
and a Party!
PRIDE. PURPOSE. 



To our host,

Thank you again for agreeing to organize a fundraising and educational event on behalf of Opportunity Village.  
Everyday heroes like you are the reason we have been able to change so many lives and help so many people 
over the past 64 years. Now, with your help, we’ll be able to engage even more people in the community and 
continue our very import mission.

Here is how the process will work:

 1. You pick a date.

 2. With OV’s help, we’ll create a guest list and send out invitations. 
     Don’t worry; it’s much easier than it sounds.

 3. You decide how you want your party to look and feel. 
     That means deciding on things like refreshments, format of the event, 
     and a personal fundraising goal.

 4. On the day of the event, an OV staffer will show up early 
     to help you get ready and set up Opportunity Village’s materials and décor.

 5. Once the party is swinging, we will make a brief presentation introducing 
     OV to your guests, discussing our programs, and reiterating the need 
     for expanded community involvement.

 6. Guests will have the opportunity to become involved by becoming 
     monthly donors to OV (one of the best ways to help any organization), 
     make donations, and sign up for volunteer opportunities.

 7. After the party, and with OV’s assistance, we will review the success 
     of the fundraiser and begin thanking those who attended.

That’s it! Not only is the process relatively simple, but OV staff will be here to assist you in hosting the most 
successful party possible.

Thank you again for your support of Opportunity Village. We can’t wait to party with you!

Sincerely,

Adam Joseph
Vice President, Philanthropy



How Does the Evening Go?
This is your party! We can work with you around any start time, venue, and style of event. For many people, a 
simple weeknight evening get together in the living room or backyard will be perfect. Remember, we’re getting 
together some great people to support a great cause. Fancy food, decorations, and entertainment truly aren’t 
necessary. Whatever kind of party you’d like to host, we’ll help you make it happen.

 Sample Agenda

 6:30 pm – Your OV representative will arrive to assist in set-up.

 7:00 pm – Guests will begin to arrive and mingle.

 7:30 pm – Your OV representative will give a brief presentation about our organization 
                        and the importance of community support.

 7:45 pm – Guests will have the opportunity to set up recurring donations to support OV, 
                          make one-time gifts, and sign-up for volunteer opportunities.

 8:30 pm – Your OV rep will let you know how much your event has raised, 
                          and leave you and your guests to celebrate the impact you’re making as a group.

What Do We Bring to the Party?
 1. Materials: We have informational packets, light décor, and infographics 
      to place around the event space. These are designed to prompt discussion among your guests.

 2. Technology: We will bring any electronic needs to support the presentation 
     and donation portions of the program.

 3. Favors and Prizes: We’ve got some terrific OV themed swag to share with you and your guests.

Why the Emphasis on Monthly Giving?
As a support of Opportunity Village, you already know the importance of the work we do. 
With continued regular monthly support:
 • Programs are sustained by a predictable cash flow over time.
 • More members of the community are engaged in an easy, accessible, and affordable way.
 • Donors get to witness the long term impact of their gift.
 • Philanthropic giving becomes more affordable when broken out over the year 
    as opposed to a larger one-time gift.

Your Party By the Numbers
 • Invite 30 guests
 • 15-20 will attend
 • 5-10 will become monthly sustainers for OV (others may choose different methods of support)
    It’s that simple. Follow this process and your party will be a success!



Seven Simple Steps!

Party time! Have a great time 
while making a huge collective impact!

Last reminder call (3 days out).

E-mail reminder (1 week out).

Follow-up calls (2 weeks out).

Send out invitations (4 weeks out).

Make a list of 30 people.

Select a date and time for your party.



Who’s Invited?
The more people the better! While the goal is to get at least 15-20 people to attend, there is no limit to who you 
should invite. Of course your close friends and family members should come, but don’t stop there. Think both 
inside and outside of your inner circle.

Neighbors. Coworkers. Facebook friends. Twitter followers. Your book club. Your yoga class. Parents from your 
child’s soccer team. Your faith community. Extended family. Fellow service club members. Your mail carrier. 
Teachers. Knitting circle friends. Golf buddies. People from the gym. Community leaders. Dog park friends.
You’ll want to make a guest list consisting of:

 •  Name
 •  Address
 •  E-mail
 •  Phone Number
 •  RSVP’s

Invitations (4 weeks out)
In the days of e-mail and text messaging, hand addressed paper invitations have taken on a whole new level of 
significance. When your guest receives his or her invitation in the mail, they will know that you took the special 
time and effort to include them in your event. This single step can impact your attendance immensely.

Opportunity Village can provide a template for your invitations that include spaces for you to fill in the time, date 
and location as well as a brief synopsis of OV’s mission. Add a short personal note or message, pop on a stamp, 
and you’re all set!
 
1st Phone Follow-up (2 weeks out)
Some of the guests you’ve invited will RSVP by phone or e-mail without any follow-up. However, people lead 
very busy lives and may need a quick reminder over the telephone. Below is a sample script that will help you 
with these calls:

 Ring Ring…
  Debra (Guest): Hello?
 You: Hi Debra! I was just calling to see if you’d received your invitation to my get together in support of  
 Opportunity Village. 
If Debra has received her invite:
 You: Great! I am so excited about the work the Opportunity Village is doing in the community and even  
 more excited about the opportunity to spread the world and raise important funds for the organization.
 Here are the details again – (reiterate location, date, and time!). Can I count on you being there?
 Debra: We’d love to attend! Is there anything I can bring?
 You: Just your wallet or checkbook!



Follow-up E-mail (1 week out)
 E-mail is a great way to reach a large group quickly! The goal of this e-mail is to:
 • Provide an additional reminder to guests.
 • Reinforce the event details (time, date, location, etc.)
 • Make finding your home easier with simple directions.

Below is a sample to help you write your e-mail:
 Hey Susan,
 Just a quick reminder about the get together we’re having at our place to build awareness 
 and increase community support for Opportunity Village this Saturday, the 30th, at 7:00pm.
 Our address is _____________________________ . You can easily get here by (directions) _______  
 _________________________. Our house is white with blue trim and there is plenty of street parking.   
 I will place a sign out front so it’s easier to spot!  
 Looking forward to seeing you on Saturday!

2ND Follow-up call (3 days out)
This is the final opportunity to touch base with your guests before the day of your party. For you, this is a chance 
to get a solid sense of how many people to expect. For your guests, this is a chance to ask any questions they 
may have about the event (“What should I wear?”, “Can I bring the kids?”, and “What was your address again?” 
are common questions). Most importantly, this last call lets your guests hear how excited you are about this 
event and, in turn, they will be excited too.

Below is a sample script to help with these calls. REMEMBER, if you reach voicemail, mention the date, time, 
and location again in your message!

 Ring Ring…
 Debra: Hello?
 You: Hi, Debra, it’s me. I was just calling to confirm that you’re still able to make it to our party 
 on Saturday evening?
 Debra: Yes, we’re looking forward to it!
 You: Fantastic! We’ll be getting started at 7pm. Will your spouse be able to make it as well?
 Debra: Yes, both of us will be attending!
 You: Wonderful! Do you know how to find our place?
 Debra: Yes, we’ve got your address in our phone.
 You: Great! Well then we will see you at the party!

You Did It!
You’ve done an amazing thing! You’ve opened your heart and your home to Opportunity Village and 
introduced your personal community to the wonderful work we do. On behalf of all of us at 
Opportunity Village, thank you.


