Tips for Phone calls, Meetings and Group Presentations
In General
· Be brief.
· Designate one person to speak if in a group.
· Begin with an overview of why you are there or what you want to speak about.
· State your case in full with supporting information.
· Use language that makes your case accessible for people who do not know much about the arts.
· Use personal or local examples of the impact of the arts.
· Repeat your campaign slogan throughout the meeting.
· Encourage letters and phone calls to decision makers.
· Always thank the person whom you are calling or meeting with for their time even if they choose not to speak with you.
· Leave information on your case, contact information on the decision makers and contact information on you and your group. (Bring business cards)
Phone Calls
· Call potential supporters.
· Use a phone tree or e-mail.
· If possible, have people call someone that they know or have an affiliation rather than just a “cold call.”
· Write a script that can be changed or adjusted in different circumstances but ultimately keeps you “on topic.”
· Review the information on your fact sheet.
· Ask them to call or write the decision makers.
· Call key decision makers and speak with aids if necessary.
· Always thank the person whom you are calling for their time even if they choose not to speak with you.
Personal Meetings

· Coordinate personal visits to each decision maker by those who have the most influence.
· Stay on topic and keep to the allotted time.
· Know that you may be meeting with an aide or assistant rather than the decision maker herself. This person could be just as important to your cause so treat him/her with respect.

· Give specific tasks or outcomes that you would like to see from your meeting and possible follow up.

Group Presentations
· Arrange brief presentations at meetings of community organizations such as the Chamber of Commerce, Rotary, churches or social clubs.
· Be aware of the amount of time that you are schedules to speak and stick to that limit including questions.
· Know your audience – ask the organizers of the event or meeting questions about the awareness level of your audience so that you can use your time more effectively.
· Be prepared with a presentation that can be accomplished both with and without technology.
· Repetition, Repetition, Repetition – remember to repeat key points and check for understanding.
· Have multiple hands outs that people can refer to during or after the presentation. Keep these graphic and not wordy so that they will pick it up and read it again – or better yet, pass it on.
· If possible, ask the organizer or the audience for their e-mails to add to your network of contacts so that when important issues arise, they can be notified. Of course, give the audience your contact information should they have future questions.
