Kentuckians for the Commonwealth

House Party Timetable and Checklist

Name of Host/Partner  _________________________________________________

Address of Party location  _______________________________________________

Date of party________________________  Time of party  _____________________

Number of Invitations requested  _________________

4 Weeks Before the Event

· Set the date with the regional organizer

· Draw up your invitation list – Mail 120 invitations to have 40 attend

· Deliver a copy of the invitation list with full addresses, phone numbers, and e-mail addresses to the regional organizer

3 Weeks Before the Event

· Mail invitations

· Ask a friend to serve as “door person” – they can help answer the door, sign people in, collect checks, and assist you with last minute details.  A KFTC leader will also be on hand to sign people in, inform them of volunteer opportunities, and to collect checks.

2 Weeks Before

· Call everyone who has not RSVP’d; ask if they are coming

· Update RSVP list and inform regional organizer 

1 Week Before

· Finish any remaining calls to get RSVP’s

· Decide who will do the introduction/prepare and practice introduction

· Purchase party supplies – keep receipts

· Ready your refreshments – keep receipts

· Remind your door person of the time you need them to arrive

· Decide on your personal gift level – it is important that you have thought about your donation before the party so that you can be one of the first people to put a check in the donation bowl and get the ball rolling.

After the Party

· Send thank you cards to everyone who attended

· Make sure the Campaign has a complete list with addresses of all who attended

· Deliver any receipts to the regional organizer so that your in-kind donation can be recorded

Host gift amount  ________________

In-kind contributions  ________________

Party Fundraising Total  ________________

Kentuckians for the Commonwealth

House Party Kit

Thank you for volunteering to host a house party for Kentuckians for the Commonwealth.  House parties serve many purposes for a non-profit organization; they broaden our base, educate voters, raise money, encourage people to volunteer, and make it possible for us to defend all Kentuckians in the state legislature.

To help you meet your fundraising and attendance goals, we will provide you the know-how and technical assistance you need to make your party a success.

So please read this kit with care and confer periodically with our regional organizer.  A few weeks from now, you’ll have a great house party and strengthen KFTC in the process. 

Donations may be made by cash, check, money order, or credit card.  We are currently set up to accept both Visa and Mastercard. 

We prefer that contributions be made directly to our C(4) organization, Kentuckians for the Commonwealth, so that they can directly aid in our lobbying efforts in Frankfort.  However, those preferring to document their donation for tax deductible purposes can o so through or C(3) counterpart, Kentucky Coalition, to aid our educational and administrative work.

Suggested Agenda

House parties are most successful when scheduled for a two-hour time slot.  Commonly chosen times include weekday nights from 6 to 8, or from 8 to 10; or on a Saturday or Sunday from 12 to 2, 2 to 4, 4 to 6.

The first hour is for the arrival of guests and conversation.  As guests arrive, they sign in.  This way, we’ll be sure to have their name and current address, so we can get everyone a prompt thank-you note or appropriate follow-up.  Guests will also be informed of volunteer opportunities at this time and have the opportunity to sign up. 

At the beginning of the second hour, the program begins.  It has three parts:

1. Introduction – 1-3 minutes long, usually done by the host

2. KFTC Update – followed by a question and answer period by a regional organizer

3. The Pitch – given by a regional organizer – the “pitch” asks people to get involved and tells them how to help, in addition to stressing the importance of monetary support of KFTC 

After the pitch, the official program is over and guests go back to mingling.

Collecting checks is of great importance.  After the pitch, you will be assisted by campaign leaders in distributing the volunteer/donor envelopes, and in following up with those who did not sign up to volunteer when arriving at the party, asking if they now see a way in which they are able to participate.   Please make sure that everyone is asked for a check before they leave.

 Your Invitation List

How can you make sure your house party will be well-attended?  Generally, about a third of the number invited attend any given event.  We would like your minimum house party attendance to be 40; therefore, we need you to invite at least 120 people.  Our minimum fundraising goal at each party is $1,000 which makes the suggested minimum donation $25 a person.  Our experience tells us that many people will be much more generous than this minimum amount.   Don’t be afraid to ask for a $100, $200, or $500 donation. 

The first question, then, is who to invite?  If you don’t feel that you know 120 people that you can invite consider pooling your resources with a friend who can co-host the event, thus creating a larger list to work from.  Here are some ideas that have helped other house party hosts pull their invitation lists together.

Family:  Consider including your parents, kids, aunts, uncles, and cousins

Friends:  And don’t forget friends of your spouse/lover/life partner/boyfriend/girlfriend

Neighbors:  Next door, upstairs, downstairs, the whole block!  People who you always run into when you go jogging, or when you walk the dog, or when you run into the grocery.  Your block association, landlord, tenants, or the parents of your children’s friends.

From Church or Temple:  Your clergyperson, minister, priest, rabbi.  Church leaders.  Regular attendees 

From Work or Community Work:  Everyone in the office, your partners, your boss, your clients, co-workers, union leaders

Members of:  Your political club, community group, or local peace and environmental group

People you’ve met while recreating:  Members of your sports team, cooking club, poker buddies, gym acquaintances, or book club

Professionals you know personally:  Your lawyer, dentist, doctor, pharmacist, real-estate agent, dry cleaner, hairdresser

Pull out Lists you’ve made in the past:  The invitation list to your last party; your Christmas card list; your personal and work address books; your cell-phone directory

Think about interesting people you’ve met, but may not know well, who are active in their communities – people active in the Latino, African-American, or Asian communities, the women’s movement, the LGBT community, peace movement, teachers, seniors and retirees, college groups, environmental activists  

Invitations

Invitations will be standardized and printed in-house at the KFTC office in London.  Each invitation will include several pieces.  The main invitation will contain a brief description of KFTC and make the invitee aware of the upcoming event.  A sample text of the invite reads as follows:

It’s a Party 

And You’re Invited!
I am hosting a house party to support the important work done by   Kentuckians for the Commonwealth, a statewide, grassroots, citizens social justice organization.  Founded in 1981, KFTC has a long and proud history.  They were established in the rural coalfield counties of Appalachian eastern Kentucky.  Benefiting from both organic, steady growth and periodic strategic transformation, we have become a totally new organization with clear historic roots.

KFTC and I believe that non-violent, progressive change is possible in this country.  We believe that multi-issue community organizing is an essential ingredient in creating that change.  We believe that empowerment of oppressed people is a goal worth pursuing on its own merits, and even more important as the key strategy for creating lasting change.  We believe that issues matter and people can and do change policies that impact their daily lives.  We believe that communicating new ideas of what is possible helps us challenge the status quo and work toward something better.

I support Kentuckians for the Commonwealth and hope you will too.  We know that we can affect change in our state and our nation if we build a big enough team of volunteers and if we raise enough money to support our lobbying efforts in Frankfort.  I’m inviting my friends, family and neighbors over so that they can learn first hand about the work being done by KFTC to influence public policy debates and to provide new understandings and broadened political consciousness to our fellow Kentuckians. 
Please join us! Bring a friend and your checkbook. Refreshments will be served.

Thank you in advance for your support!

Sincerely,

The invitation package will also include a separate insert card with the specific information about your party printed on it.  It will read as follows:

The party is being held at the home of

Name

Address

City, State, Zip

Date

Time

RSVP to phone #

Each invite should be signed by the host in order to add that personal touch.  Feel free to also add each invitees name at the beginning of the invite, a personal note at the end, or a specific ask amount. The last piece of the invitation package is the remittance envelope.  These are pre-printed return envelopes used to collect donations.  We include one in every invitation because often people are unable to make the actual event but would still like to support the organization.  They then have the option of sending a donation in through the mail or of attending the party and bringing the envelope with them.  

Your regional organizer will be able to provide instructions on how to assemble the full invitation package.

Follow-Up Phone Calls

Two weeks before your house party, please call everyone on your invitation list who has not RSVP’d, to confirm their attendance or to secure a contribution.  The follow-up phone call is probably the most important part of the party planning process.  Only a small number of the people you invite will RSVP before they get a phone call.  Many more will come if you give them a call.

If you mail 120 invitations, and follow up with calls to everyone, you WILL HAVE 40 people in your living room!

In your phone call, find your own words to convey the urgency of the campaign and the importance of financial support.  Our experience has taught us that asking for a specific dollar amount is more likely to insure a donation.  You can also approach those who will not be able to attend as pre-event sponsors; their donations will help make the party happen.

After the party the host should promptly follow up with each guest that attended with a note thanking them for their support and contributions.

The following is a suggested script for the calls:

Hi, this is (your name).  I wanted to make sure you got the invitation to my fundraiser for Kentuckians for the Commonwealth.  This party is to familiarize you with the work of KFTC as they seek to influence public policy debates and provide new understandings and broadened political consciousness for the citizens of Kentucky.  The event is at my home on (date of event).  I hope you can join us – will you be able to come?

(IF YES)  Great, I’ll see you then.

We believe that non-violent, progressive change is possible in this country.  We believe that multi-issue community organizing is an essential ingredient in creating that change.  We believe that empowerment of oppressed people is a goal worth pursuing on its own merits, and even more important as the key strategy for creating lasting change.  We believe that issues matter and people can and do change policies that impact their daily lives.  We believe that communicating new ideas of what is possible helps us challenge the status quo and work toward something better.

(IF THEY’RE NOT SURE)  I hope you can come – KFTC is a vital organization working to protect the citizens of Kentucky by insuring their voice can be heard on economic, environmental, and housing issues, among others.  KFTC believes that issues matter and people can and do change policies that impact their daily lives.  I think you’ll want to hear about their recent accomplishments and upcoming challenges, and I think you’ll be impressed.

(IF THEY CAN’T COME)  I’m sorry you can’t come – KFTC is a vital organization working to protect the citizens of Kentucky by insuring their voice can be heard on economic, environmental, and housing issues, among others.  KFTC believes that issues matter and people can and do change policies that impact their daily lives.   Would you consider making a $(specific amount) donation to KFTC even though you are unable to attend?   You can even write a check and send it to me, then I can forward it to the organization.

Refreshments

Refreshments at your house party can be plain or fancy, as you wish.

There are many types of food and drink that are easy on you, easy on your budget, and just right for a house party.  Remember, people don’t come for the food – they come because they’re interested in the organization, and they respect the fact that you’ve gotten involved.  Other hosts have had successful house parties and served one of the following menus:

· Cheese and crackers, and wine and soda

· Coffee and cake

· Vegetables and dip, guacamole and chips, fresh fruit, and soda and beer

· Sweet rolls, tea, milk, and coffee

· Tea and cookies

If you prepare the refreshments yourself, you can budget $1-2 per person and offer any of the above menus.  The bottom line is you don’t have to spend a lot of money on refreshments to have a house party that will be really help.  Serve whatever refreshments you like, they’ll be fine.

Another way to involve more people in your house party is to host the party as a potluck , call on friends who are great cooks to make a dish for you, or ask for refreshment donations from neighborhood restaurants, gourmet to gos, liquor/wine shops, or caterers.  You’d be surprised how many neighborhood vendors are willing to contribute to a worthy cause!  







