

















Don't forget to consider and prepare a response vehicle ahead of time. It can be as simple as a manila
envelope or as complex as individual response pieces and accompanying envelopes. You don't want your
guests to be confused about what to do with their checks.

5. Timeline. Let's consider the timeline for planning your HP. Aim for eight weeks but the timeline may be
condensed to six weeks. You may want to plan for longer than eight weeks if your annual development calendar
is really full with other activities!

0 Six to eight weeks out

- ldentify host; meet with that person to confirm his/her agreement.

- Identify date, time, and location for event; avoid Nov & Dec given other holiday planning conflicts. Also
avoid 'family time' slots like Saturday morning & afternoon, Sunday morning. Defer to your host who knows the
guests best.

- Draft guest list; aim for a group of 10-20 people; depending on situation, may need to invite 40-50 to
achieve that goal.

- Agree on invitation, text, RSVP method, and how invitations will go out.

- Distribute invitations.

- Begin daily prayer for event; invite several champions - who may or may not attend event - to
specifically pray for event and guests. Email prayer team weekly with specific requests.

o Four weeks out

- Determine program agenda and experience.

- Schedule coaching session(s) with host re: sharing about the cause, the Ask.

- Schedule coaching session(s) re: other testimonials.

o Two to four weeks out
- Make follow up phone calls to those who have not yet RSVPed.
0 One week out

- Make reminder/confirmation calls to guests who will attend.

- Assign event helpers (if relevant).

- Finalize food and decor details as needed.

6. Follow-up with guests after the party. Once the event itself is over, there is still work to be done. Some of
the work is for the host and some is for you as ministry leader.

0 Host: Thank each guest (after the event, not just at the event) for coming, whether or not he gave a
donation. Ideally this would be a personal connection (phone, email) so that the host could get
feedback about the event to pass back to the ministry. If certain guests are not interested in moving
forward with the cause and it has been made clear to the host, he should convey such information to
the ministry.

o Ministry: Send gift acknowledgements immediately; work with host to determine a next step to offer
each individual. Document details about the party i.e. what worked, what didn't work, suggested
changes for next time. Reference this information as you plan your next house party. Review prayer
requests during planning process; consider how prayers were answered and how God moved during
the planning as well as during the event itself. Consider how you might share these findings with the
host, staff, your board, and even your wider champion audience.

o0 Ideas for next steps - Depending on the timing of your house party, you may invite your guests either
to your SPP (if that's in place) or your annual fundraising dinner. Otherwise, you and your host should
talk through one or two options for each guest for further engagement - ideally using your organizational
PEO map.

A next step could also be a meeting between the guest and the ED or a board member, if the host

thinks that's appropriate. Focus at this point on getting to know and engage the guest rather than on
dollars. Agree on who will communicate with the guest (host or staff); defer to the host's suggestions.
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