B Brothers Project

LIVE EVENTS
For some people “live” events give them energy. If you love connecting with people in person, then this step-by-step guide is for you. “Virtual” Fundraising Campaigns almost always have “offline” components – the results of your live event could contribute significantly to your organization’s campaign.

Outlined below are the steps to a successful live event. We’ve also included samples of text and scripts for you to use. Be sure to edit and be natural in your correspondence and conversations – these are suggestions and guidelines. Be authentically you!

Step 1: Determine Your Location & Budget

The first step for a live event is to determine where you want to hold the event and what your budget is. Some options include

· Your home

· A local restaurant or bar

· Your place of worship

· Your local community center

Think about your own personal relationships. Who do you know that owns a catering company or a local eatery? Would that person like to get more exposure to potential customers? If so, consider approaching him or her to provide the location, food or beverages for your event.

Remember, you want to hold your event where your invitees will feel comfortable and where you will be able to effectively inform them about your organization’s mission and solicit their support.

Step 2: Create Your Invite List 
You likely will want to invite two to three times the number of people you want to attend. So, if you want to have 20 people at your event, you should invite 40-60 people.

Sample Invite Spreadsheet
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	Address
	Phone
	Email
	Attending (Y/N)
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Step 3: Invite Your Guests

Below is sample text of what you could include in your invites, whether they are electronic (i.e., evite, email or Facebook) or hard copy:

Join us for a Cocktail Reception for the B Brothers Project to benefit (YOUR ORGANIZATION) and our campaign! We’ll have delicious appetizers, wonderful people to connect with, and a great cause to support! 

When:

Where:

RSVP: Call xxx-xxx-xxxx or email ________ to let us know you’ll be there!

The goal of the B Brothers Project campaign is to raise $________ in 30 days, ending ____________! Be part of the success!


Did you know ….

· Include interesting facts about your specific organization, such as the number of people/pets served or about pets in general.
Step 4: Follow-up

Some people may not respond to an email invite, social media invite or an evite. Most everyone will respond to a phone call!

If people are hesitant or unable to attend, make sure to give them the option of supporting the campaign by buying a book, even if they can’t make the event. Consider saying something like this:

“I know your schedule is very busy, and our first choice is to have you at the event – it’s always great to connect with you in person. However, I understand, and I want to make sure you know that you can still support (YOUR ORGANIZATION). Would you like to make a donation by purchasing a copy of the book, The Legacy of Beezer and Boomer, online or by mail?”

Make sure to follow up by sending an email with your unique affiliate ID address included.

Step 5: Plan the Evening/Event

Materials/Décor – Have plenty of copies of The Legacy of Beezer and Boomer by Doug Koktavy around for purchase. You may also want to provide some materials about your organization for your guests to review as they arrive and connect. These include brochures, posters, pictures, etc. 

After people arrive and have had time to get some refreshments and connect with others, you will want to give a short presentation about the campaign. Remember to consider your audience and how they like to receive information. You may consider showing a video or PowerPoint presentation during your talk. Listed below is an agenda and some “talking points” that you may find helpful.

Sample Program for Presentation

Welcome

What is YOUR ORGANIZATION?

Include information such as

· When your organization was founded.

· What is your mission.

· Where you primarily serve people/pets.

· How many people/pets have you served in the last year.

· What awards or recognition has your organization received

Why I’m involved and supporting YOUR ORGANIZATION?

Talk about what YOUR ORGANIZATION means to you personally, how you became involved and why you are supporting them now.

What is the B Brothers Project Campaign?
Talk about the specific goal of the campaign (dollar amount and timeline), what the money will be used for and introduce the concept that people simply purchase the book to support your cause. 

Why your financial contribution is important
In this portion, talk briefly about the difference that donors’ financial contributions make. Consider mentioning what a purchase of one book, two books or more can do specifically. For example, purchase a certain amount of food, vaccinations, etc.

Then, describe briefly your partnership with Doug and how the B Brothers Project got started (Doug’s mission is to help nonprofit animal organizations in honor of his two dogs, Beezer and Boomer) and how it works.

How to make your donation
You can handle this portion several ways; however, you MUST provide at least one option to your guests.

Option 1: Have several computers available with Internet access. Encourage guests to purchase the book immediately and provide them the link to do so. You’ve got things set up for them, so it’s easy. 

Option 2: Pass out note cards. Instruct guests to put their name & email address on the cards. You will send them a link the next day for them to purchase Doug’s book.

---------

After your presentation, be sure to encourage people to stay, enjoy refreshments, ask you any questions, and connect with other guests.

Step 6: Have Fun

You’ve done all your preparation. Now, just relax, have a good time, speak from your heart and be authentic.

Step 7: Update Guests & Team on Success

Email #1 – to Guests

Send your guests an update regarding (a) the contributions from your event and (b) the organization’s campaign progress overall. (You may, of course, communicate by phone or social media depending on your guests.) Consider something like this:

Thank you so much for attending ____________ in support of YOUR ORGANIZATION. Your presence and contribution meant a great deal to me. 

In fact, thanks to your generosity, the total financial contributions from our event raised $________ -- in one night! And, as of today, YOUR ORGANIZATION has raised a total of $____ in the past ____ days. 

There’s still time to help us reach our goal of raising $______. Send your family, friends, & colleagues to (your unique affiliate ID) and help support our results-oriented work.  

YOUR NAME
Email #2 – to Your Team

Be sure to celebrate with your Team! Send them the amount raised. And, take a few minutes to put the names, addresses, phone & email (if you have them) into a spreadsheet so that the team members involved with thanking donors can send a note, as well as keep these new donors informed as to how their contributions have made a difference. Consider something like this:

Hi Team.

Great news! We raised $_____ at last night’s event. I’m attaching a spreadsheet (Note: this is the same spreadsheet you used to keep track of invites.) with the names, addresses, phone & email for the contributors. 

Thanks so much for following up with these friends (and now donors!). You make it easy to raise money for a cause that is so important to all of us!

YOUR NAME






