATER THAN 1 WEEK AFTER EVENT 

Name of the Event:  

Event Theme: 

Date of the Event: 

Location of the Event: 

 

Special Thanks to the following individuals: 

1. Name of the individual/couple:                                                                                     

Mailing Address:              

               
          

List what was done, given, extra special donation, etc.:      
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2. Name of the individual/couple:                                                                                     

Mailing Address:              

               
   

List what was done, given, extra special donation, etc.:      

              

3. Name of the individual/couple:                                                                                     

Mailing Address:              

               
          

List what was done, given, extra special donation, etc.:      

              

4. Name of the individual/couple:                                                                                     

Mailing Address:              

               

List what was done, given, extra special donation, etc.:      

              

Please make sure to include any additional relevant information that could help 
personalize the thank you letters from the Founders. This may involve details about the 
individuals, specific event details (including photos of centerpieces or special decor), or 
noteworthy occurrences from the event. PLEASE NOTE: If this form is not completed, 
thank you letters will not be sent.  

Forms may be emailed to your Regional Chapter Director. 
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Celebrity Protocol 
Requirements 

 All celebrity requests or solicitations must be coordinated through the 
Regional Chapter Director in your area, who will coordinate with the 
Founders. Even if a celebrity is a personal friend of a Chapter/Auxiliary 
member, the Childhelp National Headquarters must be contacted prior to 
soliciting a celebrity. 

 The Chapter/Auxiliary will coordinate all event travel logistics with the Childhelp 
Celebrity Liaison, at which point, the celebrity liaison will work directly with the 
celebrity ambassador to fulfill the requests. 

 All Childhelp Celebrity Ambassador phone numbers and addresses are 
confidential and are kept on file at the National Headquarters. If a Celebrity 
Ambassador discloses their phone number or address to a Chapter/Auxiliary 
member pertinent to an event, that information is not to be utilized after the 
event. All celebrity correspondence including event solicitation, invitations and 
thank you letters are to be submitted to their respective Regional Chapter 
Director who will then give to the celebrity liaison to send out on Chapter’s behalf. 

 When a Chapter/Auxiliary requests a celebrity to participate in an event, either 
within the program or as an honoree, the Chapter/Auxiliary must take 
responsibility for the ancillary costs incurred. Listed below are some of the costs 
for which you may need to budget when hosting a celebrity . . . 

1. Transportation (limousine or first-class airfare) to and from the event 
from their personal residence or hotel 

2. Hotel (suite or upgraded room) 
3. Potential room incidentals (meals, movies, etc.) 
4. Complimentary event tickets provided to the celebrity and their guest 
5. Complimentary event tickets to the celebrity’s family (optional) 
6. Flowers, a gift or fruit basket in their room with a “thank you” note from the 

Chapter/Auxiliary 

 

 
When hosting a celebrity, make certain they fully understand what is expected 
of them, including events in which they will participate, their role at each event, 
how long they will be speaking, etc. Additionally, check with the celebrity to 
see if they have any special dietary need and arrange accordingly. 
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 If National requests or invites a celebrity, the ancillary costs listed above will be 
covered by National. 

 All celebrities in attendance at a Childhelp event must be seated at a premier 
table and announced or introduced within the script. 

 All celebrities/ambassadors in attendance at a Chapter/Auxiliary event must be 
assigned a host/hostess prepared to escort them to the different facets of the 
event(arrival/departure to the airport, if applicable; VIP reception; designated 
media interviews; main event; Childhelp facility tours; hotel room, etc.). 

 

Please note: Sara and Yvonne may choose to have a National Board member serve as 
the host/hostess for certain events. 
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Newsletters 
Requirements 

Childhelp Chapter newsletters should include the following: 

 Approved Childhelp logo(s) 

 Message from the Chapter/Auxiliary President 

 Dates and locations of future meetings (including cost of the meal) 

 Highlights from recent events 

 Updates from the Fundraising Chair 

 List of new members and their contact information 

 Birthday announcements 

Additional Suggestions 

 Review of highlights from previous meeting to keep supporting members 
informed 

 Review other Chapter/Auxiliary newsletters to get fresh ideas 

 Childhelp facility information – upcoming trips to a Village or Group Home, 
special needs of the children, volunteer opportunities 

 Child-related stories, child abuse survivor stores (contact National Headquarters) 

 Updates on Chapter/Auxiliary financial reports 

Newsletters Should Be Sent To: (Names and addresses will be provided as needed) 

 Your Chapter/Auxiliary membership and requested guest list – email if possible, 
to save on cost 

 Founders, Sara O’Meara and Yvonne Fedderson 

 Your Regional Chapter Director 

 All Chapter/Auxiliary Presidents (email, if possible) 

 Coordinating Council Presidents (email) 

* Please refer to the Childhelp Brand Vibe Guide to ensure compliance with 
organizational guidelines 
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Sample Newsletter 


