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Major Prospect Event - Sample Agenda
NOTE: The event format can be of your choosing. It does not have to be formal, but an evening reception on a Thursday or Friday with cocktails and light fare is a typical format for a major prospect gathering. The location can vary. One of your alumni may offer to host at their home, the school can host in the library (or another suitable location) or it can be held at an area restaurant. The goal of the evening is to bring major prospects up to speed on the great work currently going on at your school, to educate them on the future (and most pressing) needs of your school and to ask them to consider assisting your school. 
I. Opening Prayer (pastor) – 2 minutes
a. Thank everyone for coming and start the evening with a prayer. 

II. Welcome (host if it is at an alum’s home; principal or pastor if it is at the school) – 5 minutes
a. Suggested speaking points:
i. “I would like to thank everyone for gathering here this evening to celebrate OUR SCHOOL’s proud history and to ensure our future. It is wonderful to see a group of alumni together for such a positive occasion and to hear more about our beloved school.”
ii. “OUR SCHOOL has a rich history, one that I am sure each person in this room is proud of. We continue to be a beacon of hope for the tradition of Catholic education in downtown Hartford.  Today, we are one of the X schools in the area providing children quality learning experience with high moral standards.”
iii. If alum/host is speaking “I’d like to open the floor to our principal who is doing a wonderful job, to explain more about OUR SCHOOL today” 

III. Overview of School Today and Current Needs (principal) – 5 to 10 minutes
a. Suggested speaking points: 
i. “Upon joining the OUR SCHOOL family X years ago, I was stricken by the spirit of the students and also of the alumni. It was obvious to me that our school is a very special one.”
ii. “Although much has changed through the years, our spirit and our traditions have remained the same. We offer a safe and nurturing environment.”
iii. “Currently, we have X students at OUR SCHOOL’s. We are proud to have our new computer lab, to have had another successful dramatic production <name play> and to have our sports program continue to thrive (cite school specific examples)”
iv. “Like many of you, of our student’s families work hard to pay for their education. Some families struggle to meet their annual tuition commitment. We do our best to never turn a student away for financial reasons, but it is a challenge.”
v. “On average, the cost to educate a student is $X; tuition covers $Y. The amount needed to “bridge the gap” for each student is $Z.”
vi. “Tuition assistance is integral in making sure we can serve our students.”

IV. Personal Experience/Story (alum) – 5 minutes
a. Share a personal experience of why it is important for you to be involved in helping OUR SCHOOL. For example: 
i. “I have no doubt that OUR SCHOOL played a major role in making me the person I am today. 
ii. Share a brief personal story “<Teacher Name> had a tremendous impact on me as a young boy/girl and I am grateful for his/her support. Though I struggled in mathematics, he/she always took the extra time to encourage me and keep me on track.” 
iii. “The reason that I have made a decision to give back to the school is because I want to ensure that the next generation of students receives the great education that I did. The school cannot do it alone; it needs the help of our alumni for support.”
iv. “I ask that you would consider joining me and supporting our school.”

V. Ask for Assistance  (principal or pastor) 3 to 5 minutes
a. Suggested Speaking Points
i. “As mentioned before, we need the help of our alumni to help sustain our school. I thank all of you that have supported us in the past; we are truly grateful.”
ii. “Tonight, we would like you to consider making a gift to the school in the form of tuition assistance. As discussed, to “bridge the gap” per student it is $Z. It would be wonderful if you would consider supporting OUR SCHOOL at that level – or at a level you are comfortable with.” 
iii. “We have pledge cards and further information for those who are interested.” 
iv. “On behalf of the faculty and students of OUR SCHOOL, I thank you in advance for your generosity.” 

NOTE: it is beneficial to have someone (that you know ahead of time) who is willing to make a commitment that evening. Have them raise their hand and ask for a pledge card. It gets the ball rolling – and others tend to follow suit.  

VI. Questions and Answers  (all)

VII. Closing Prayer  (pastor)
NOTE: following up with attendees will be integral to the success of your event. Many prospects will not sign a pledge card or write a check at your event. They need time to think, and perhaps pray, about their gift to the school. The principal, pastor or an appropriate member of your advancement team should call them within the next 7-10 days to see if they have any questions and may be willing to make a gift. 
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