Veterans Ball Standard Operating Procedure (SOP)
Introduction
Purpose of the SOP

The purpose of this Standard Operating Procedure (SOP) is to provide detailed guidelines
for organizing and executing the Veterans Ball, an annual event dedicated to celebrating
and honoring military veterans. This document aims to ensure consistency, efficiency, and
high standards across all events organized under the Veterans Ball charity.

Overview of the Veterans Ball

The Veterans Ball is a prestigious event held annually on November 11th in major cities
across the United States. It serves as a platform to honor veterans, foster a sense of pride
and camaraderie, and raise funds to support veteran communities. The eventincludes a
formal ball with dinner, entertainment, and recognition ceremonies.

Planning and Preparation
Event Planning Committee Formation

The first step in organizing the Veterans Ball is forming an Event Planning Committee. This
committee will be responsible for overseeing all aspects of the event and ensuring its
successful execution. The committee should include members from the board as well as
volunteers and key stakeholders.

Committee Members
e CEO (Brandon Winkel): Provides overall leadership and direction for the event.

o Secretary (Kendi Winkel): Handles meeting minutes, communications, and
documentation.

o Treasurer (Jordan Wright): Manages the budget, finances, and fundraising efforts.
o Trustee 1 (Kallie Wright): Oversees specific tasks as assigned.

o Trustee 2 (Kyle Carrier): Assists with logistics and coordination.

e Trustee 3 (Graham Dorsey): Supports various event operations & fundraising.

e VP (TBD): Once appointed, the VP will manage the eventin their respective city.

o Additional Agents (TBD by Requirement)



Budget Planning

Creating a detailed budget is essential for the financial management of the Veterans Ball.
The budget should include all anticipated expenses and sources of income.

Key Budget Categories

¢ Venue Costs: Rental fees, security deposits, and insurance.

e Catering: Food, beverages, and service staff.

e Decorations: Theme-related decor, lighting, and flowers.

e« Entertainment: Live bands, DJs, speakers, and performers.

e Marketing and Promotion: Advertising, print materials, and online campaigns.

o Logistics: Transportation, equipment rentals, and miscellaneous supplies.
Venue Selection

Choosing the right venue is crucial for the success of the event. Factors to consider include
location, capacity, amenities, and cost.

Venue Selection Criteria
e Location: Central and easily accessible for attendees.
e Capacity: Sufficient to accommodate the expected number of guests.

e Amenities: Availability of essential facilities such as parking, restrooms, and
accessibility features.

e Cost: Aligns with the budget without compromising quality.
Date and Time Setting

The Veterans Ball is traditionally held on November 11th. Setting a clear timeline and
schedule for the event is important for smooth operations.

Key Considerations
¢ Event Timeline: Detailed schedule from setup to teardown.

o Key Milestones: Deadlines for major tasks such as venue booking, vendor
contracts, and ticket sales.



Sponsorship and Fundraising

Identifying Potential Sponsors

Identifying and approaching potential sponsors is crucial for securing the necessary funds

for the Veterans Ball. Focus on companies with a strong commitment to supporting
veterans, local businesses, and large corporations with philanthropic programs.

Potential Sponsor Categories

Large Corporations: Companies with significant resources and a commitment to
corporate social responsibility.

Veteran-Owned Businesses: Businesses owned by veterans who may have a
personalinterest in supporting the event.

Local Businesses: Community businesses that benefit from local exposure and
goodwill.

Sponsorship Packages

To attract sponsors, offer a range of sponsorship packages with various levels of benefits,
ensuring each package aligns with the $1,000 per veteran donation goal.

Platinum Sponsorship ($10,000)

Table Reservation: One table for 10 veterans from the sponsoring company to
attend the event.

Red Carpet Banner Placement: Prominent display of the company’s banner on the
red carpet.

Event Pamphlet Advertisement: Full-page advertisement in the event pamphlet.
VIP Seating: Priority seating for the company’s attendees.

Company Logo on Event Materials: Logo featured on all event-related materials,
including invitations, website, and social media.

Recognition During the Event: Special acknowledgment during the event’s opening
and closing speeches.

Press Coverage: Mention in all press releases and media coverage related to the
event.

Networking Opportunities: Exclusive access to a VIP networking session with other
top sponsors and key figures.



Gold Sponsorship ($5,000)

o Table Reservation: One table for 5 veterans to attend the event.

Event Pamphlet Advertisement: Half-page advertisement in the event pamphlet.

Company Logo on Event Materials: Logo featured on selected event materials.

Recognition During the Event: Acknowledgment during the event.

Networking Opportunities: Access to the VIP networking session.
Silver Sponsorship ($2,500)
 Table Reservation: One table for 2-3 veterans to attend the event.

e Event Pamphlet Advertisement: Quarter-page advertisement in the event
pamphlet.

e Company Logo on Event Materials: Logo featured on selected event materials.
e« Recognition During the Event: Acknowledgment during the event.
Bronze Sponsorship ($1,000)
o Individual Ticket: One ticket for a veteran to attend the event.
e Event Pamphlet Advertisement: Mention in the event pamphlet.
e Company Logo on Event Materials: Logo featured on selected event materials.
Fundraising Strategies

In addition to sponsorships, implement various fundraising strategies to raise additional
funds for the event.

Fundraising Ideas

o Ticket Sales: Offer individual tickets and tables for purchase by the general public
and veterans.

o Silent Auction: Organize a silent auction with donated items and experiences.
o Raffles: Sell raffle tickets for prizes donated by local businesses.

e Online Fundraising Campaigns: Use crowdfunding platforms and social media to
raise awareness and funds.



e Merchandise Sales: Sell branded merchandise such as t-shirts, hats, and
commemorative items.

Marketing and Promotion
Marketing Plan

A comprehensive marketing plan is essential to promote the Veterans Ball effectively and
ensure a successful turnout. The marketing plan should include strategies for reaching
your target audience, generating interest, and building awareness about the event.

Key Components

o Target Audience: Veterans, veteran families, military organizations, potential
sponsors, and the general public.

e Marketing Channels: Utilize a mix of online and offline channels to reach a broad
audience.

Social Media and Online Presence

Leveraging social media and online platforms can significantly enhance the event's
visibility and engagement.

Strategies

e Website: Create a dedicated website for the Veterans Ball with event details,
registration information, sponsorship opportunities, and contact information.

e Social Media: Use platforms like Facebook, Twitter, Instagram, and LinkedIn to
share updates, promote ticket sales, and engage with followers. Create event pages
and use targeted ads to reach specific demographics.

o Email Marketing: Send out newsletters and email campaigns to a mailing list of
veterans, sponsors, and supporters. Include information about the event, ticket
sales, sponsorship opportunities, and event highlights.

o Content Marketing: Publish blog posts, articles, and videos related to the Veterans
Ball, veteran stories, and event preparations. Share these across your website and
social media channels.

Print and Media Advertising

Traditional media can also play a crucial role in promoting the event, especially to
audiences who may not be as active online.



Strategies

Press Releases: Distribute press releases to local and national media outlets to
announce the event, highlight key speakers or performers, and share the event's
purpose and goals.

Newspaper and Magazine Ads: Place advertisements in local newspapers, military
publications, and magazines that target veterans and their families.

Radio and TV Spots: Arrange for radio and TV advertisements, interviews, and
public service announcements to reach a wider audience.

Partnering with Veteran Organizations

Collaborating with veteran organizations can help spread the word and increase credibility.

Strategies

Outreach: Contact local and national veteran organizations to inform them about
the event and explore partnership opportunities.

Collaborative Promotion: Work with these organizations to co-promote the event
through their networks, newsletters, and social media channels.

Event Participation: Invite representatives from veteran organizations to attend and
participate in the event, potentially as speakers or honorees.

Event Logistics

Invitations and Registration

Managing invitations and registrations efficiently ensures a smooth experience for

attendees.

Strategies

Invitations: Send formal invitations to potential attendees, sponsors, and VIPs. Use
both digital and printed invitations for broader reach.

Online Registration: Set up an online registration system on the event website to
facilitate easy ticket purchasing and RSVPs. Include options for individual tickets
and table reservations.

Confirmation and Follow-Up: Send confirmation emails upon registration and
follow up with reminders as the event date approaches.



Program and Schedule

Creating a detailed program and schedule helps keep the event organized and ensures all
planned activities run smoothly.

Key Elements

e Opening Ceremony: Welcome address and acknowledgment of sponsors and key
guests.

¢ Dinner and Entertainment: Schedule for dinner service and planned entertainment
(e.g., live band, DJ, speeches).

e Recognition and Awards: Time slots for recognizing veterans, sponsors, and
special honorees.

e Closing Remarks: Final speeches and acknowledgments before the event
concludes.

Decorations and Ambiance
Setting the right ambiance enhances the overall experience for attendees.
Considerations

e Theme and Colors: Choose a theme and color scheme that reflects the event’s
patriotic spirit and honors veterans.

e Decorations: Include elements such as flags, banners, flowers, and table
centerpieces.

e Lighting and Sound: Ensure proper lighting and sound systems for a comfortable
and enjoyable atmosphere.

Catering and Menu Selection
Providing quality food and beverages is crucial for guest satisfaction.

Strategies

e Catering Service: Hire a reputable catering service experienced in handling large
events.

e Menu Options: Offer a variety of menu options, including vegetarian and gluten-free
choices, to accommodate different dietary preferences.



e Beverage Service: Provide a selection of beverages, including non-alcoholic
options. Alcoholic drinks should be limited to ensure responsible consumption.

o Alcohol Control: Implement a drink ticket system where each guest is given
a limited number of drink tickets. Consider having trained bartenders who
can monitor and control alcohol consumption.

Event Execution

Volunteer Coordination

Volunteers play a vital role in the smooth execution of the event.
Strategies

e Recruitment: Recruit volunteers from local communities, veteran organizations,
and colleges.

e Training: Provide training sessions to familiarize volunteers with their roles and
responsibilities.

e Coordination: Assign a volunteer coordinator to manage schedules, tasks, and
communications.

Event Day Timeline
A detailed timeline ensures all activities proceed as planned.
Key Elements
e Setup: Arrangements for decorations, seating, and technical equipment.
o Registration: Process for checking in guests and directing them to their seats.

e Program Execution: Coordination of scheduled activities, speeches, and
entertainment.

¢ Teardown: Procedures for cleaning up and packing away decorations and
equipment.

Guest Management
Ensuring a positive experience for guests is paramount.
Strategies

e Welcome Team: Have ateam in place to greet guests, check tickets, and provide
directions.



¢ Information Booth: Set up an information booth to assist guests with any inquiries
or issues.

e Accessibility: Ensure the venue is accessible for guests with disabilities and
provide necessary accommodations.

Entertainment and Activities
Engaging entertainment and activities keep guests entertained throughout the event.
Considerations

e Live Performances: Arrange for live music, speeches, and other performances.

¢ Interactive Activities: Include activities such as photo booths, raffles, and silent
auctions.

e Veteran Recognition: Plan special segments to recognize and honor veterans
attending the event.

Post-Event Activities
Feedback Collection

Gathering feedback from attendees, sponsors, and volunteers is crucial for improving
future events.

Strategies

e Surveys: Distribute online surveys to all attendees and stakeholders to collect
feedback on various aspects of the event.

¢ Follow-Up Emails: Send follow-up emails to thank participants and request their
input.

o Feedback Meetings: Hold debrief meetings with the planning committee and key
volunteers to discuss successes and areas for improvement.

Financial Reporting

Creating a detailed financial report helps in evaluating the event's financial success and
planning for future events.

Key Components

e Income and Expenses: Document all sources of income (sponsorships, ticket
sales, donations) and expenses (venue, catering, decorations).



e Budget vs. Actual: Compare the actual financial outcomes with the initial budget to
identify discrepancies and learnings.

+ Profit/Loss Statement: Prepare a final profit/loss statement to present to the board
and stakeholders.

Thank You Notes to Sponsors and Participants

Expressing gratitude to sponsors, attendees, and volunteers fosters goodwill and
encourages future support.

Strategies

¢ Personalized Thank You Notes: Send personalized thank you notes to sponsors,
highlighting their contributions and impact.

e Public Acknowledgment: Acknowledge sponsors and key participants publicly
through the event website, social media, and newsletters.

o Certificates of Appreciation: Provide certificates of appreciation to volunteers and
key contributors.

Planning for the Next Event

Using insights and feedback from the current event, begin preparations for the next
Veterans Ball.

Strategies

o Early Planning: Start planning early to secure venues, sponsors, and vendors in
advance.

+ Building on Feedback: Incorporate feedback from attendees and stakeholders to
enhance future events.

e Continuous Improvement: Regularly review and update the SOP based on new
learnings and best practices.

Appendices
Templates

Include templates for invitations, thank you notes, surveys, and other key documents to
ensure consistency and efficiency.



Contact Lists

Maintain updated contact lists for sponsors, vendors, volunteers, and key stakeholders.

Budget Templates

Provide detailed budget templates to assist with financial planning and tracking.



