


• High quality DVD or Blu-ray disk of the fi lm (with backup digital access to the fi lm) 

• Collective Eye Promoter/ Screening Guide

• Film Specifi c Discussion Guide 

• Screening License 

• Promotional Poster (.pdf fi le for print)

• Return envelope to send the DVD back to us after the screening event

• Promotion on our screening calendar

• Our email and phone support through the whole process!

On our website: 
www.collectiveeye.org

By email: 
Request your screening kit by emailing us 
at  screenings@collectiveeye.org 

By phone: 
Call our o�  ce between 10am – 5pm PST 
@ 503.232.5345 (USA)

By faxed purchase order: 
Fax your purchase order to 503.296.5515

INCLUDED IN YOUR
SCREENING PACKAGE 

PURCHASE THE SCREENING KIT 
FROM COLLECTIVE EYE FILMS 

We believe films present critical issues, challenge audiences 
and raise important questions. We invite you to bring these 
conversations to your community by hosting an inspiring 

screening of  your own!

By purchasing a community-screening license, you can 
host a free/donation-based admission, or ticketed public 

screening of  the film. Community screenings can take 
place at fundraising events, group gatherings, and ongoing 
series for nonprofits, theaters, farms, churches, community 

organizations and more. 

You can purchase your screening kit from Collective Eye Films any of the following ways: 



Find a location 
With the right screening equiptment, and 
advanced planning, you can host a screening 
event in just about any location. Some of the most 
frequent locations where our screening events 
are held include the following: 

• local theater
• campus auditorium 
• community/civic center 
• yoga studio 
• food co-op 
• farm 
• public library 
• town hall 
• small concert venue 
• festivals
• conference centers
• Non-profit 
• Church 

PLANNING THE EVENT

When considering a location for your 
screening event, consider the following: 

1. Is this location accessible for my target audience?

2. Does the venue have the proper equipment and 
space needed to host a film screening? 

3. Necessities include: projector, screen, sound system, 
computer or DVD/Blu-Ray drive, enough seating for the 
anticipated audience, and (possibly refreshments)?

4. When picking a venue, you may want to bring a 
DVD with you to test video and audio quality if the 
necessities are not already present at the venue.  Ask 
to test any provided equipment to make sure it works 
properly for the event.

Pick your screening date plenty in advance. We 
recommend giving your self a 4 to 6 week minimum 
planning window for domestic screenings. We 
recomend an 8 week planning window for international 
screenings (DVDs can get held up at coustoms). 

We suggest checking the Collective Eye Screening 
calendar before choosing a screening date for your 
event. This way, you can avoid booking too close to 
another screening of the same film in your area, and 
detracting from the success of your screening event.  
We have found that screenings do well when they 
incorporate current events and/or observances as a 
way to raise awareness about the issues presented 
in the film.  

Generally speaking, people like to go out to catch a 
film in the evening. Consider giving yourself a buffer 
before and after the film for additional programing, 
such as an introduction to the film and topic, and 
possibly a short discussion after the screening.   

PICK A DATE AND TIME 
FOR THE SCREENING

Before determining if/ how much to charge 
for tickets, you should consider your upfront 
costs: 

- What are the requirements of the venue you have 
selected? 
- Are they donating the space for the screening? 
- If not, does the venue require a deposit, is it a split 
of the door, or are their terms contingents on fees per 
attendees? 
- Will there be a cost associated with bringing a guest 
presenter (travel stipend + honorarium) 

Donation Model- Good for you! If your venue is free, 
consider lower the cost of admission and increasing the 
size of the audience. 
Door Split with Venue Model – A 50/50 split 
with the theater/ venue is a common model used for 
community screening events. This model works for 
donations or ticket sales. 
Price per-attendee – The venue you are working 
with my have a base price per attendee. In this 
instance, it would be your choice wither or not increase 
ticket prices to cover your other upfront costs. 

After negotiating the price model with 
your venue, make a best guess on your 
anticipated audience…

Although free screenings are easier to fill, a 
good way to recoup the cost of your upfront 
costs is to charge admission. People generally 
value what they pay for, and if you bring in 
more money than you need, you can put the 
proceeds towards a non-profit that assists the 
cause presented in the film.  
 
Online Ticket Sales  
(with Brown Paper Tickets)
BPT is a fair-trade ticketing company that 
allows you to list your event for free on their 
site. There are no fees to use their service, 
and they 24/7 web and phone ticket sales. 
They offer ticket printing and shipping for free 
as well as mobile ticketing, on-site ticket sales 
and an option for donation. Ticket buyers pay 
just $0.99 + 3.5%, including delivery and credit 
card processing!

TICKETS SALES

Identity local sponsors 
and partners

Pitch event involvement to 
sponsors and partners

Distribute marketing material / 
send press release

Sound and video 
check at location

Order Film

Find a location 
and date

Screening timeline:

3 2 1 2
months months month weeks

Event
Time!



Partnership on campus
Seek out other clubs, student groups, or academic departments that can benefi t from helping you promote 
the event.  For example, if you are with the Environmental Studies program and are looking to screen 
Queen of the Sun, you could reach out to student government, garden programs, the cafeteria, and 
environmentally-minded/sustainability clubs to name a few.

Partnership in the community
Look for local organizations, businesses, or public institutions (schools, hospitals, etc.) that have an interest 
in supporting the fi lm or the cause by using their reputation to promote the event. If potential partners are 
willing to help, be sure to provide them with promotional copy for their newsletters, and social media. Cast 
the widest net possible! 

If you are able to fi nd one or more key partners, delegate the workload: 

Organizing guest director – Inviting the Director to speak with the audience in person or via Skype is a 
wonderful was to engage the audience after the screening event. It also enriches the screening event. 

Workshops – consider having partner organization(s) host a workshop related to the subject matter of the 
fi lm. Your partner organization can direct or curate the workshop presenter(s). 
After Parties – Ask your partner organization(s) to host a small party or reception at the same or a nearby 
venue after the screening. This is a great way to continue building local community! 

SEEK PARTNETSHIP TO SUPPORT 
YOUR SCREENING EVENT

Finding your sponsors
Most fi lms will have a specifi c focus, and thus, a 
clear audience.  For example, if you are wanting to 
screen Queen of the Sun, consider reaching out to 
beekeepers, farmers, local food stores & suppliers, 
home & garden centers, and environmental groups.  
Don’t be afraid to think out of the box, though, the 
possibilities really are endless!  Once you have 
established an audience, assemble a list of potential 
sponsors you’d like to reach out to.  Think local 
businesses, organizations, individuals, or public 
institutions (schools, hospitals, etc.) that have an 
interest in supporting the fi lm or cause in exchange for 
awareness, foot traffi c, and potential sales.

Determine sponsorship offerings
Should you decide to seek out sponsorships, you 
may need to provide the sponsors with some sort of 
incentive, such as an advertisement in a newspaper, 
fl yer, banner, or a mention on a radio or TV spot 
highlighting the event (to name a few).  Decide which 
promotions you want to offer to your sponsors and set 
them at various price points, giving the higher dollar 
supporters the most publicity.  Knowing the limits of 
what you are willing/able to be fl exible on as well as 
what your resources allow is crucial.   Some will ask 
for customizations to optimize the placement of their 
products & services and some will be happy to have 
any shout-out at all.  Have fun with it!  

Outreach & follow-up
One of the quickest and easiest ways to fi nd sponsors 
is to call and pitch your event idea as a great 
marketing opportunity for the business.  Keep the pitch 
succinct, then gauge their interest and offer up more 
information if they sound interested.  Once you have 
been in touch with an organization, follow up with a 
formal letter that highlights – in detail – what they will 
receive in return for their support.  Be sure to include 
a reminder of your organization’s goals and how they 
relate to your event as well as all relevant contact 
information.  Make follow-up calls or emails to the 
places that haven’t gotten in touch as a fi nal inquiry.

SEEKING SPONSORSHIP TO 
SUPPORT YOUR SCREENING EVEN

Cultivating relationships
Once an organization has agreed to sponsor your 
event, you will want to keep in touch to show them 
that you value their support.  Send over a thank-you 
letter and keep them in the loop about the progress 
of the event, even after the event has taken place.  If 
your organization has a newsletter, start sending it 
to them.  Always make responding to their concerns 
a priority.  You may fi nd that some places may not be 
interested in giving money, or outreach support, but 
would like to attend.  Keep them up to date, too!  This 
could end up paying off for any events you host down 
the line.

Publicity
Keep up your end of the deal and get advertising! You 
will want to allow yourself a few weeks of lead-time 
to make sure you can deliver what you promised.  
Remember that a sponsor for this event could end up 
being a sponsor for another event down the line.

2. Preview the fi lm, and 
determine which issues are 

presented. Identify your target 
audience

3. Make a list of local organizations 
and companies in your area that may 

share your mission, or care about 
themes in the fi lm.

4. Decide what type of support 
is needed to make your screening 

successful. Event advertising, 
organizations promoting within, tabling in 
the theater lobby, panel discussion etc...

5. Reach out to each organization and 
company individually with a clear ask. 

Garner support by keeping your request 
clear and easy for your sponsor/

partners to commit to.

1. During the screening event, be sure to 
acknowledge organizations and companies 

that have given their support. Send out thank 
you cards past screening!

Decide what type of support 5. Reach out to each organization and 



Use your social media presence
Announce your screening on all your social media 
outlets and e-newletters and ask all your partners 
to do the same.

Mention the screening throughout the months 
previous to the event. You’ll want to space out 
mentions so that you’re interspersing mentions 
with other valuable content for your followers.

Don’t forget to tag partners and/or sponsors in your 
posts so that they can help spread the word.

Consider doing a “sponsored” post, where you can 
set a budget to guarantee that your post will show 
up on the news feeds of people that are already 
following you and/or people who are not yet 
following you. This can be great for local events 
because you can be very specifi c about who sees 
your post, choosing your audience by location, age 
and interest areas.

Add your event to calendars/invite people on 
websites like Meetup, Facebook, and Evite.  You 
can create an event or invitation and send it to 
your friends/invite users to attend. Find other 
calendars in your community where you can 
contribute your screening, such as an events 
calendar for local papers or magazines. Usually 
there is a print and online version. Add this to 
your to-do list.

Fliers and postcards
Take to the streets with some posters and start 
pinning! Go to the places where your audience 
is likely to be. Remember to ask businesses for 
approval before posting on their bulletin boards 
or in windows. University campuses, cafes, 
gyms, yoga studios, community supermarkets 
and community centers can all be a great place 
to hang fl yers. You can also mail out postcards if 
you have addresses of local businesses and don’t 
want to go out on foot.

FIND AND REACH 
YOUR AUDIENCE

Be sure consider including:
• An introduction announcing the screening 

and the community partners & sponsors 
that helped make it happen

• A Q&A or quick panel discussion 

• Community engagement activities 

• A way of collecting email address for 
future events

HOST YOUR 
SCREENING EVENT

AFTER YOUR 
SCREENING EVENT 

PRESS

Writing a Press Release
Open your press release by introducing the fi lm, 
mentioning any awards or accolades the fi lm has 
received.  Make sure to note that your organization 
will be hosting the event.  Then, provide a summary 
and some details about the fi lm and a quote or two.  
Mention the screening date, location, admission 
cost/donation, whether it is open to the public, and 
your organization’s stake in the screening whether 
it just be supporting the cause or if you are raising 
money, etc.  Have someone look over the text, and 
then send away!

Local Press
Reach out to media outlets and infl uential 
organizations in your area to see if they’d be willing 
to promote the event, especially if your event 
aligns well with their mission.
http://www.raindance.org/how-to-write-a-press-release-for-fi lm/

Don’t forget to keep in touch with your sponsors, 
partners, and attendees of the event.  The better 
the event, the more likely it is they will want to 
work with you/attend again in the future.


