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Gala Committee 

Upaya’s annual gala is made possible by the dedicated committee members that come 

together to make the event a success.  This year, we have identified a number of positions 

we would like to fill on the committee, each with a specific set of responsibilities. We hope 

you will consider lending your time and creativity to helping us put on the best Upaya gala 

yet!  

 

Please contact Heather Targosz at hsoehn@upayasv.org for more information or to get 

involved in the 2020 gala planning committee.  

 

Committee Role Descriptions 

Décor Sub-Committee: Design/create table centerpieces and room décor. Inventory 

existing items to determine what we have and develop a plan based on that. Determine 

what additional items would need to be purchased and submit request for approval. 

Coordinate day-of volunteers to help with set-up and tear-down of all decorations on the 

day of the event. (2-4 people, timeframe: Dec-Mar) 

 

Sponsorship Lead: Work with Upaya team to identify potential event sponsors. Solicit 

sponsors, follow-up with calls and emails, and track sponsorship commitments. Collect 

logos from confirmed sponsors. (1 person, timeframe: Sept-Jan) 

 

Live Auction Lead: Brainstorm, coordinate, and help acquire about 4-6 large items or 

packages for live auction (value $500+). Solicit donors, follow-up with calls and emails, and 

track donation commitments. Collect logos, descriptions, and photos for each item. Work 

with Upaya team to create display boards and write descriptions for all live auction items. 

Coordinate with Upaya team to connect item donors to winning bidders after the Gala. (1 

person, timeframe: Oct–Jan) 

 

Silent Auction Lead(s): Brainstorm, coordinate, and help acquire about 30 smaller items 

or packages for the silent auction (value from $50-$500). Solicit donations, follow-up with 

calls and emails, and track donation commitments. Collect logos, descriptions, and values 

for each item. Work with Upaya team to write descriptions for all silent auction items. 

Coordinate day-of volunteers to help with set-up of the silent auction displays and 

distribution of items to winning bidders during the event. (1-2 people, timeframe: Nov-Feb) 

 

Wine Grab Lead: Help acquire six cases of wine for the wine grab (value $30+ per bottle). 

Solicit donations from wineries (in person or by phone/email), follow-up with calls and 

emails, and track donation commitments. Pick up wine donations and deliver to Upaya 
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office or store at home until the Gala. Coordinate volunteers to wrap and display the wine 

bottles, and manage the wine grab station during the event. (1 person, timeframe: Oct-Mar) 

 

Wine Donation Lead: Help acquire ten cases of table wine to be serve during the event 

(value ~$10 per bottle). Solicit donations from wineries (in person or by phone/email), 

follow-up with calls and emails, and track donation commitments. Pick up wine donations, 

store at home until the Gala, and deliver to the venue the day before the event. (1 person, 

timeframe: Oct-Jan) 

 

Dessert Dash/Auction Lead(s): Help plan and coordinate and acquire 25 desserts for the 

dessert dash or auction. Work with Upaya team to identify how we can improve this 

portion of the event to better engage guests and raise more funds. Solicit cake donors, 

follow-up with calls and emails, and track donation commitments. Collect bakery logos and 

descriptions and photos for each cake. Help acquire/borrow platters and coordinate pick-

up from each bakery on the morning of the event. Work with day-of volunteers to help with 

cake display before the event. (1-2 people, timeframe: Oct-March) 

 

Keynote Speaker Coordinator: Work with Upaya team to brainstorm and identify a 

keynote speaker. Coordinate travel and hospitality arrangements for keynote speaker if 

applicable. Manage video recording of the keynote speech during the event. (1 person, 

timeframe: Oct-Mar) 

 

Table Captains Coordinator: Work with Upaya team to identify and secure 25-30 table 

captains. Support the Upaya team with table captain outreach and follow-up. Track 

commitments and be a point of contact for table captains for questions and resources 

leading up to the event. (1 person, timeframe: Nov-Feb) 

 

Entertainment Lead: Help plan and coordinate entertainment for during the cocktail hour 

and program. Review past entertainment (photo booth, dance performance, etc.) and 

brainstorm fresh ideas. Determine what items or resources would need to be purchased 

and submit requests for approval. Coordinate day-of volunteers to help with set-up and 

tear-down as necessary on the day of the event. (1-2 people, timeframe: Nov-March) 

 

Volunteer Coordinator: Help recruit volunteers to help on the day-of the event. Work with 

Upaya team to identify how many volunteers will be needed and what their responsibilities 

will be. Reach out, follow-up and confirm commitments from volunteers leading up to the 

event. Help coordinate volunteers and ensure everyone is on top of their responsibilities 

before and during the event. (1 person, timeframe: Dec-March) 


