2009 MORE2 Banquet
Ad Sales Procedures
1. Clarity is Best! 

· Review information about the banquet, ad sales and deadlines
· Prepare materials for each contact with a cover letter, copy of the 2008 program booklet, ad specifications and information on where to deliver ads or checks. 
· The Sales Packet Folder has materials to make closing sales easier for you.  Each packet contains the following:

· Ad Sales Procedures (this page).
· Sample cover letter (for initial sales contacts, edit and use as you wish).
· Ad layout and pricing diagram.

· Three part invoice form to be completed at time of sale and distributed as follows: part one to MORE2, part two to the ad buyer, part three for your records

· Ad sales calendar noting important deadlines

· 2009 MORE2 Banquet Benefactors’ List

· Sample receipt.

· Listing of ads sold for past three years.

· Biography of Rev. Dr. James Forbes, 2009 Banquet keynote speaker.
· Sell the Ad!!
· Keep track of your sale!  Complete invoice form (printed on three part NCR paper) and give copy two to buyer at the time of the sale. Use a ball point pen, and check to make sure that all three copies are legible. 
· Remind the ad buyer that the artwork for the ad must be received by May 11, 2009.  Email the artwork to Sandi Holderman (s_holderman@msn.com).
· Checks are payable to MORE2 or Metro Organization for Racial and Economic Equity.
· Verify the correct mailing address for MORE2:  207 West Linwood #23, Kansas City, MO 64111
· Ad copy should be submitted in digital form.  PDF files are preferred; however, we can work with jpg or png files.
· If a copy is submitted in print form, it needs to be dark type on a light background or it will not scan well.
· There have been times that ad buyers wanted us to put together art for them.  Sandi can do this, but not after May 6, 2009.
· Share your good news!  Email Mary Lim-Lampe (lim-lampe@more2.org) and Bob Miller (rmiller1@kc.rr.com) each day a sale is made. Include the name of the buyer, size /cost of the ad.
· Show us the money!  A paper copy of the completed invoice form and any monies collected need to be delivered weekly to one of the drop off locations.
· Place copy one of the completed invoice form and monies collected in an envelope and deliver weekly to one of the locations below.
· All Souls Unitarian Universalist Church, 4502 Walnut, KCMO; Office hours are 9 a.m. to 4 p.m. Monday, Wednesday, Thursday and Friday.
· Prairie Baptist Church, 7416 Roe Ave, Prairie Village, KS; Office hours are 8 a.m. to 4:30 p.m. Monday through Friday.
· Bob Miller will track money received.  He will email a list of all sales on 
April 27, 2009 indicating what money has been received and what is outstanding.
· The ad seller will then follow up with the ad buyer to remind them about the deadline of May 11, 2009.
· The art for the ad must be received by May 11, 2009.
8. Follow up:
· Notify the ad sales team regarding sales and contacts made. 
· Thank your ad buyers.  
· Make sure each buyer receives a copy of the 2009 Ad Book.
· Invite them to the banquet.

9. Special note on ad congregational ads:
Each MORE2 congregation bringing their dues payments current, including payment of 2009 dues, will receive a 1/8 page (business card size) ad in the banquet program booklet free of charge.  If the congregation wishes to upgrade to a larger ad, the cost of that ad will be discounted by $150.
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