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Participant Coaching Series Setup Document
Once registered, participants have to learn to become effective fundraisers. Returning participants raise more money than first time participants because of experience. With this email series we’re aiming to close that gap with fundraising suggestions, actions, tips and inspiration so all participants can become rock-star fundraisers out of the gate. This email series will target all non-team captain registered participants.

This setup document will help you plan an email coaching series that specifically targets participants of your events. Included is a recommended campaign calendar, individual email planning guides for each email in the series, starter copy for the first email in the series, step-by-step target audience build instructions, and email creation instructions to help easily create this campaign series.  
Campaign Overview 
· Email #1: Fundraise

· Email #2: Fundraise; Spread the Word

· Email #3: Inspirational Video or Feature Story

· Email #4: Getting Close; Final Fundraising Push

· Email #5: Event Details

· Email #6: Thank You; Keep Fundraising

· Email #7: Event Follow-up
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Planning Guide: Coaching – Participant Email #1 
Desired Action/Key Content - Fundraise
	DELIVERY TIME


This will be the first email which optimally goes out 8 weeks from event. 
TARGET AUDIENCE
Registered Participants
The target group containing these constituents will be created by a Task you set up using instructions at the bottom of this document. 

Once set up, this group automatically populates and the task can easily be updated and reused for your next event.   
SUPPRESSION AUDIENCE


Current Team Captains
CONTENT STRATEGY
· Get setup to fundraise by configuring Personal Page and Participant Center. 
· Reach out to donors
	SUBJECT LINE

	
	Getting Setup to Fundraise for [Event Name]

	
	MESSAGE COPY

	
	Dear [[S1:first_name]],

The [Event Name] is on [Event Date] – which coming up fast!  The energy to put into fundraising will have a direct impact on the amount you will fundraise and help [Mission/Cause].

If you’ve already had some time to explore your Participant Center, you’re ahead of the game. If you haven’t had a chance to really dive in, here are some tips to help you get started:
1. Update your personal page with a photo and the story about why you are participating in the event. 

2. Set your goal for yourself.

3. Customize the email templates we’ve created for you and start sending them to your friends, relatives, co-workers and neighbors. 
4. Share a link to your fundraising page on Facebook, Twitter, LinkedIn or wherever your personal network reaches. 
Once you’ve established your home base start reaching out to friends, family, and co-workers begin fundraising! The number of asks you make will determine how successful you are so send more emails, talk to more people, and post more messages to get the word out. 
We can’t wait to see you at the event!
<Organization Name or Event organizers>


Planning Guide: Coaching – Participant Email #2 

Desired Action/Key Content - Fundraise; Spread the Word
	DELIVERY TIME


This will be the second email which optimally goes out 6 weeks from event. 
TARGET AUDIENCE
Registered Participants

The target group containing these constituents will be created by a Task you set up using instructions at the bottom of this document. 

Once set up, this group automatically populates and the task can easily be updated and reused for your next event.   
SUPPRESSION AUDIENCE


 Current Team Captains

.

CONTENT STRATEGY
· Continue sending solicitation emails.
· Tell family and friends about the event
	SUBJECT LINE

	
	Your fundraising help [Cause], keep it up! 

	
	MESSAGE COPY

	
	Dear [[S1:first_name]],

[Use this area to plan your email content. Keep in mind the desired actions, tone and content strategy talking points to the left]
Sincerely, 
<Organization Name or Event organizers>


Planning Guide: Coaching – Participant Email #3

Desired Action/Key Content - Inspirational Video or Feature Story
	DELIVERY TIME


This will be the third email which optimally goes out 4 weeks from event. 
TARGET AUDIENCE
Registered Participants

The target group containing these constituents will be created by a Task you set up using instructions at the bottom of this document. 

Once set up, this group automatically populates and the task can easily be updated and reused for your next event.   
SUPPRESSION AUDIENCE


 Current Team Captains

.

CONTENT STRATEGY
· Spotlight survivor story
· Tell a mission story
	SUBJECT LINE

	
	Why we fundraise

	
	MESSAGE COPY

	
	Dear [[S1:first_name]],

[Use this area to plan your email content. Keep in mind the desired actions, tone and content strategy talking points to the left]

Sincerely, 
<Organization Name or Event organizers>


Planning Guide: Coaching – Participant Email #4

Desired Action/Key Content - Getting Close; Final Fundraising Push
	DELIVERY TIME


This will be the fourth email which optimally goes out 2 weeks from event. 
TARGET AUDIENCE
Registered Participants

The target group containing these constituents will be created by a Task you set up using instructions at the bottom of this document. 

Once set up, this group automatically populates and the task can easily be updated and reused for your next event.   
SUPPRESSION AUDIENCE


 Current Team Captains

CONTENT STRATEGY
· Share why others participate.

· Provide registration/fundraising progress.

· Final pre-event recruitment/fundraising push.
	SUBJECT LINE

	
	Event is around the corner, are you ready? 

	
	MESSAGE COPY

	
	Dear [[S1:first_name]],

[Use this area to plan your email content. Keep in mind the desired actions, tone and content strategy talking points to the left]

Sincerely, 
<Organization Name or Event organizers>


Planning Guide: Coaching – Participant Email #5

Desired Action/Key Content - Event Details
	DELIVERY TIME


This will be the fifth email which optimally goes out week of the event. 
TARGET AUDIENCE
Registered Participants

The target group containing these constituents will be created by a Task you set up using instructions at the bottom of this document. 

Once set up, this group automatically populates and the task can easily be updated and reused for your next event.   
SUPPRESSION AUDIENCE


 Current Team Captains

CONTENT STRATEGY
· Event day details.

· Fundraising progress.
	SUBJECT LINE

	
	Event day details   

	
	MESSAGE COPY

	
	Dear [[S1:first_name]],

[Use this area to plan your email content. Keep in mind the desired actions, tone and content strategy talking points to the left]

Sincerely, 
<Organization Name or Event organizers>


Planning Guide: Coaching – Participant Email #6

Desired Action/Key Content - Thank You; Keep Fundraising
	DELIVERY TIME


This will be the fifth email which optimally goes out within 24 hrs of the event.
TARGET AUDIENCE
Registered Participants

The target group containing these constituents will be created by a Task you set up using instructions at the bottom of this document. 

Once set up, this group automatically populates and the task can easily be updated and reused for your next event.   
SUPPRESSION AUDIENCE


 Current Team Captains

CONTENT STRATEGY
· Thank you.

· One last fundraising push.
	SUBJECT LINE

	
	Last chance for you to make a difference  

	
	MESSAGE COPY

	
	Dear [[S1:first_name]],

[Use this area to plan your email content. Keep in mind the desired actions, tone and content strategy talking points to the left]

Sincerely, 
<Organization Name or Event organizers>


Planning Guide: Coaching – Participant Email #7

Desired Action/Key Content - Event Follow-up
	DELIVERY TIME


This will be the fifth email which optimally goes out 1-2 weeks after the event.
TARGET AUDIENCE
Registered Participants

The target group containing these constituents will be created by a Task you set up using instructions at the bottom of this document. 

Once set up, this group automatically populates and the task can easily be updated and reused for your next event.   
SUPPRESSION AUDIENCE


 Current Team Captains

CONTENT STRATEGY
· Thank you again.

· Reveal totals.
· Translate dollars into impact toward the cause.
	SUBJECT LINE

	
	We did it!  

	
	MESSAGE COPY

	
	Dear [[S1:first_name]],

[Use this area to plan your email content. Keep in mind the desired actions, tone and content strategy talking points to the left]

Sincerely, 
<Organization Name or Event organizers>


Setup Current Participant Target Audience Task
To create the audience for these messages you will have to set up a Task to create a group of constituents you can target with the Email tool. You can pull current event’s Participants into one group automatically you will need to set up a Task within the Luminate Online tool. You can find Tasks by going to Data Management > Tasks in the admin side of your Luminate Online tool. 

1. Hover “Data Management” and click “Tasks”

2. Click the middle tab “Task List”

3. Click “Create a New Task” 

[image: image2.png]Content  Fundraising Advocacy Email ~ Constituent360

Tasks w0

ToDolist | TaskList = Recuring Task List

Reports
Query
Import/Export

Create a New Task #3

Mail Merges

[ All My Categories
Records 1-50 of 159 First | Previous | Next | Last

[ | Bearch] Show Al
Task 4+ Actions  Description
000 Edt update database

Delete

Duplicate Management
Luminate Configuration
Luminate Management

$ LastRun 5 Next Scheduled Run

15-8ep-2010 nia
113324






4. Click “TeamRaiser Participants”
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5. Name your task “YYYY-MM TeamRaiser Name – Coach Current Participants Audience” or with a naming convention you can easily remember and add a description.


6. Assign the General Security Category unless you have a specific reason to change it. 


7. By default the task is not active. Make sure to check the “Yes” radio button


8. Choose your current TeamRaiser event. 


9. Choose any Participation Type since some participants may be walkers and some runners


10. Under “Select contacts based on team membership” check the boxes for “Include team members” and “Include individual participants”.


11. All of the other steps can be skipped


12. You only need this task to run once but choose to have this task update once a day or you will have to wait a week for the group to be built 


13. Click “Save”

See next page for screenshot example of the end result.
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Creating Email Messages in TeamRaiser’s Coaching Emails Tool 
Make sure your recruiting stationary has been created as we will need it to create these messages. If you haven’t done that yet, stop and open the word document titled email-stationary-setup.doc found in the kit and follow the instructions in that document before proceeding. 

Add Target Group to Coaching Email Delivery List
1. Log into the Convio Admin tool and navigate to Fundraising > TeamRaiser > Search for your TeamRaiser event > Click Manage > Click on the green tab for Coaching Emails. 

2. Above the messages there is a blue tab called Delivery List, click on that tab. 

3. In the left column of the next page under Related Actions click Configure Delivery Groups. 

4. On the following page also under Related Actions click Add Groups. 

5. Search for and add the group created by the Task you just created (this will be in a folder called Task Results). After you have added this group click Finish. 

Create a Message

1. Click on the Coaching Emails tab in the navigation again. 

2. Click on the button “Create A New Message”. 
3. Title the message “Coach Participants Email #1” 
4. Add description “Coaching email 1 of 7 targeting event Participants”. 
5. (optional) configure other options if necessary. 

6. Click Next

7. Add Sender Name for your email. This will be either your organization name, event figurehead or your executive director. 

8. Add Sender Email address

9. Enter in the Subject for your message. Click Next. 

10. On the next page choose the Participants stationary you created earlier. Click Next.  

11. Open email_participant_content.html template from the kit with Notepad or your favorite text editor. In Convio turn off the WYSIWYG and copy and paste this code into the content area. Then you can turn on the WYSIWYG again. 

12. Use the WYSIWYG and replace all the images with images you uploaded earlier and make sure all the links are matched up and working. 
13. Then add your copy or content that you planned in the message above. 

14. Click Next. 

15. Click Convert To Plain Text button and then clean up the message for plain text delivery. Click Next
16. Send Test to yourself to confirm proper display and functionality. 

17. When you have thoroughly tested your message and are happy with the results click Next and then Approve your message. 

18. The message is now ready to be sent.

19. Click Finish. 
Schedule a Message to Send

1. When you are ready to send this message click on “Begin Delivery” on the message you want to send. 

2. On the next screen you’ll choose your Audience. Choose the radio button that says Groups Created By This Event. 

3. Choose the Task Group you created for this audience. 

4. On the next page under the left column > Related Actions subheading click on Schedule. 

5. Set your delivery date and click Finish. 

6. On the next page under the left column > Related Actions subheading click on Manage DO NOT EMAIL groups. 

7. Find and choose the groups you want to suppress from receiving this message (listed above). Click Finish.

8. Under Target Groups heading and DO NOT EMAIL groups on the Delivery Details page click Rebuild at Delivery if you have the option (not necessary if recently rebuilt). 

9. Finally click Send At Scheduled Time which will schedule the message to be sent on the date and time you set earlier. 

10. You’re done! Now repeat this process for each of the 5 messages for this campaign. 

























           
Confidential and Proprietary
                   Page 13 


          ©2012 Blackbaud, Inc. All rights reserved.


_1401795848.doc
[image: image1.png]CONvio

the online partner for non profits







