SIX EASY STEPS TO SELLING AN AD FOR PARENTS AND STUDENTS  
1. MAKE A LIST OF BUSINESSES YOU WANT TO CONTACT.

· Look through last year’s program for ideas of types of businesses.
· Ask your family members where they purchase goods and services.

· Ask your family what other business contacts they have.
2. BE PREPARED WHEN YOU GO OUT TO SELL.

· Practice what you will say before you leave.

· Dress nicely, perhaps in Band, Guard, or BHSN apparel.

· Bring signed copies of the business letter (gold), and Advertisement Order Forms (white) with your name in the band member space and if available, a copy of a Souvenir Yearbook.

3. SPEAK WITH THE DECISION MAKER.

· Identity yourself, your group and ask to speak to the owner or manager.

· If they’re not available, set up a time to come back.

· If they’ve already been contacted, thank them for their support.

· If they’re interested, show them examples of ads in the Souvenir Yearbook, if available.  Tell them their ad will reach over 1,000 readers consisting of friends and families of band members.  Give them the business letter (gold) and Order Form (white).  Tell them how their contribution will help you and the Band/Guard program.  Ask what size ad they’d like to order.

· If they say no to an ad, ask them if they’d like to give a donation and be included on our Thank You page.  

· If they’re still not interested, thank them for their time.

4. CLOSE THE AD SALE OR DONATION PROCESS.

· Complete the Advertisement Order Form (white).  Print neatly.  Be sure to check the size of the ad and how we will get artwork.  Please do not scan ads; we need the ORIGINALS.  Be sure your name is on the form!

· If they need a receipt, you can copy the completed form, or we can send them one.  Make a note on the form if they need something special sent to them.

· If they only want to give a donation, fill in the contact info, check the donation box, and fill in the amount.  Be sure your name is on the form!

· Staple the check to the form.

· Thank them for their time and support of our Band /Guard program.

5. FOLLOW UP.

· Put the completed ad sale forms and checks in the Annual Souvenir Yearbook envelope in the band office.

· Committee members will send thank you letters to the businesses.
6. QUESTIONS?

· Business letters and Advertisement Order Forms and Happy Add Order Forms can be printed from our band website.

· An updated list of businesses that have already purchased ads will be emailed to the band listserv periodically.  

· See the front of this letter for contact names and phone numbers. 

