

Event Planning Guide

Developed by Andrea Specht, Food Shelf Committee Member 

On Sunday, March 11, 2007, my parents and I co-hosted our first “Brunch to Beat Hunger.” We were overwhelmed and inspired by the results: 

· of 107 persons (63 households) we invited, 72 persons attended

· 65 percent of invited households made a contribution 

· we spent $305 and raised $2,330—a 764 percent “return on investment”! 

In hopes of encouraging other brunches to beat hunger, I offer this guide. Please borrow freely from the attached materials, including the text of the invitations and thank you cards, which may be copied verbatim. 

Basic Concept

Our goal was to host a fun and informal event with an open-house format. We chose to host the event at my parents’ home for convenience, but a place of worship, community center, or other such facility could also work well. Regardless of where you host an event, the open-house format is helpful in that it allows staggered arrival and departure times, which makes it easier to greet and visit with each guest—not to mention restocking food tables, filling coffee urns, etc. 

We identified Sunday morning as the best time for an event because aside from attending worship service or going out to breakfast, many people do not have plans on Sunday morning. Further, the 10:00 to 1:00 “window” allowed guests to join us before or after worship. We figured that guests would think about our event as a substitute for eating breakfast out and that they would contribute at least what they would spend at a restaurant. And it worked! Many people commented that the day and time worked well for them.     

We decided not to provide a suggested donation and instead to encourage people to give generously. We took this approach for a couple reasons. Most importantly, our invitees were diverse in terms of what they could likely afford to contribute. We knew that some guests could make $100+ contributions, while others could give less than $20. We also did not know which of our invitees already contributed to food shelves.   

Finally, we tried to make it as “difficult” as possible for our invitees not to contribute. We mailed the invitations instead of e-mailing them and provided a self-addressed return envelope for people to mail their “regrets only” card with a donation (samples attached). A few days before the event, we followed up with a reminder e-mail to the people who had not mailed regrets (sample attached).   

Invitations

The attached sample invitation and “regrets only” RSVP card are pretty self-explanatory. These pieces were mailed about three weeks before the event with a self-addressed return envelope for people to mail the RSVP cards. We wrote personalized notes in the margins of the invitation to encourage people to attend.  

Menu

· Ham and vegetable frittata, recipe attached (we made three pans)

· Vegetable (i.e., meatless) frittata, recipe attached (we made three pans)

· Cranberry scones (we baked 3 dozen small-sized scones)

· Cinnamon-sugar mini muffins (we baked 9 dozen)

· Assorted bagels and cream cheese (we purchased two dozen)

· Fresh fruit salad with pineapple, strawberries, blackberries, grapes, etc. (approx. 15 pounds)

· Cinnamon coffee cake (one cake made in a Bundt pan) 

· Regular and decaffeinated coffee 

· Brewed black tea

· Water 

· Milk on request—we purchased a couple half-gallons but did not serve much 

We cut the frittatas into squares and placed them on serving trays, using small signs to distinguish the ham and meatless varieties. The great thing about frittatas is that we were able to bake and cut all of them on Saturday, refrigerate them overnight, and warm them up before serving. They are best served slightly warm (we kept them in a barely warm oven throughout the event and replenished the serving trays as needed), but they are also quite tasty at room temperature. Leftover frittata squares can be frozen and reheated a few weeks after the brunch. The baked goods and bagels can also be frozen and enjoyed later.  

We saved a fair amount of money and provided nicer fare by making the fruit salad and baking the scones, muffins, and coffee cake ourselves. The baked goods can be made a few days in advance, frozen, and then thawed the night before the event.  

Serving Ware and Other Miscellaneous Logistics 

We used paper plates, napkins, and cups, and plastic forks.  

We maintained a primary coffee and tea serving station in the kitchen, away from the food table in the dining room. We also had two auxiliary coffee stations in other rooms. (Don’t forget to place cream, sugar, stir sticks, and a small receptacle for the used stir sticks at each coffee 

station.) We used two 30-cup coffee makers/dispensers that we borrowed from Neighborhood House, and supplemented these urns with insulated coffee pots for the auxiliary stations (also borrowed from Neighborhood House).  If you use large urns like these, don’t forget that they take a long time to brew—start about 45 minutes before you expect your first guests to arrive. It’s also a good idea to remove the grounds when each urn is done brewing. This will keep the coffee from becoming too bitter.     

We placed several trash containers in the kitchen so people could dispose of their plates, cups, etc. It did not seem to be necessary to have trash receptacles in other rooms, but this will obviously depend on the layout of your facility. The main thing is to think about the trash issue and make sure you have enough receptacles and that they are visible to guests.  

Contribution Basket

We set up a small table just inside the entrance to my parents’ home, with a sign asking people to contribute generously and a small wicker basket for checks and cash. (The sign instructed people to make checks payable to Neighborhood House.) It would also be a good idea to place some small envelopes near the basket for people who want to give cash. When such a donor comes alone, s/he can write his or her name and address on the envelope; that way, Neighborhood House has contact information for its records and to send an acknowledgment letter. We also placed some Neighborhood House brochures and food shelf information on the table next to the basket. 

Thank You Cards

The attached thank you cards are pretty self-explanatory. We mailed them to each household that contributed to the event, regardless of whether they attended. The design allows a blank space on the inside of the card (upper half) so you can include a personal message. It is important to mail these as promptly as you can. 
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                                  RSVP Card (regrets only)

Please mail to:  Host name and address here
Your Name(s):______________________________________________

(  I/we are unable to attend.

(  I/we are unable to attend, but I/we would like to contribute to 

      the Neighborhood House food shelf. Enclosed is my/our check for:

       ___ $15               ___ $25
        ___ $50                ___ other                  

     Please make checks payable to Neighborhood House. Thank you!  



Frittata with Ham and Vegetables

	SERVES:
	12

	
	

	PAN SIZE:
	9 x 13

	
	

	TEMPERATURE:
	350


	6 
	oz
	Mushrooms, sliced

	9
	oz
	Red potatoes, cubed and cooked

	3
	oz
	Grated Swiss cheese

	3
	oz
	Grated sharp cheddar cheese

	3/4
	
	Red pepper

	3/4
	
	Green pepper

	12
	
	Green onions, with some green tops

	12
	
	Eggs

	
	
	Salt, pepper, thyme

	¼
	cup
	Water

	8
	oz
	Cubed Ham

	
	
	


Sauté onions, peppers and mushrooms until tender, 6 to 7 minutes. Stir in potatoes and seasonings. Place vegetable mixture and cheeses into buttered pan. Whisk eggs and water and pour over vegetable/cheese mixture. Bake for 35 – 45 minutes, let stand for 5 minutes before cutting.

Frittata with Vegetables

	SERVES:
	12

	
	

	PAN SIZE:
	9 x 13

	
	

	TEMPERATURE:
	350


	8
	oz
	Mushrooms, sliced

	11
	oz
	Red potatoes, cubed and cooked

	3
	oz
	Grated Swiss cheese

	3
	oz
	Grated sharp cheddar cheese

	1
	
	Red pepper

	1
	
	Green pepper

	12
	
	Green onions, with some green tops

	12
	
	Eggs

	
	
	Salt, pepper, thyme

	¼
	cup
	Water

	
	
	

	
	
	


Sauté onions, peppers and mushrooms until tender, 6 to 7 minutes.  Stir in potatoes and seasonings.   Place vegetable mixture and cheeses into buttered pan.  Whisk eggs and water and pour over vegetable/cheese mixture.  Bake for 35 – 45 minutes, let stand for 5 minutes before cutting.

Recipe can be cut in half and baked in 8” square pan.




When


Sunday, March 11


10 a.m. to 1 p.m. 


(Open house format – arrive whenever 


you like and stay as long as you like)





Where	


Host address





Why


According to Minnesota FoodShare statistics, over 2 million households in our state turned to food shelves for help in 2009, and the 2010 number is certain to be higher. In recognition of Minnesota FoodShare Month, we invite you to help us address hunger right here in our own community in a fun and social way. All contributions we raise will go to the Neighborhood House food shelf (details on reverse). 	


Suggested Donation	


We hope that our brunch will inspire you to give generously, but there’s no minimum suggested donation. Please contribute whatever you can in the form of cash or checks made payable to Neighborhood House. 


 


RSVP		


Regrets only using the enclosed card (please mail by March 3). 





Other Details	


Children are welcome!


If you have any questions, please contact (Host name and contact information goes here)





�





Sample Invitation 


(reverse side)





Neighborhood House Food Shelf





The Neighborhood House food shelf is located in the Paul and Sheila Wellstone Center on Saint Paul’s West Side and is one of the busiest food shelves in our region. 





More than 38,800 people visited the food shelf in 2009—with each family visiting on average 4 times per year. 


More than 50 percent of those who use the food shelf are children, and a large majority of them have one or more parents who work outside the home. 


In total, the food shelf distributed over 600,000 pounds of food in 2009. This is a 12% increase from 2008. 





One of the things that makes the Neighborhood House food shelf special is its commitment to providing foods that are familiar to the people it serves, including Hmong, Latino and East African refugees. Many of these refugees also study English and gain a variety of practical skills at Neighborhood House, with the goal of becoming productive citizens and workers. In fact, the food shelf often serves as a “point of entry” for new immigrants and others to access the diverse range of programs and services Neighborhood House provides. 





Contributions to the Neighborhood House food shelf are tax deductible. 




















SAMPLE RSVP CARD (copy 4/sheet and use cardstock)











SAMPLE THANK YOU CARD (copy 2/sheet on cardstock to make folded cards that are blank on the front) �





     Thank you for contributing to the





     �                           





Thanks to you, we raised more than $2,280 to help feed hungry


families in our community. We are deeply grateful for your generosity.





Host Name here:





P.S. You will soon receive a formal acknowledgement of your gift from Neighborhood House for tax purposes. Thank you again!











