2010 MORE2 Banquet:  Ad Sales Procedures

	1. Clarity is Best! 


	a. Ad sales materials are available at www.more2.org under “Print shop” or ask your Core Team Leader.

b. Prepare materials for each contact with a cover letter, copy of the 2009 program booklet, and ad specifications 

c. Review these materials so you are confident when talking to potential ad buyer

	2.  Sell the Ad!!
	You know what to do, just do it!

	3.  Keep track of your sale!  


	a. Complete an invoice form and give a copy to buyer at the time of the sale. 
b. Give a copy (paper or email) to your Core Team leader. 
c. Checks are payable to MORE2 
d. Remind the ad buyer that the artwork for the ad must be received by May 14, 2010.  Email the artwork to Sandi Holderman (s_holderman@msn.com).

e. Ad copy should be submitted in digital form;  PDF files are preferred; art must be received by May 14, 2010

f. If a copy is submitted in print form, it needs to be dark type on a light background or it will not scan well.
g. If ad buyers want us to create ads we need to know before May 12, 2010—contact Sandi Holderman

	4.  Share your good news!  

	Email Mary Lim-Lampe (marylimlampe@gmail.com) and Michael Smith (muphd@sbcglobal.net) each day a sale is made. Include the name of the buyer, size /cost of the ad.

	5.  Show us the money!  
	a. Checks need to be turned in weekly.  
b. Checks along with an attached copy of the invoice sheet should be turned in to your Core Team Leader.  

i. Core Team leaders may drop checks at Community Christian Church, 4601 Main Street, KCMO. Office hours are 9 a.m. to 4:30 p.m. Monday through Friday.

c. Don Nelson will email a list of all sales on April 30, 2010 indicating what money has been received and what is outstanding.

d. The ad seller will follow up with the ad buyer to remind them about the deadline of May 14, 2010.

	6.  Follow up
	a. Notify the Michael Smith regarding sales and contacts made. 

b. Thank your ad buyers.  

c. Make sure each buyer receives a copy of the 2010 Ad Book.

	7.  Special note on MORE² congregational ads
	Congregations current on their dues will receive a free 1/8 page ad in the banquet program booklet (or upgraded to a larger size with a $150 discount).  
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