Putting on a Lincoln Dinner
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 Dinner Venue & Economics * VIP Receptions
 Finding a Speaker * Dinner Layout & Registration
* Invitation & Sales Process * Program

* Program Book & Advertising . Close-out & Thank you'’s
Sales
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Lincoln Day Dinner Economics

* Dinner expenses can be high relative to amount raised

* Lincoln Dinners have a regular, recurring audience
 Some donors only respond to a dinner event

* Add-ons can make the difference in profitability
* VIP ticket sales
* Sponsorships
 Silent auction
* Program advertising sales
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Secure a Venue for the Dinner TOOLBOX

* Need an appropriate price point for the dinner
* Use dates that a venue may be dark
* Weekdays — better venue pricing

* Negotiate on and be clear about added costs,
e Audio visual
* VIP reception —open bar
* General reception — cash bar
e Other special requirements such as valet parking, after parties, speaker rooms

* Budget for taxes and gratuities
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Finding a Speaker

* Be realistic, beware of speaker fees.
* The more “televised” the speaker, the more likely fees are
e Paid speaker? On a “net” basis, how many extra tickets must be sold
* Authors can be receptive to a purchase arrangements

* Have a personal relationship or else ask for help
» State Party, National Committeeman, National Committeewoman

* Schedulers work from specific dates, offer several
* Have your venue on reserve

* Speaker transportation
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Dinner Timeline TOOLBOX
——

* Most time spent: Finding a speaker ¢ One Week to Ten Days

o Eight weeks * Dinner Host or Finance Committee
meeting for last push

* Invitation Design, Venue Contract  Contact attendees with Silent Auction

completed

. ., . details
* “Hold the Date” communication
. * Close out program ad sales & prepare
e Six Weeks: program book
* Dinner Host or Finance Committee * Last Three Days

meeting
 Lists compiled
e Advertising sales and Silent Auction

* Four weeks
* Primary invitation drops

* Table layouts
 Silent Auction physical preparation
* Registration preparation



Launch the Sales Process

 Hold the Date:

Inform central committee members, past
attendees about LDD.

Inform Office Holders, Clubs and Large
Contributors

Contact other county chairmen, MDGOP to
help promote with calendar

* Create Packages that sell:

Sponsorships,
Whole Tables,
VIP tickets,
Advertisements

Make sure the packages makes sense: make
giving more attractive
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* Dinner Host/Finance Committee
focuses key organizers:
* Face to face meeting(s)

* Encourage the Committee to put together
“their” own tables.

* May need to keep this group separate from
volunteers

* Regular contact reinforces targets &
recognizes progress

* Past attendees, advertisers and silent
auction donors:

* Divide lists among the Host/Finance
Committee members
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Promoting the Dinner TOOLBOX
—

* Design flyer for email to clubs, members and other organization to
promote the dinner

* Review of post card design and content
* Create HTML Version of Flyer and Ads sheet

* Create payment link for website and email blast

* RSVP process
* Track RSVPs, Payments, Table & Food preferences, Dinner Host/Finance
Committee connection
* Chairman’s Call List
* Dinner Host/Finance Committee members -
e Larger contributors
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Invitations TOOLBOX

e Share a “Hold the Date” as soon °* Email
as the venue, speaker and price  Email blasts out to broad email list

point are available. * Review “shareable” flyer for clubs
and Central Committee members

 Calendar invites

* Invitation vs. Post card
* Compile mailing list, dedupe to

save costs * VIP invites
* Send to printer in excel format. * Invite Officeholders,
* Postage check to Printer - Printer * State Party Chairman, Vice
can't mail anything without it Chairmen, Secretary, Treasurer,
e Timing of send National Committeewoman &

Committeeman,
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More Dinner Promotion TOOLBOX
——

* Speaker press release * Online Payment
* May need content approval? e Capture required contributor data

e Contact appropriate online * Link attendees to Host/Finance
Committee members or affinity

calendars to post tables

 Political calendars- Bruce C .
* Test the payment link,

Bereano
- Create Facebook event page for * 'dentify possible problems
LDD. * Mobile

* |Invite Republicans allow those
who are going to invite their
friends.
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Program Book & Advertising Sales TOOLBOX
* Content e

* Speaker bio

* Chairman’s greeting

e Dinner schedule, menu
* Recognition content:

* Ads flyer needs to be created

* Distribute to potential
advertisers, all prior advertisers

* Track progress to measure follow

through Awards, Central Committee

e Set deadline to assure members, Officeholders
production can be completed * Review Program book —

« Collect ads (many buy ads * Have a good proofreader review

without providing content) * Send to printer in time
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Program TOOLBOX
-

* Select Emcee for LDD * Minute by Minute

. . on a minute by minute basis
* National Anthem singer,

: . * Work with venue on service times
* Invocation, Benediction, * Consider contingencies (i.e. delayed

* Pledge of Allegiance. speaker)
* Speaker’s introduction * Anticipate transition from VIP
o
e Color Guard? r(,ece?p on ,
_ . * Timing of Speaker’s Remarks
* Video tributes, Photographic . Before dinner?

highlights « After?
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Silent Auctions TOOLBOX

e Start with Repeat Item Donors  E—

* Republican friendly retailers, restaurants

* Impulse gifts vs. items requiring longer term planning to require use
* Combine some items into gift baskets

e Gather items, create attractive displays

* Prepare bid sheets; with clear minimum bid prices and actual retail
value

* Publicize the silent auction in advance — dinner attendees, past
bidders



Last Days Sales Push

One to two weeks before dinner

 Likely under your target because of
procrastination

Meet or hold conference call with
Dinner/Host/Finance Committee
MENES

 |dentify completed & uncompleted
tables

* Acknowledge new attendees

* Review past attendees who have
not purchased yet

* Divide or assignee final calls (make
personal calls not emails)
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* |ldentify possible “up sales” to VIP

 Chairman’s Call list
e Prioritize calls the Chairman can make

* Why Don’t Past Attendees Return?

* They weren’t asked
* Felt underappreciated in the past

* Why Don’t Newcomers Come?

* They don’t think they will be welcomed
or will know anyone
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VIP Reception

 VIPs and others (officeholders) who make VIPs feel special
* VIP reception indicators — wristbands and other indicia
e Have Host/Finance Committee members primed to make introductions

 Doorman to screen attendance
* Make sure they are ready enforce

* Photographs —
* Track the order of pictures
* Have a good photographer
* Keep the photo line moving
* Make sure the photographs get to attendees



| p—

Dinner Layout & Tables TOOLBOX
—

* Organize tables to recognize Host/Finance Committee members and
maximize affinity

* “Head” table selection

» Table placement matters: Put the top Host/Finance Committee
members’ tables directly adjacent to the Head table

* Print out name tags and insert into sleeves
 Nametags should be printed afternoon of the LDD



Registration T(I)TJLB OX
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* Need volunteers (4 to 6 people for a dinner of 300)

* Organize all materials needed to be taken to hotel.
* Banners, Pens, wrist bands, signs, sharpies, table seating charts

* Have an alpha list

e Separate “will call” tickets from those requiring payment.
* For payment, collect necessary board of elections data

* Assign people at door to direct people to tables
* Be prepared for last minute walk-in sales
* Fill-in slots and “back corner” tables



Physical Layout

* Make sure Banner and signs are at hotel

e Audio Visual needs
* Test at venue

* Traffic flow to Silent Auction
* Be sure to have a bar adjacent to Silent Auction tables

e Separated location for VIP
* Be at venue by 4pm to follow-up
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Program TOOLBOX
* Follow the minute by minute —  * Awards?
« Timing of principal speech * Party awards attracts rank and file
e Introducer activists to attend, but lost on
others
* List of VIPs to be recognized « Pre-announced community
shared with the MC recognition awards can tap new
* Names from registration desk, VIP attendees
reception * Promote silent auction
* Have tentative list ready from e 10 mins before end of silent
RSVPs

auction have emcee announce it
* Delegate final list preparation to will end in 10 mins

knowledgeable volunteer
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Close-out & Thank You'’s TOOLBOX
H
* Collecting money from silent * Thank You’s
auction winners. e Host/Finance Committee
members

* Make sure all the supplies

brought to venue have been ’ V'O'“”teers.
collected: e Silent Auction donors
’ e Speaker

‘ HhaV_e a box for people to rztu:;n Emcee, other program participants
their nametags to us atend o VIP reception attendee — with

event; photographs
* Roll up banners and signs MDCRIS donor acknowledgments
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