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Write for Welfare 
Party Planning Schedule 

 

5 Weeks out 

• Set up.  Sign up to host a letter writing event at: (link/email) This way our staff will be able 
to track our campaign and provide support and answer questions as needed. 

• Checklist.  Create a to do list with deadlines.  You can use this as a template but feel free to 
personalize based on your plan for your party.  

• Select venue.  You can use your own home.  You can also consider venues such as 
schools and colleges you attend or teach at.  If you are part of a community center or church 
these types of organizations will also often be happy to host volunteer events if it is in line 
with their mission.  Think of the people you will be inviting and ask yourself:  Where would it 
be easy for them to meet?  Where would they feel comfortable? 

• Permission. If you are using a college, school, church, or community center make sure you 
have a room booked and permission to use the space.  

• Advertise: If using a space like a college or community center, ask if there is any 
opportunity to advertise the event.  Most such spaces will have a bulletin board you can post 
on.   

• Advertise 2: Many will also have a newsletter, or ‘upcoming events’ page, if you ask, most 
of the time staff will be very happy to include your event.  Finally, ask if the 
college/school/community center has a website/ social media feed that could include your 
event.  

• Advertise 3: Create some posters/ flyers. This can be easily done on computer programs 
such as Word, Publisher, and so on.  Remember to be visual (include pictures of animals) 
and include all the details for the party.   

• Draw up a list of invitees. Remember you will have to invite several times the number 
you hope to come as not everyone will be able to make it.  

• Create Buzz. Discuss your plans with friends and coworkers, aim to generate excitement.  
Also ask for suggestions for people to invite. 

 

4 weeks out 

• Create a Facebook group.   
• Send Facebook invites to every contact you have within the relevant geographical area.  

 

http://www.worldanimalprotection.us/write-for-welfare


 

www.worldanimalprotection.us/write-for-welfare 

 
• Send email invites:  Again, send to as large a list as possible, remember people can always 

say no but if they don’t get an invite they won’t know to come! 
• Post to your personal social media (remember to include the link to the Facebook group 

and/or details on how to RSVP).  Ask friends and family if they will share the post. 
• Where possible discuss in person with people to get their confirmation. 

 

2 weeks out 

• Send confirmation emails to everyone who confirms. 
• Prepare a brief presentation to explain to guests the purpose of the event. (You can use the 

campaign info as a template). 

1 Week out 

• Make sure everyone who confirmed has a confirmation email. 
• Prep materials ahead of time: (1 letter writing template per person, blank paper, envelopes, 

stamps, LOTs of pens, Information about World Animal Protection, sign in sheet) 
• Post to Facebook group/ social media. 

2 Days out: 

• Prepare a few sentences on why you are hosting this event:  Try to be personal, explain what 
it means to you! 

• Make a map of how to get to the event.  Include your contact info. 
• Use this to send a friendly email to all attendees reminding them. Include personal 

introduction and map.  If possible give them a quick call just to make sure they remember. 
• Final social media posts/ reminders. 

Event 

• Make it fun, thank everyone for coming. 
• Check people in on the digital sign in.  
• Once everyone is there do a quick presentation explaining the purpose. 
• Have everyone write letters. 
• Don’t forget to take lots of pictures and post to social media.  If any children are at the event 

have them draw pictures to accompany the letters (please, please please, post these to social 
media) Use the hashtag (link). 

• Tack your letters at (link). 
• Next day send a thank you email to all attendees.  
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