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(*Series such as Theology on Tap*, Holy Grounds, Coffee and Catechism,

Lectures and Lattes. Etc.)

Recommended Steps to take in planning:

· Prayer (pray at every planning meeting, ask for prayer supporters, and include in events)

· Selecting a Target Audience (age, stage in life, interest area) 

· Set goals (Keep Sons and Daughters of the Light and Our Hearts Were Burning Within Us in mind, and create local goals and objectives)

· Form a team which reflects the target audience

· Select best time frame (months, day of week, time)

· Select a format

· Select a Hospitable location 

· Select topics/theme—what issues, questions, myths, teachings, and cultural elements intrigue the target audience?

· Invite speakers – make use of the gifts of clergy, religious, and trained laity that can speak well to the target audience and in the setting selected– negotiate stipends/stewardship

· Create a budget (Income: individuals donate/charged, parishes donate, a private funder; Expenses: publicity, speaker stipends, handouts, refreshments)

·  Marketing and promotion 

· get the message out to the target audience

· hit them with the message often, in various venues-- people need at least 3 “hits” of publicity, plus personal invitations

· need to have work of mouth advertising – if not before the series begins, immediately following the first session – encourage participants to come back and bring friends!

· Get your supplies – name tags, permanent markers, something young adults can take home

· Pray without ceasing!  

· HOSPITALITY is key

· Contact persons that are friendly and responsive to phone calls, emails, etc.  Even attractive advertising can give a friendly vibe!

· Consider having team participate in a mini-in-service on hospitality, making small talk, etc.  We cannot assume everyone knows how or is comfortable talking with strangers and making them feel welcome!

· Arrival – stay or keep moving?  Directional & welcome signs/banner

· Greeting (giving directions, writing name tags, introducing to others, sign in, information table)

· Throughout event (encourage people to meet others) – Consider having babysitting—team spreads out to different tables

· At end of event (thanks for coming, hope to see you next time)

· Follow up (email, postcards, phone calls, mention on a web page, etc.)

Basic Theology on Tap Format Schedule:

Based on a program advertised for 7 – 9 p.m.

6:30 p.m. 
Team arrive for set up (post signs, prepare name tags/sharpies, flyer table)—this is for setting of restaurant or bar, team should arrive earlier at parish or school to set up stage, tables, refreshments, etc.

6:45 p.m.
Brief Team prayer

6:50 p.m.
Greeters, Name-Taggers, donation collectors (optional) in place

7:00 p.m.
Social (Happy ½ Hour if over 21 year olds) – mingle, introduce young adults to 


each other—cash bar/coffee stand, menu or buffet open

7:25 p.m.
Start pulling people together (can use a song or Catholic Trivia questions)

7:30 p.m.
Emcee does Welcome, Opening Prayer, Introduction of speaker

7:45 p.m.
Presentation

8:15 p.m.
Q&A with speaker, or table discussions

8:30 p.m.
Wrap up – Announcements – Closing Prayer – Socializing

9:30 p.m. 
Pack up and go (or stay after posted time if YAs are still mingling, whenever possible)

Many programs run weekly 3,4,6 weeks in a row on the same night of the week, some are monthly on the same night.  Momentum needs to build.  It is also helpful if there is a recommended next step or next program to which to promote/direct the participants.

Publicity ideas:
Use the traditional methods, but also incorporate creative advertising!

· Bulletin announcements (different ones leading up to the series, and then each week with new topic info)

· Flyers/posters – get to all parishes, colleges in area – use pictures of young adults/target audience when possible

· Web page

· Social media posts, announcements, “events” and so on.  Ask members to “like,” forward and share

· Announcements at Mass

· Parish newsletter

· Catholic newspaper

· Area newspapers – especially trendy ones young adults browse or read
· Letters with flyers to area Pastors, DRE, Youth Ministers, etc. asking for support

· Direct marketing – letter, postcard, emails

· Organize young adults to call other young adults in a Call Night

· Other venues – bathroom ads, apartment complex mail center bulletin boards

· Keep posting  flyers – coffee shops, libraries, laundromats, colleges, trade schools, 

· Ask parents/grandparents of young adults to share the information

*Note:  If you plan to call your series “Theology on Tap” you must now register with Charis International via the diocesan office and pay a modest fee (even if you previously purchased the manual from the Archdiocese of Chicago office).  
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