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Becoming an Effec-ve Table Captain - Worksheet 
 
 
Your Name: ________________________ 
 
 
1. Understanding Your Role 
 
As a Table Captain, your role is to fill a table (or mulCple tables) with guests who are interested 
in supporCng our cause. This means inviCng friends, family, colleagues, or anyone else who 
might be interested in aJending the gala. The more people you invite, the more successful our 
event will be. 
 
 
2. Selling the Seats 
 
List the people you plan to invite to the gala. Think about their interests, their capacity to give, 
and how they could benefit from aJending the event. 
 
1. Example: John Doe - A colleague who's passionate about our cause. 

2. Example: Jane Smith - A family friend who has expressed interest in supporCng charitable 

organizaCons. 

3. ___________________________________ 

4. ___________________________________ 

5. ___________________________________ 

6. ___________________________________ 

7. ___________________________________ 

8. ___________________________________ 

 
 
3. Preparing Your Invita;ons 
 
Outline how you plan to invite each person. Will you call them, send them a personal leJer, 
invite them in person, or use another method? 
 
1. Example: John Doe - Invite over coffee. 

2. Example: Jane Smith - Send a personalized email. 

3. ___________________________________ 
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4. ___________________________________ 

5. ___________________________________ 

6. ___________________________________ 

7. ___________________________________ 

8. ___________________________________ 

 

4. Being a Good Table Captain at the Gala 
 
As a Table Captain, your role at the gala is to make sure your guests have a good experience. 
This could include welcoming them, introducing them to other aJendees, explaining the 
program, and encouraging them to parCcipate in the acCviCes. How do you plan to engage with 
your guests at the gala? 
 
1. Example: Welcome guests personally. 

2. Example: Introduce guests to board members and key staff. 

3. Example: Explain the purpose and schedule of the gala. 

4. ___________________________________ 

5. ___________________________________ 

6. ___________________________________ 

7. ___________________________________ 

8. ___________________________________ 

 
 
Remember, being a Table Captain means you're not only a host but also an ambassador for our 
organizaCon. The more enthusiasCc and knowledgeable you are about our cause, the more 
likely your guests are to enjoy the gala and consider supporCng our work. 
 
 
 
 

Supercharge your Galas and Events! 
Learn to aJract new donors and boost your fundraising. Go to: 

hJps://nonprofitstorytellingconference.com 


