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TeamRaiser Post-Event Communication Guide
In this document we have provided strategies you should consider during the lead-up to your event and post-event, as well as created sample copy to be used in the post-event communication. This sample copy is designed to help you get started to think about message and subject line length, tone, voice, approach and themes, however the most effective emails will be the ones tailored to your organization and event which make a more personal connection with your constituents. We also provide you with recommendations to keep engaged with your participants throughout the year.

In this guide we’ve provide information for:
· “Post-Event” and “Offseason” Communication Tips & Worksheets 
· Things to Consider Communicating to First-Time Participants After Your Event
· New Record Communication Strategies to Consider
· Provide an “Alert Me” Request Option

[bookmark: PostEventCommunicationTips]“Post-Event” and “Offseason” Communication Tips & Worksheets
“Post-Event” Communication
· We recommend two emails: first email sent within 24 hours after event and the second email sent two weeks after event
· We’ve provided templates for you to build your content for each “Post-Event” email
· These emails are sent using the Coaching Email tool in TeamRaiser (if you’re not using the Coaching Email tool, the html templates can be used to build your communication in Email Campaigns but you will need to build your segmentation using Queries and/or Tasks)

· 24 hours following event
· Send a single email with conditional content for Team Captains
· Content for All: 
· Quick “thank you” 
· Highlight that just because the event is over doesn’t mean the fundraising has to stop
· Reminder of final deadline when all money must be turned in
· Include link to the “Alert Me” form (info below)
· Mention that you’ll be emailing all of the donors that supported your participants in two weeks
· Conditional Content for Team Captains:
· Provide special thanks to Team Captains
· 1-2 sentences here should do
· Ask them to keep fundraising and to encourage their team members to do so as well, especially if their team goal was not met


“24 Hours After” (Email #6 in Communication Plan)
	SENDER’S EMAIL
	[insert your organization’s email address for event specific messages]
(Do you use an event specific email address?)

	SENDER’S NAME

	[insert the name from whom your event emails are sent]
(Do you use an event specific name?)

	SUBJECT LINE

	[enter your subject line here]
Requirements - 60 Characters or less (approximately 10 words)



	Organization Event Banner or Logo
Banner Dimensions: 595px wide
*If you choose to provide your own banner, it must meet the dimension requirements

	Dear [Participant First Name],

Thank you! Thank participants for their support. Report any fundraising progress details that are available and suggest a final fundraising push, especially if the participant has not reached their fundraising goal.

	TEAM CAPTAIN: Special thanks to team captains goes here. 1-2 sentences should do. Ask them to keep fundraising and to encourage their team members to do so as well, especially if their team goal was not met.



Consider including any final tips for post event fundraising.

[Link to Participant Center]
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· Two weeks after event
·  Email is broken down to two emails (Participants and Donors)
· Participants
· Includes event wrap-up
· How much raised
· Spotlight top fundraisers/team
· Highlight any new event offerings that were popular
· Promote any post-event fundraising efforts or contests
· Share some event “growth numbers” such as: number of new participants, number of returning participants, number of new donors
· Promote signing up for event updates through the “Alert Me” form so they can get an early start on fundraising for the next event (info below)
“Two Week Follow-up – Participants”  (Email #7A (Participants) in Communication Plan)
	SENDER’S EMAIL
	[insert your organization’s email address for event specific messages]
(Do you use an event specific email address?)

	SENDER’S NAME

	[insert the name from whom your event emails are sent]
(Do you use an event specific name?)

	SUBJECT LINE

	[enter your subject line here]
Requirements - 60 Characters or less (approximately 10 words)



	Organization Event Banner or Logo
Banner Dimensions: 595px wide
*If you choose to provide your own banner, it must meet the dimension requirements

	Dear [Participant First Name],

Final thank you! Thank your participants and use this message to reveal final registration and fundraising totals and event highlights. Do you have any details for next year’s event? Consider a brief call-out at the end of this message.

	TEAM CAPTAIN: Consider including a special thank you message just for team captains and what their participation and support truly means to your organization.










· Donors
· Thank them again for supporting event participants. Make sure you convey that their support is key to the event’s success and your mission’s success
· Share some event “growth numbers” such as: number of new participants, number of returning participants, number of new donors
· Encourage these donors to consider helping your org even more by participating in your next event
· Emphasize the ease of creating a personal page and inform them of the many resources you provide to help them fundraise
· Promote signing up for event updates through the “Alert Me” form so they can get an early start on fundraising for the next event (info below)

“Two Week Follow-up – Donors”  (Email #7B (Donors) in Communication Plan)
	SENDER’S EMAIL
	[insert your organization’s email address for event specific messages]
(Do you use an event specific email address?)

	SENDER’S NAME

	[insert the name from whom your event emails are sent]
(Do you use an event specific name?)

	SUBJECT LINE

	[enter your subject line here]
Requirements - 60 Characters or less (approximately 10 words)



	Organization Event Banner or Logo
Banner Dimensions: 595px wide
*If you choose to provide your own banner, it must meet the dimension requirements

	Dear [Donor First Name],

Thank you! Thank your event donors and use this message to reveal final fundraising totals and event highlights. Make sure they understand that, they too, played an important role in the success of your event.








· “Offseason” Communication
· The plan for offseason communication means implementing some of the following strategies:
·  Send special emails to event participants and donors such as:
· Annual Report with special recognition of the event participants/donors (perhaps just mention top team/top fundraiser)
· Conditional content in monthly enews that references your event and their participation/support
· Quarterly event updates that include:
· Tips on things that can be done offline to prepare for upcoming event
· Cool fundraising ideas that will help the participant to already be ahead of most when registration opens
· Spotlight past event participants/supporters who are also volunteers, board members, community leaders, celebrities
· End of Year Campaign: 
· Make final 12/31 appeal with clear message that “speaks” to reader based on event participation or supporter activity
· Promote calendar-year fundraising “finish line”
· Emphasize the end of year “team” that generates 40% of your annual support
· Include conditional link for those who have not signed up for the “Alert Me” event updates
· Share lots of photos! Photos are the best way to visually tell your story of the impact the event has on your mission

[bookmark: ThingsToConsider]Things to Consider Communicating to First-Time Participants After Your Event
Event managers often forget that new participants are not as familiar with TeamRaiser as they are. Quite honestly, for some their first time using TeamRaiser requires more effort than they really wanted to commit to or more technical than they feel comfortable navigating. The following items are things we recommend you communicate to your first-time participants to help them understand that the second time is always easier than the first:
· TeamRaiser makes it very easy for returning participants to quickly setup their next Participant Center and personal page for the next event. For first-time participants, clearly promote the ease of setting up their personal page and importing previous event contacts for the next event, avoiding that setup process that can cause some participants to not return due to feelings that it is too much work to setup
· Encourage them that fundraising takes time to perfect and now that they have their first event under their belt they will go into their second event with more knowledge to help them reach their goal
· Recommend that they get started earlier
· If they were an individual participant, encourage them to become a team captain and create a team to help them raise even more for your mission
· Ask them for feedback about their experience as a first-time participant. Follow-up their input with appreciation for the feedback and encourage them to participate in the next event so they can see how their feedback helped make the experience better 

[bookmark: NewRecordStrategies]New Record Communication Strategies to Consider
Your events generate new records in Constituent360 from people registering to participate in your event for the first time and new donors who support your participants. These records should not be treated like an organic record typically created when someone visits your website and signs up for your enews.  Here are some things we recommend in planning your cultivation of these new records once your event is complete:
· Participants
· Suppress new participants from general welcome series during event campaign and welcome them at a defined time after the event (This kit includes a welcome series for these constituents)
· Continue sending monthly communications to those already on your housefile (they’re used to), consider timing of how to introduce new participants to regular communications 
· Keep in contact with your participants year round – don’t go silent! Refer to their participation often and acknowledge your appreciation for their participation and support
· Optimize the use of interests in Luminate to help limit global opt-outs 
· Donors
· Suppress new donors from general welcome series and create a donor welcome series to welcome new [event] donors at a defined time after the event (This kit includes a welcome series for these constituents)
· When do you solicit them again? Are they now just event donors? Consider giving the donor the option of only being contacted during your event when their friend or loved one is participating. Share information with “reasons” why their friend or loved one supports your organization
· Optimize the use of interests in Luminate to help limit global opt-outs

How you say “welcome” to new records to your housefile can be the difference in a new participant or new donor simply unsubscribing within the first post-event email you send them or remaining active and connected to your org long after the event is over.  Make sure you welcome your new constituents properly with the help of our Post-Event New Record Welcome Series Kit included in this kit. Open the kit folder to begin building your new welcome series.










[bookmark: AlertMet]Provide an “Alert Me” Request Option
TeamRaiser clients of all sizes and missions experience spikes in the number of post-event unsubscribes and/or disengagements, especially from new participants and new event donors. It’s a simple fact that every organization has supporters who only participate in events and donors who only support a specific participant. Organizations often find both of these record types don’t want any other communication from the organization and globally opt-out from all communication the first chance they get. You can help reduce this spike in unsubscribes by providing a simple “Alert Me” form:
· Login to your Luminate Online admin site
· Setup “Alert Me” form “Thank You” page (this page can be used multiple years, but you must update wrapper)
· Hover “Content” and click “Pagebuilder”
· Click the “Create a Single Component Page” button
· Name the page “alert_me_thank_you”
· Set the Security Category to the same as your event (You can set to General)
· Set the Page Type as a “Users” page
· Choose your event Pagewrapper (You can use the default Pagewrapper if you don’t have an event Pagewrapper built outside of TeamRaiser)
· Configure any folder options and click “Next”
· Enter “Alert Me” in the Page Title field and click “Next”
· Configure your content to be “HTML Content”
·  (
Thank you [[s1:first_name]] for requesting to be kept updated about our next [event name]. By 
signing up for our event alerts
 you will receive 
updates as we plan for the [year and event name] so you can be ready to hit the ground running when registration opens. 
Thank you again for supporting [org name] by supporting [event name]. We look forward to seeing you at [year and event name]!
)Build your “Thank You” page with simple copy (example below)







· When done formatting page, click “Apply” and then click “Finish” and then “Publish”

· Setup “Alert Me – [Event Name and Year]” Interest
· Hover “Constituent360” and click “Interests”
· Click the “Create a New Interest Category” link
· Name the Interest “Alert Me – [Event Name and Year]”
· Enter a description for the Interest
· Set as a General Security Category
· Leave at the “Top Level” unless you have event interests you would put this under
· Configure Interest Type to be for email opt-in
· Check boxes to create an Interest Group and create an Opt-out Group
· Click “Save.” Now you can use this Interest to assign form responders to

· Setup Survey form to capture “Alert Me” requests
· Hover “Content” and click “Surveys”
· Click the “Create a New Survey” button
· In the Survey Name field name the new survey, “Alert Me – [Event Name & Year]
· Set the Security Category to the same as your event (You can set to General)
· Choose your event Pagewrapper (You can use the default Pagewrapper if you don’t have an event Pagewrapper built outside of TeamRaiser)
· Change the text of the Submit button to “Request Alerts”
· Change Skip text to “Skip”
· There isn’t a need to restrict this form to one submission so don’t check the box
· No need to make this form secure
· Include any email address you would like to be alerted when someone signs up for alerts
· On step 11, “Survey Submit Page,” click the select button and enter “Alert” in the search field
· Find the “alert_me_thank_you” page and click “Options”
· Check the box to automatically log the user in (will only work for new records)
· Use the drop-down to find the “Alert Me” Interest for your next event tied to this alert form
· Add advanced options as needed and click “Insert Link”
· Leave the “cancelled page” field blank. This will return users to site homepage
· Configure any source code information
· Un-check the “number questions” option and click “Next”
· Click the “Add Questions” button and choose the Caption option and click “Next”
·  (
Use the form below to request [year and event name]
 news and updates. You’ll be the first to know what you can expect at [year and event name] as well as be one of the first supporters we notify when registration is open so you can get a early start to raising funds that support [org mission]. We think you’ll find the updates helpful in preparing to set and meet your [year and event name] goals.
Thank you for supporting [org name] and [event name]!
)Add a form introduction. We’ve provided some sample copy below:







· Once you have formatted your texted, click “Finish”
· Click the “Add Questions” button again and in the drop-down choose “Constituent Registration Info” and click “Next”
· Add your appeal for contact info. Something like, “Please provide your contact info so we can keep you updated:”.  Once done click “Next”
·  Require the following fields: First Name, Last Name and Email Address
· Click “Next”
· You will want to keep this form as short as possible but if there is additional contact information you’d like to capture then you might try collecting it here
· Click the radio button to not show the email opt-in checkbox and opt-in constituents automatically. The purpose of this form as an email opt-in is clearly identified in the purposing and copy
· Click “Next”
· Step 1: choose your layout preference
· Step 2: Do not prompt constituents to log in
· Step 3: These constituents are already active records so just configure to automatically generate username and password
· Step 4: You can configure for auto login but this will only work for new records
· Step 5: Choose to accept the response and always update Profile of the constituent
· Click “Finish”
· This is all of the questions you need to capture the requests for alerts but feel free to add additional questions. This would be a good opportunity to add 3-5 questions asking for feedback about the past event. Make sure you make any additional questions optional
· You are already adding people to the Alert interest opt-in when they submit the form but if you want to add responders to a group based on an answer to a question then you need to click the “Create Group by Survey Response” option under “Related Actions”
·  Click “Next”
· Do not send an autoresponder. Just click “Next”
· Publish the survey and set start date and end date
· Click “Finish”

Now that the form and thank you page are done, you can add links to the “Alert Me” form in your post-event communication.
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