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Virtual events have quickly become 
a cornerstone of nonprofit fundraising. 
Organizations have recently proven it’s possible to play host to 

successful virtual fundraisers that maintain the safety of social 

distancing while inspiring donors, no matter where they are 

located. As a bonus, the lower overhead cost of virtual fundraisers 

means even more of what is raised can go directly towards 

beneficiaries. 

Whether your upcoming fundraising event is fully virtual or a hybrid 

with an in-person portion, there are many moving parts to manage. 

Our comprehensive virtual event checklist is here to help you avoid 

the overwhelm, make sure you have all your bases covered and 

get you ready to rock a successful fundraiser. We even begin with 

some kickoff questions to help focus and motivate your efforts. 

Just download, print and keep handy during all your planning.

LET’S GET STARTED!

KICKOFF QUESTIONS
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Pre-Event Planning

Pre-Event Actions

Include on Event Page
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What kind of virtual fundraising event do you want to hold?

Are you looking to keep your virtual event traditional with a host and speakers 

or something more creative with different entertaining elements?

Will you be livestreaming, pre recording your event or a combination of both?

When will you hold your virtual event?

Like in-person events, you’ll want to set the date, promote your event and

remind your audience about it at least several weeks in advance.

Will the event benefit a certain program or initiative?

Help motivate donors and build trust by sharing your intention of how the 

money raised will be used. Share if the event will fund a new children’s 

after-school program, build an expansion of medical facilities or support 

university sports.

What are your fundraising goals, financial and otherwise?

There are many goals on which to focus: dollar amount, number of donors,

number of new donors, number of recurring donations,  number of “attendees,”

new social media followers and more. 

KICKOFF QUESTIONS
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PRE-EVENT PLANNING:

 ☐ Event details: start date and time, end date and time

 ☐ Name of event 

 ☐ Event logos and colors 

 ☐ Location(s) for recording or livestreaming

 ☐ Host(s)

 ☐ Special guests and honorees

 ☐ Creative elements (auction, cooking class, games, etc.)

 ☐ Entertainment (live or pre-recorded)

 ☐ At-home activities (optional)

 ☐ Hashtag for social media sharing

 ☐ Sponsors 

 ☐ SWAG or giveaways 

PRE-EVENT ACTIONS:

 ☐ Set up Event Page (see below)

 ☐ Set up giving form

 ☐ Set up ticketing, registration, or RSVP form

 ☐ Customize confirmation page 

 ☐ Set up automated tax receipt and thank you email

 ☐ Set up automated message when guests register with event details

 ☐ Outline your virtual event program

 ☐ Develop a presentation or videos of mission, impact, beneficiaries, etc.

 ☐ Create a slideshow about mission or programs (optional) 

 ☐ Record and edit any video elements

 ☐ Recruit peer-to-peer fundraisers (optional) 

 ☐ Set-up peer-to-peer fundraising pages (optional)

 ☐ Provide appeal templates to peer-to-peer fundraisers (optional)

YOUR ESSENTIAL VIRTUAL
FUNDRAISING EVENT CHECKLIST
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INCLUDE ON EVENT PAGE:

 ☐ Event details

 ☐ Short description of event

 ☐ Call-to-action buttons

 ☐ Donation form

 ☐ Giving levels with names and impact

 ☐ Impact statements

 ☐ Pre-recorded videos 

 ☐ Livestream link

 ☐ Text-to-donate keyword and shortcode

 ☐ Sponsor logos and links

 ☐ Website link

 ☐ Social media links

 ☐ Registration or ticket page

 ☐ Sponsorship forms with levels, names and amounts

 ☐ Confirmation page with message and image

TECH AND TOOLS:

 ☐ Streaming software (Zoom, Go to Webinar, Demio, e.g.)

 ☐ Streaming platform (YouTube, Vimeo, Facebook, e.g.)

 ☐ Device(s) with which to record and/or livestream

 ☐ Lighting 

 ☐ Sound/Microphone(s)

 ☐ Branded text-to-donate keyword and shortcode

 ☐ Live event thermometer, progress bar or progress circle

 ☐ Donor wall or activity wall 

YOUR ESSENTIAL VIRTUAL
FUNDRAISING EVENT CHECKLIST
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VIRTUAL EVENT PROMOTION:

 ☐ Create a promotional calendar

 ☐ Send invites via email, text and social media

 ☐ Call major donors and invite them

 ☐ Involve influencers, supporters, board members in promotion

 ☐ Create short promotional videos 

 ☐ Schedule promotional emails, posts and texts

 ☐ Send reminders to registered guests via email, text and social media

 ☐ Send text and email message right before event with login details or link

WEEK BEFORE EVENT:

 ☐ Test giving forms and user experience by submitting a donation

 ☐ Hold a thorough test run of the following:

 ☐ Streaming software

 ☐ Streaming platform

 ☐ Livestream and/or playing videos 

 ☐ Live speakers and presentations 

 ☐ Lighting

 ☐ Background

 ☐ Audio

 ☐ Videos

 ☐ Changing between screens or presenters

 ☐ Schedule your livestream or video unveil in YouTube and Vimeo (if using)

 ☐ Begin Facebook Live 20 minutes before event (earliest possible)

YOUR ESSENTIAL VIRTUAL
FUNDRAISING EVENT CHECKLIST



7

DURING THE EVENT:

 ☐ Remind viewers multiple times why and how to give 

 ☐ Promote keyword and shortcode throughout the program  

 ☐ Provide fundraising updates and progress towards goal

 ☐ Thank sponsors, board, staff and volunteers

 ☐ Shout out donors by name using donor or activity wall

 ☐ Provide info on staying involved or next steps

POST VIRTUAL EVENT:

 ☐ Send thank you videos via text, email and social media

 ☐ Message those who couldn’t attend

 ☐ Add link to Event Page to encourage watching/re-watching 

 ☐ Share results across channels

 ☐ Update donors on impact of giving

 ☐ Send a post-event survey 

 ☐ Review event reporting and analytics

YOUR ESSENTIAL VIRTUAL
FUNDRAISING EVENT CHECKLIST
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About MobileCause

MobileCause is more than simply comprehensive fundraising software. We offer nonprofits 

one-on-one expert strategy from our Digital Fundraising Specialists plus 24/7 customer 

support that’s there when you need it most. MobileCause believes 100% donations should 

go directly to your cause, so we never charge a transaction fee. 

MobileCause enables you to maximize your resources and grow your mission like never 

before.  

To speak directly to a fundraising consultant about implementing MobileCause fundraising 

and communication software and strategy for your nonprofit, please call (888) 661-8804 or 

visit mobilecause.com to request a demo.

This comprehensive list for before, during and after your virtual event will help 
ensure you don’t miss a step, even amidst a hectic schedule. Print and keep 
handy throughout your planning to ensure you stay focused, organized and 
hold a smooth-running event that helps you raise more for your cause. 

https://www.mobilecause.com/
https://go.mobilecause.com/request-demo-virtual-events

