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Toolkit Overview  
 
Thank you for hosting a grassroots fundraising event for Hillary for America! 

 
About Us 
 

Hillary for America aims to give every family, every small business, and every American a path to 
lasting prosperity by electing Hillary Clinton the next President of the United States. This campaign is 
about everyday Americans --- like you --- who are trying to build a better life for themselves and their 
families. 
 

 

The Purpose of this Toolkit 
 

For Hillary Clinton to earn a winning number of delegates to secure the Democratic nomination and 
win 270 electoral votes to become the 45th President of the United States - we need your help. Your 
grassroots organizing efforts will make the difference in 2016. You can show the country the army of 
grassroots supporters behind Hillary Clinton by organizing a happy hour or house party today. 
 
This toolkit will serve as a resource and guide to hosting your Hillary for America grassroots 
fundraiser. Your contributions raised on behalf of Hillary for America will get us closer to our goal of 
electing Hillary Clinton our next President. 
 
This memorandum also discusses some of the laws and regulations that apply to your volunteer 
activities.  The guidelines below lay out ways in which you can volunteer without making ‘‘in-kind 
contributions’’ that Hillary for America would have to report to the Federal Election Commission 
(‘‘FEC’’).  It is your responsibility to comply with these rules and all other campaign finance and 
election laws, but if you have questions, please do not hesitate to contact a campaign staffer or 
seek legal advice. 
 

 

 

Preparing Your Event 
 

Getting Started  
 

Below are ways in which Hillary for America can help with your fundraiser: 
 
 Offer advice and expertise on event planning and fundraising 
 Create an online fundraising page and link unique to your event 
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 Provide and approve use of our logo, as appropriate 
 Special Guests (for select events) 
 

Things we cannot provide: 
 

 Insurance or liability coverage 
 Mailing list of donors and/or vendors 
 Attendance of the candidate 
 Attendance of Hillary for America staff 
 Email lists 
 

 

Helpful first steps: 
 

GET HELPERS 
Bring together a few people who share an interest in raising money for Hillary for America. 
Encouraging more people to get involved with the process will increase the success of your event 
and also make it more fun. Having a strong planning group of event co-hosts will allow for a more 
successful event and lighten your load. 
 
You may spend as much time volunteering for the campaign as you are able and willing to commit.  
Federal election law exempts the value of a volunteer’s time from counting as a contribution.  To fall 
within this exception, however, you may not receive compensation from any source for the time you 
are volunteering.  For example, you should not volunteer when you are on the clock at work, and if 
you have a salaried position, you should generally volunteer only during time off, such as nights, 
weekend, and vacation time.  It is permissible for you to engage in political activity during what 
would otherwise be a regular work period, provided that the taken time is made up or completed 
within a reasonable period of time. 
 
 

IDENTIFY YOUR AUDIENCE 
Consider who is most likely to attend and support the type of event you have selected (happy hour, 
house party, etc.). You should consider your audience to be your network and your extended 
network. Your networks will include your friends, family, and neighbors. You should also consider the 
people that your networks will invite as part of your audience. 
 

 

DECIDE WHAT TYPE OF FUNDRAISING EVENT YOU ARE HAVING 
Is this a cocktail-style happy hour? House party? The type of event you choose should fit the size, 
interests, talents, goals, and time availability of you, your helpers, and your audience. Feel free to 
brainstorm ideas for your fundraising event that could make your event more attractive and fun.  
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Examples:  
 A dinner party 
 A debate watch party 
 A giant thermometer at your event to show progress towards your fundraising goal.  

 

 

SET A DATE 
Make sure you select a day and time that is appropriate and convenient for those who will be 
attending. Set a date that is far enough in advance so you have time to prepare. We recommend 
having at least 10 days to plan a house party and at least 3 weeks to plan a larger fundraiser or 
happy hour. Be sure to check local event calendars for conflicting events. 
 

 

SET A FUNDRAISING GOAL  
Set a fundraising goal --- How much do you want to raise? Set a specific dollar amount. Setting a goal 
for how much you and your group would like to raise will help encourage donors to help you meet 
your goal. 
 
Set an attendee goal --- How many attendees do you want to show up? You will need to invite 
enough attendees to hit your goal. A good way to figure this out is to take the fundraising goal for 
your event and divide it by your average donation (the amount you’re going to ask people to 
donate). For example if your goal is to raise $1,000 and you’re asking everyone to donate $50, then 
you will need 20 attendees at your event. In order to get 20 attendees at your event, you should 
invite at least 40 people. You should always invite at least double the amount of people you want at 
your event.  
 

Tip: You do not want to ambush your guests so make sure they know that your event is a 
fundraiser. 

 

 

Fundraising Tickets 

If you decide that you want to sell tickets, or charge a certain amount for your guests to 
attend your event, the entire purchase price of the ticket must be considered a contribution 
and be reported to the campaign, regardless of the cost of the event.  Federal law does not 
allow you to deduct any expenses from the contributions before they are sent to the 
campaign. 
 
For example, if you decide to charge $50 for dinner at your house, donors should go to your 
customized fundraising page and make a contribution of $50 to Hillary for America.  Payment 
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for any expenses in connection with your event should be made directly by you from your 
personal funds, consistent with the guidelines described below. 

 

 

FIND A LOCATION 
Find a free venue to host your event. Hillary for America is focused on expanding our reach and we 
try to ensure we incur zero costs at our events. The best venue for an event is your home! Other 
good options are a recreation room in your residential complex or in a community room, if the space 
is regularly used for noncommercial purposes and is available without regard to political affiliation.  
 
The use of any other location (such as a business office, union hall, or private room at a restaurant 
where there is normally a charge for use) may constitute a prohibited in-kind contribution to the 
campaign.  If you think it is necessary to use an alternative location for your event, or need help 
finding a suitable location, please discuss your plans with campaign staff. 
 

Tip: Try to pick a location on the smaller side. It is better to have a lot of people in a small room 
than a few people in a large room. 

 

 
SET A BUDGET 
When hosting an event in your home, recreation room, or community room, you and your spouse, 
partners, or roommate may spend up to a total of $1,000 per person per election on food, 
beverages, and invitations.  This $1,000 does not count against your individual contribution limit. 
 
You should not make any expenses other than for food, beverages, or invitations.  The amount of 
any other expenses (such as the cost of decorations) may count as a prohibited in-kind contribution 
to the campaign.  If you are hosting an event in a location other than your home, recreation room, or 
community room, consult with a campaign staffer prior to incurring any expenses in connection 
with the event. 
 

Vendor Discounts on Food and Beverages 
If a vendor (such as a restaurant or coffee shop) wants to provide food or beverages for the 
event at a special discount, the vendor may do so provided that (i) the vendor does not 
provide the food and beverages at a price below the vendor’s costs, and (ii) the total special 
discounts provided by the vendor cannot exceed $1,000 per election.  This limitation applies 
only to discounts above and beyond the discount a vendor would ordinarily provide to any 
customer.  There is no limit on the amount of discounts that are provided in the ordinary 
course that can be accepted. 
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Volunteer Entertainment 
A volunteer is welcome to provide entertainment for your event free of charge, but only if 
there are no expenses associated with performance (like renting a sound system).  Any 
expenses associated with the entertainment other than the performer’s time may be 
considered a prohibited in-kind contribution to the campaign, either from the performer, or 
from you if you pay for the expenses. 

 

Use of Corporate Resources 
Federal law in most cases prohibits the use of corporate resources to organize, promote, or 
host a fundraising event.  This includes the use of corporate-owned resources such as a 
corporation’s conference rooms, office supplies, corporate contact lists, or the time of an 
assistant at your office.  While there are certain exceptions to these rules that apply in very 
limited circumstances, you should never use any corporate resources with respect to a 
fundraising event without consulting with campaign staff in advance. 

 

 

DEVELOP AN EVENT TIMELINE 
A timeline is important in planning your event. Set specific dates on when an invitation flyer should 
be drafted, when the first invitation should be sent out to your friends, network, and community, and 
when a reminder invitation should be sent out. 
 

Tip: Use the Grassroots Event Checklist included in this toolkit to help you develop your event 
timeline. 

 

 

REACH OUT TO HILLARY FOR AMERICA TO SETUP A UNIQUE FUNDRAISING PAGE 
We strongly recommend collecting contributions in advance of your event through an online 
fundraising page that we can create for your event. To ensure that each host gets credit for dollars 
raised, people must donate to their specific grassroots fundraising link so we can track donations.  
 

 

INVITE PEOPLE TO YOUR EVENT 
 
 First, make a list of everyone you think would be interested in contributing and attending your event. 

 
 You should invite your friends, family, and neighbors to your event.  

 
 You should use all methods to invite attendees through social media and email, but a personal ask, 

face to face or over the phone is always the most effective.  
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 Remember, you should invite twice the attendees that you need to ensure you reach your goal.  
 

 Tell your guests this is a fundraiser. We do not want you to ambush your friends. 
 

 Encourage your guests to make their contribution in advance through your customized link. 
 

 Don’t forget to ask them to invite their friends, too! 
 

 Make sure to remind people about your event with both a phone call and e-mail between 24 and 48 
hours in advance. 

 

 

During Your Event 
 

Please see below for a sample agenda and details for your event! 
 

SIGN IN 
Assign a volunteer to handle the sign-in process; a dedicated person will help make the check-in go 
smoothly. You should have at least one computer with wireless internet available with your event’s 
fundraising page open to accept donations at your customized event link. 
 

INTRODUCTIONS & WELCOME 
As the host you should welcome everyone and thank any helpers of the event in the introduction. 
The introduction should be no longer than 10 minutes to help maintain the excitement in the room.  
 

HILLARY FOR AMERICA TALKING POINTS AND UPDATES 
The host or another volunteer should use the Hillary for America talking points to talk about why you 
are raising money and what we use the funds for. This is an opportunity to inform guests of how their 
contributions will be put to good use. 
 

MAKE THE FUNDRAISING ASK 
Ideally, your guests would have made their contributions before the event so you have raised most 
of your goal before your actual event; you will have attendees that can donate more so always 
make a fundraising ask at your event. 
 
The host should also announce the goal for funds raised for the event and proceed to ask everyone 
at the event to donate that night to meet the goal. The host should mention that there are 
volunteers in the room that have computers available for people to make contributions online.  
 

Tip: Asking for a specific contribution amount is strongly suggested. 
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CLOSING 
The host should bring the event to a close, thank attendees, and tie in how the money raised at the 
event will help us get closer to our goal. Also, don’t forget to encourage guests to donate using the 
online link before they leave. 
 
 

After Your Event 
 

Mail any checks to ‘‘Hillary for America’’ right away 
 

You have had a successful event, now what do you do? As we have noted above, donors should 
always be encouraged to make their contributions online either prior to or at your event.  However, 
contributions via check, must be sent to Hillary for America within 10 days after you receive them.  
Please mail checks, along with the corresponding contribution forms, to:  
 

Hillary for America 
Attn: Grassroots Fundraising 
PO Box 1367 
New York, NY 10185 
 

 

REPORT BACK TO US 
After your event, it is important that you email us at grassrootsevents@hillaryclinton.com. Let us 
know how your event went and also give us best practices for other event hosts.  
 

 

SHOW YOUR APPRECIATION 
Everyone that donated to your event should be thanked within 2 days from your event. This will 
make them more likely to donate again!  
  

Thank you sample below: 
 

Dear [Name]: 
 
I wanted to personally thank you for your contribution to Hillary for America. Your generosity helped 
us raise more than $[X] and meet our fundraising goal for our event. 
 
Thank you again for your contribution. 
 
Sincerely, 
[Your name] 
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Additional Items 
 

FOLLOW UP 
Remember to follow up with anyone that pledged to contribute but hasn’t donated yet, within 2 
days of your event.  Include the link to your customized fundraising page to facilitate them making a 
contribution online. 
 

 

PHOTOGRAPHS 
 

Photos are a great way to capture your event and share it with other Hillary supporters.  
 
Below are some tips on how to capture those special moments at your fundraiser: 
 

 DO make sure that there are no large empty spaces or gaps in your photograph. 
 DO try to take candid shots that capture various aspects of your fundraiser. 
 DO write out a targeted shot list in advance to make sure you get photos of everything and 

everyone you want. 
 DON’T try to include too many people in one photo. Generally, three or four people in a photo makes 

the best publicity shot. 
 DON’T forget to take close up shots. 
 DO share photos on your personal social media accounts, and encourage guests to do the same 

using the hashtag #Hillary2016 
 DO send your photos to Hillary for America. We are always looking for committed supporters to 

highlight in our emails, on social media, and on our website. 
 

SOCIAL MEDIA 
 

Facebook: Tag us at ‘‘Hillary Clinton’’ 
Twitter: Tweet us at @HillaryClinton and use the hashtag #Hillary2016 
 

 

Contact Us 
 

NEED MORE HELP? 
Email is the best way to get in touch with us. Let us know how we can help by sending us an email at: 
grassrootsevents@hillaryclinton.com  
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Appendix A 
 

Contribution Limits and Source Restrictions 
 

The following rules apply to all funds solicited for Hillary for America (‘‘HFA’’ or the "campaign"), 
including those solicited in connection with grassroots fundraising events. Federal law places limits 
on who can contribute to HFA, how much they can give, the manner in which contributions are 
collected, and what information is publicly reported. It is therefore important that your fundraising 
for the campaign be within the rules set forth below.  If you have any questions, you are encouraged 
to seek advance from a campaign staffer or seek legal counsel. 
 

 

CONTRIBUTION LIMITS 
 

Hillary for America may raise funds subject to the following limits: 
 

 An individual may contribute up to $5,400 - $2,700 for the primary election, and $2,700 for the 
general election 
 

 A donor, his/her spouse may each contribute a separate $2,700 per election. 
 

Only contributions from individuals should be accepted in connection with your event.  Before 
accepting contributions from any other source, contact a campaign staffer. 
 

 

SOURCE RESTRICTIONS  
 

While HFA may generally accept contributions from individuals, there are some important 
restrictions and limitations on who may contribute. 
 

 Foreign nationals.  Foreign nationals may not contribute unless they are permanent residents of the 
U.S. (often referred to as "green card" holders). Before accepting a contribution from a permanent 
U.S. resident who is not a citizen, the campaign requires some form of proof of U.S. resident status, 
such as a photocopy of his/her green card. 
 

 Government contractors. HFA is prohibited from accepting contributions from ‘‘federal 
contractors.’’ While this prohibition does not prevent individuals who simply work for companies that 
are federal contractors from making contributions from personal funds, it does prohibit persons 
who themselves contract with the United States or any federal agency from making contributions.  
This does not apply to individuals who have contracts with state governments. 
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 Contributions in the name of another. Federal law strictly prohibits HFA from accepting 
contributions that are made in the name of another person. Simply put, if Person ‘‘A’’ wants to 
contribute to the campaign, the campaign can only accept that contribution from the checking 
account of Person ‘‘A’’. It is unlawful for Person ‘‘A’’ to give the money to ‘‘Person ‘‘B’’ and have Person 
‘‘B’’ make the contribution in Person ‘‘B’s’’ name. 
 

 Corporate and Union contributions. Corporations, including LLCs that have chosen to be treated as 
corporations for tax purposes, are not permitted to contribute to HFA.  
 

 National Banks and Corporations Chartered by Act of Congress. HFA may not accept any 
contribution from a national bank, or any contribution from any corporation organized by authority 
of any law of Congress such as a federally chartered savings and loan association.  
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Appendix B 
 

Grassroots Fundraiser Checklist 
 

 

3-4 WEEKS BEFORE 
        Identify your audience of friends, family, neighbors, etc. 

        Recruit helpers/planning host committee 

        Encourage the committee to brainstorm event ideas re: happy hour, house party, etc. 

        Set a fundraising and attendee goal and budget 

        Set a date! Be sure to check local calendars for conflicting events. 

        Identify where you will have your event.  

        Finalize the location, date and menu (drink specials, food/snacks etc.) 

        Send out save the dates/invitations (via email, social media, word of mouth etc.) 

        Create an event webpage via social media  

        Solidify the speaker/surrogate for the event 

 

 

2 WEEKS BEFORE 
        Confirm Hillary for America flyers and other signage have arrived 

 

 

1 WEEK BEFORE 
        Be in touch with your committee about event goals and how much raised to date 

        Have committee members follow up with individuals who made pledges/commitments but have 

not contributed 

        Assign committee members’ specific responsibilities for the day of the event (check-in, emcee, 

photographer, etc.) 

 

 

WEEK OF 
        Track RSVPs  

        Create nametags 

        Put together a program for the day 

        Confirm you have all materials needed (signs, check-in sheets, laptop to process contributions, 

etc.) 

        Send a reminder email or phone call to your invitation list 24-48 hours in advance of your event 

        Review committee assignments (check-in, emcee, photographer, etc.) 
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DAY OF 
        Bring the check-in list, name badges, signage and other materials 

        Set up sign-in table with clipboards, pens, sign-up forms, etc.  

        Set up laptop/computer to accept credit card contributions at sign-in 

        Decorate space with Hillary for America signs, flyers, etc. 

        Test sound system 

        Ensure speaker/surrogate is en-route and are prepared with talking points 

        Assign a point person for the day 

 

 

POST EVENT 
        Mail any checks to Hillary for America right away, within 10 days  

after you receive them (refer to the Grassroots Fundraising Toolkit for mailing address) 

        Fill out the Event Report Form and email it to the National Finance Associate for Grassroots 

Fundraising 

        Send thank you notes to everyone that donated to your event 

        Follow up! Remember to follow up with anyone that pledged but hasn’t donated yet within 2 

days of your event. 

 



 

Post Office Box 1367, New York, NY 10185 o www.hillaryclinton.com 

Contributions or gifts to Hillary for America are not tax deductible.  
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Appendix C 
 

In-Home Hospitality Exemption Form 
 

The in-home hospitality exemption limit for Hillary for America fundraising events is $1,000 per individual 
per election.  
 
The individual must be a resident of the household where the fundraising event is taking place in order to 
take advantage of the in-home hospitality exemption. The exemption only applies to invitations, food, 
and beverage.  
 
Location of Event: _________________________________________ Event Date: _________________________________ 
 
Address: ________________________________________________________________________________________________  
 
City: _______________________________________________ State: _______________ Zip: ___________________________  
 
Name of Host(s): ________________________________________________________________________________________  
 
Items Purchased: 
_________________________________________________________________________________________________________  
  
_________________________________________________________________________________________________________  
 
Total Amount Spent: 
_________________________________________________________________________________________________________  
 
Has any host covered the costs under the in-home hospitality exemption for any other events for Hillary 
for America this election cycle? If so, please provide additional information, in particular event 
description, date(s) of event, and how much was spent.  
 
_________________________________________________________________________________________________________  
 
_________________________________________________________________________________________________________  
 
By signing below, I certify that all of the information on this form is true to the best of my knowledge:  
 
_________________________________________________________________________________________________________  
Host's Signature         Date  
 
_________________________________________________________________________________________________________ 
Host's Signature         Date  
 
_________________________________________________________________________________________________________ 
Fundraiser's Signature    Source Code    Date


