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Reception Checklist

A successful reception could fulfill your church pledge in one evening.  Receptions are encouraged if you are able to gather a group of people and ask each for a specific amount of $5,000, $10,000 or another amount appropriate for your congregation.
Planning
· Determine who will host the reception, preferably someone who has already given a gift
· Assign someone to assist the host with reception planning and follow-up

· Select a venue, date and time

· Confirm what type of refreshments will be offered
Invitations

· Establish the guest list.  Consider inviting:
· Members who may be able to give $10,000 or another amount at your discretion
· Members who have traveled to or lived in a central conference

· Past missionaries and families of missionaries

· Members who have been generous to the Church or other non-profits in the past

· Create reception invitation – don’t forget to include R.S.V.P. details
· Mail invitations 4-6 weeks in advance 
· Make follow-up calls to confirm attendance
Materials

· Request proposals –  work with the CCPI staff to customize a proposal for each guest
· Print a pledge form for each guest

· Customize the facilitation agenda 

· Secure equipment, such as projector, DVD player, computer, etc.
Follow-up
· Collect pledge forms at the reception
· Mail thank-you notes to all attendees

· Schedule a follow-up meeting with those who did not make a pledge
The following materials are available from the CCPI office:

· Customized proposals
· Videos
The following materials are available on the CCPI Web site:

· Pledge forms

· Sample invitations
· Sample agenda

· Sample thank-you letter
