Bonjour Events.com
Use this form to help confirm celebrity appearances at your charity events.   This is sent after verbal commitments are secured.   

*******************************************************************
Celebrity Participation                                                             at NAME of EVENT Charity Dinner (Tournament/Gala/Luncheon/etc.)
Date of Event:
Saturday, April 22, 2009 (always include the day)

Location:      
Name of the venue and the full street address

Event Room:
Provide name of ballroom, hall, etc.

Parking:

Lot X is reserved for our event, located at the corner of 



blank and blank 

Arrival time:
Arrive by 6:45pm for a 7:00pm dinner seating.  
Onsite Contact:
Joann Briggs, 650.555.1212.  She will meet you at…

Your Role:

Dine with three of the Cancer survivors at table #3.  




Participate on stage during the auction for your jersey.

Event Overview:
(provide enough details the celeb doesn’t feel clueless when talking with people who have been there all day)

Guests will have played golf on XYZ course until 5pm.  The evening event will begin with a 6pm cocktail party and move into a seated dinner.  The auction will begin at 9pm and conclude at 9:45pm.  Great band xyz will play from 9:45pm until 11pm.

Details for Auction:  (provide who will introduce the celeb and when)
During the auction, come up to stage when Mr. Bryant Smith (auction host for 9 years) holds up your jersey and asks if you are in the crowd.  Your item is third in the auction.  He will ask you to share the feelings you had as you scored the final touchdown of your career wearing this shirt.  Opportunity to tie in your feeling of joy with the joy these kids will have because of the generosity of this group tonight. 

Charity Overview:   (provide brief overview, crucial players the celeb should be aware of – like founders/president, how many years this event has been held).  The goal is to arm them with enough that they look smart during every conversation that evening.  But short enough they will read it).
XYZ Charity benefits X number of children every year in 22 states.  The foundation began in 1982 by two individuals, Mrs. Norah Witherspoon and Mrs. Jackie Santorin.  Both founders will be in attendance tonight.  Last year $700k was raised at this event. We expect to raise $850k.

Mr. So & So, We truly appreciate your participation in making this year’s event the best yet.  Please do not hesitate to contact me at (number) with any questions. 

Sign Your Name Here

Name

Title
