INDEPENDENTLY HOSTED EVENTS 
1) Thinking about an Independently Hosted Event? “Suggestions on Creating an Event” will get you started thinking about managing the vendors, collecting fees, paying vendors, managing profit, loss and sales, business, franchise and income taxes. If you need assistance or have questions, please email events@sistersonthefly.com; we are happy to help.

2) Consult with: a) your insurance agent to discuss a Special Event Policy or Umbrella Policy to provide you, as the hostess, additional insurance coverage to give you, the hostess, added piece of mind; b) a local tax professional to learn about applicable taxes, fees and reporting requirements; and c) the local jurisdiction where the event may be located for any permit requirements.

3) Pick a date, plan your event, and notify your local Wrangler at least ten (10) days before you do any marketing of your event. 

4) Describe the event details to be used in marketing the event, including the name of the payee and the mailing address for participant’s payments and/or an email address for sending PayPal transfers. Including a Charitable Fundraiser? Be sure to include in the details that the fundraising is strictly between the organization and the donor; SOTF does not sponsor Charitable Organizations.

5) Establish your cancellation policy and have it clearly written out in your event details. Many hostesses find that a non-refundable deposit from vendors works well with the final payment only refundable up until a certain date. 

6) Review the Event Budget Form & EZ Sheet Template and build your budget, projecting revenues and expenses and include the Administrative Fee.  

7) [bookmark: _GoBack]At least thirty (30) days prior to the event, email event details, projected budget and a signed Event Agreement to events@sistersonthefly.com. SOTF will return the executed Event Agreement with instructions on how to post the event on the website and Facebook page to market the event and begin collecting RSVPs. For insurance purposes, all RSVP’s must come through the website and must include a signed waiver of liability for the participant. Paper waivers can be signed at the event. Click here for a step-by-step how-to for publishing an event. 

8) The hostess must inform any and all Vendors who wish to offer merchandise bearing the Tradename or Trademark of the Licensing Agreement that they must execute the License Agreement and remit the required fees at least twenty (20) days prior to the event or the Vendor will be barred from participation.

9) At least seven (7) days prior to the event send an email to events@sistersonthefly.com  with this subject line: [NAME OF YOUR EVENT] Waiver Inventory Request. SOTF will notify you if anyone on the attendee list has not signed an electronic waiver of liability, and manual waiver of liability will be emailed to you. Please print it out and make sure the individuals who have not done electronically complete the manual waiver upon arrival at the event.  You can scan and email the signed forms to events@sistersonthefly.com.

10) Sometimes things change, so be sure to notify events@sistersonthefly.com of any cancellations and replacements or roster changes and ….. Enjoy your Event!!!
