[image: image1.png]& ) lams® Home
y ¢th. Holidays®





HOW TO PLAN & EXECUTE AN ADOPTION EVENT

Step 1: Coordinating Your Event - Timing: 1-2 months prior to your event
1. Determine the date and time when you want to have your event. Make sure everyone – staff, volunteers, board members – has the event timing marked on their calendars.

· Email is a great way to communicate event specifics as well as posting flyers or bulletins throughout your organization
2. 

Contact local dignitaries – your mayor, city council member, etc. – to make an appearance at your event. 
· A celebrity’s endorsement of the campaign at your shelter can help attract public and media attention. 
3.  
Invite an Iams veterinarian to your event – having a veterinarian at your organization to answer adopter's questions is a great way to attract new pet parents to your event. See the enclosed Iams veterinarian list to locate one in your area. 
4.  
Design all print materials needed to publicize your event. These materials can be distributed at your reception area and throughout your organization.
· Event flyers 
· Posters or banners 
· Materials for your staff and volunteers to get excited about the event and participation in Iams Home 4 the Holidays, in general
· Also consider posting materials to your organization’s website, Facebook page and Twitter handle
Step 2: Finalize Event Logistics - Timing: 1 month prior to your event
1.  
Confirm your event specifics in writing with major players helping create your event (e.g., your staff and volunteers; an Iams veterinarian; mayor or county supervisors, etc.).
2.  
Based on the above, finalize dates and location of your event.
3.  
Prepare and distribute media materials – these can be found in the “Template Materials” section. In addition, start talking about your event on your organization’s website, Facebook page and Twitter handle.
4.  
Motivate your staff and volunteers:  

· Send out flyers to build the excitement and keep your staff informed of the event’s progress
· Make sure everyone understands his/her role and has clear direction on his/her responsibilities
· Hold meetings to keep the lines of communication open and obtain input 

Step 3: Finalize Your Event - Timing: Coincide with Iams Home 4 the Holidays – Oct. 1, 2012 – Jan. 2, 2013
1.  
If you plan to have professional photography of your event, locate/hire a photographer.
· Another option is to ask a team member on your staff to photograph the event
2.  
Provide local officials and any other participants with an agenda that outlines details of timing and what you expect them to do at the event.
· It’s usually helpful to write out and share a few points about the adoption event and program that you want the Iams veterinarian or any spokespeople to communicate

3.   
Finalize media materials so you can share your event information with local media. For media materials templates, reference the “Template Materials” section.
4.    Finalize your event logistics. 
5.    Keep the excitement building with staff and volunteers.
· Ask for their feedback so the event is as impactful as possible
· As appropriate: Remind them that this event is strictly for the benefit of the animals. The goal is to build awareness for homeless pets, to encourage spaying/neutering and micro-chipping and to educate the public!
6.   
Continue to contact media to invite them to your event. Keep track of media who are interested and planning to attend your event so you can look for them and their articles.
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