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De Pere at Dusk:  Tips for a Successful Event

The Chamber will:

· Provide publicity, primarily to Chamber members

· With a listing in the monthly Calendar, emailed on the first Tuesday of the month
· In the Chamber weekly email newsletter It’s A Date in De Pere
· With two listings on our website: one off the main page and another from the event calendar.

· By a Special Event Announcement email reminder to members one week before the event
· With a listing in the quarterly print newsletter, De Pere Connect, if timing allows.
· On the “De Pere Business Alliance” Community Sign, at the west end of the bridge in De Pere, generally the week before the event.
· Encourage Ambassadors and Board members to attend by contacting them specifically to remind them of the event.  Individuals on these 2 groups commit to attending the vast majority of events.
As Host, your organization should:

· Put together an announcement/invitation that showcases your organization

· Give the Chamber a copy of your invitation and business logo (.jpg, .jpeg, .gif, .png formats only) no later than the last Friday of the previous month for use in the monthly email calendar (goes out the first Tuesday of the month) and the weekly email newsletter & event announcements.  
· Send this invitation to your own list of invitees (Dusk is not limited to Chamber members)
· Call and follow up with your invitees, for two reasons

· To encourage them to come

· To get a head count for food and drink

· Plan a menu for the evening and arrange for any catering needed (this is also an opportunity to put your organization’s ideas on display)

· Plan for a flow of guests, i.e., locations to put coats & food/drink to facilitate networking among your guests

On the night of the event:

· Provide a check-in table near the entrance, where you have

· Name tags

· Pens 

· People to greet guests

· To take coats & 

· Provide ice-breaker services – introduce guest to others, take to the bar and get a drink, etc.

If you get the word out ahead of time and provide a smooth flowing set up for your event, your guests will come, have a good time and think favorably of your organization!

