What is Carbon Day?

When is Carbon Day?
Carbon Day’s annual holiday is held on September 15th each year to celebrate our commitment to lower the carbon footprint. Events will be planned throughout the country to educate and encourage people in large cities and small communities alike to Play a Part in this effort. Also, during the Fall is the most opportune time to plant trees because it saves the Earth Trillions of gallons of water as they will need less water than if planted in the Spring.  Carbon Day’s objective is to have Tree Planting events throughout the year to continuously and productively create a Universal Carbon Day Carbon Footprint. Even though Carbon Day is celebrated annually on September 15th, every day should be dedicated to reducing your carbon footprint.

Carbon Day’s Mission
Carbon Day began as the seed of an idea that took root and sprouted into a national organization dedicated to Playing a Part in finding solutions to the reduction of each individual’s carbon footprint.

Carbon Day hopes that in the years to come, it will become a household name, and is expansively celebrated around the world. Carbon Day’s mission is to broadcast that globally, a change is needed to sustain life, and that everyone in every region can do their part to help. 

Carbon Day is a driving force that will create environmental awareness. Carbon Day will steer the programs that will enable citizens of the world, through their local, national, and global communities, to answer the challenge of maintaining the environment. One small step in the right direction each and every day can have exponential results. Moving towards change breaks the cycle of past behaviors, and will teach new generations how to better care and preserve the places they live. 

United As One

Each individual can provide a different outlook on what can be done to make the world a greener place. Sometimes all it takes is one mind to spark many to make a change. The goal is simply to join forces as a society and have everyone make their own small contribution (whether it is donating supplies, carpooling, spreading the word, or planting a tree) to internationally broadcast environmental change. All walks of life – Religious organizations, States, Businesses, Neighborhoods, Public Schools, Cities, Colleges, Local Government, National Government, Park Districts, and Countries – together can change the place we all call home. With so many different minds, Carbon Day’s possibilities are endless. While it only takes one person to begin the process, a group is imperative to achieving these goals. Allocate assignments to your task force and designate assignments to avoid putting too much pressure on yourself. Play your part, and let others play one as well. 

Getting Started: “Planting” for Success

Now it’s time for a plan of action. It’s best to keep organized to showcase all the opportunities Carbon Day can provide. 

· Organize an inventive event with art or music all geared towards Carbon Day’s ideals (A charity auction fundraiser, booth set-ups for local vendors with earth-friendly products, etc.)

· Use Carbon Day as a base to initiate an ongoing environmental project or campaign. 

· Coordinate an educational Carbon Day event to bring the community together to allow anyone with environmental or pollution concerns to voice them. See what they are willing to do to help the cause. 

· Or, combine the above and organize one large event where all can take place to emphasize the importance of Carbon Day and to present all the different avenues that can be used to facilitate the cause. 

Be Resourceful

Start by trying to team up with a Carbon Day organization that has done fundraising or volunteer work in your area before. This way you can learn what has already been planned, or is being planned in your community. 

· You can check Carbon Day’s database online at www.carbonday.com to view past and current events nationwide. Use this tool as a way to gain contact information for volunteers in your area. 

· Research local Environmental Groups, Forest Preserves, and Nurseries in your area, and ask if they are planning any events in the near future. If they are not, inquire about their interest in volunteering, or making a donation.

· Plan an introductory meeting to try to ascertain potential partners. Extend an invitation to existing Volunteer Groups, Community Service Organizations, or other groups (like the ones listed above) that may be interested in helping your cause. Organize a steering committee.

· Once you make your plans for a Carbon Day event, log on to www.carbonday.com and add your event to the Carbon Day database to increase participation. 

Create Structure

If you decide to work with other organizations or volunteer groups and establish a joint Carbon Day group, think about forming subcommittees to manage all of the essential operations. These committees could cover the following areas. 

· Fundraising 

· Event/Project Planning

· Marketing & Publicity

· Gathering Volunteers & Community Outreach

· Materials

Generating a steering committee made up of the leaders can be extremely helpful to make sure that there is successful organization and communication for pulling off all the objectives. 

What Are Your Message and Strategy Going to Be?

When springing into action, try to organize yourself around a few simple campaign concepts and reiterate them meticulously. Advertise any local connections to other Carbon Day organizations or environmental groups. Whatever you choose your message to be, or whatever actions you decide to take, emphasize to the public what your position is. Do not leave room for your message to be diluted or become unclear to anyone, as it opens the door to much confusion. You may think it is overkill to repeatedly convey your message, but it may take awhile for the community to truly comprehend or even listen to what it is you are trying to do. Do not be discouraged; Allow everyone more than enough time to absorb your mission statement. At times, it takes some longer than others to thoroughly understand your message. 

When deciding on a strategy to market your Carbon Day event, there are many factors to take into consideration:

· What are the objectives and goals your event has in mind?

· What steps to you need to take to make sure they are accomplished?

· Do you need to employ people to help, or will you rely solely on volunteers?

· Are you going to use outside paid advertising (newspaper ads, local TV commercials, flyers, etc.) or rely mostly on word-of-mouth or other free mediums of advertising?

· Will you preserve your own organizational distinctiveness or assemble a coalition, or both?

There are countless ways to shape and organize your strategy. Use your steering committee to collaborate and brainstorm on what will help to create the ideal strategy for your event. 

Be Knowledgeable 
One of the best ways to get the community on board with your event is to be exceedingly knowledgeable about it. These events (or events similar to Carbon Day) have already been planned worldwide, and the internet can be an invaluable tool to find information on environmental events. It’s not always necessary to start from scratch. Use the basic principals or goals of other successful organizations and fundraisers as a strong base for your own cause. Add your own personal spin to make it unique to your event’s cause. 

Generate Communication Systems and Capacity 
It is essential to generate organizational systems that will aid in your event. As the event starts to take off, you will want to feel secure knowing that you can manage the increase workload. It is important for both the members running the event and for your targeted audience to have access to excellent communication tools. A well put together communications systems is an essential organizing tool. To safe time in the future, it is vital to instill great feedback loops and distribution methods. Here are some fundamentals:

· To reach key members of your team, put together an email list or telephone tree.

· To keep track of your staff and volunteers have a contact list including names, phone numbers, and email addresses.

·  To be able to break down your contact list in a useful way, input them into a database. 

· Contact people through email about important updates, events, and meetings. It is both fast and affordable.

· To facilitate communication set up list serves, either one-way or two-way.

· Be available to your target audience by creating a Website. Make sure the content of the website is educational, interactive, and fun.

Make Your Web Site Work for You

Designing your own web site has become easier due to user-friendly options from new software programs. If you are a first timer, there are inexpensive web design options offered by most Internet service providers. This would be an opportune time to find a volunteer with web site design experience and utilize their expertise. It is very important though that your web site strategy reflects or is related to the rest of the work you are doing.  There is a possibility a web site could do little for your organization and time spent on other tasks might be more useful. When a web site if beneficial and you have a restricted budget, think small with rich content and develop your web site over time when your budget grows. Always start your web site with a logo, contact information, mission statement, and a summary of projects.

More Organizing Tools

PROCLAMATIONS

A proclamation is an excellent way to get the word out about your organization and events you are aiming to host. It is very inexpensive and effective way to involve yourself with the government level in any town, city, county, or state. Propose your proclamation to the governor, mayor, city council, board of supervisors, school districts, or any other official body. Do invite them to pass the proclamation at their next meeting. Also try to present your proclamation at any public meeting/event to gain more exposure about Carbon Day.

LOBBYING
Lobbying for a passage of a resolution, ordinance, or law that benefits the environment is a great way to organize for Carbon Day. Incorporate your advocacy into the Carbon Day events/campaigns you host or separate your advocacy with a different committee. Either way this is a great opportunity to show that your organization is involved in numerous ways in helping the environment. Here are a few ways to go about this:

· Register citizens to vote. Make sure to always have registration forms handy at all times.

· Create a directory that includes all of your local legislators or city council members. Include their phone, fax, email address, and their official website for further information. Almost all of this information can be found on-line. 

· To generate support from important political and social networks, think about lobbying efforts to parallel events you are planning. You can lobby in person or through phone calls, letters, petitions, and emails.

Lobbying individuals and groups:

· Start a schedule and decide who you will begin to lobby. Try to set up meeting with your elected representatives to converse about what your organization is pursuing in regards to Carbon Day. Try to contact and meet with your governor, mayor, city council/chamber of commerce members, and heads of your local companies. 

· Try to diversify the members of your group who attends these meetings to show your wide-ranging support.

· Be prepared for any meeting in advance and make sure each member of the group understands their essential role for attending.

· Make sure your message you are trying to convey is clear by supporting it with fact sheets. Do not come on too strong with them where they are turned off and will not take interest in what your organization is trying to accomplish. 

· Dress professionally to show a sign of respect.

· Let your local leaders and representatives know that you will be persistent until your issues are properly met and that you will FOLLOW UP until that is done.

· Attend public meetings where the representatives will be speaking at and ask questions during their Q&A session. Encourage volunteers and friends to attend to ask questions to demonstrate an interest in your cause. 

· Organize a letter-writing effort or hold a rally.

· Whenever a legislator is on a radio or television station, make sure to call in and ask questions along with other volunteers. 

Public Meetings and Actions

Raising the profile of clean energy in the public’s mind is a great way to indirectly lobby public officials. Here are a few ways to accomplish that.

· It is important to generate enthusiasm about your topic when talking at public meetings.  Support your political allies by showing them that your organization will support any leader who will work to do the right thing for the environment. Create buttons or stickers that these leaders can wear as their sign of support for Carbon Day. 

· Advertise in a local newspaper. The content of the ad is to explain the subject of interest and encourage people to take action. People can take action by making phone calls, letter, emails, etc.). Add graphic artwork in the ad that accentuates the text and also to grab the attention of the reader. Make sure that you know where the ad will be placed to gain the most exposure. Include contact information for people to call to learn more about your campaign.

· Host a rally or a march with all of your supporters. This is a great way to illustrate how important the message you are trying to get across. It is best to send out a press release including information about what you are doing and why you are doing it, the time and date of the event, and contact information so people can contact you to help. 

Letters, Petitions, and Email

Written communication is still a powerful tool to use when organizing a lobbying campaign. Letters, petitions, and emails are an excellent to catch the attention of possible supporters. Organizing a petition drive or email campaign are worthwhile, but personalized letters are the most effective form out of the three. During every event, try to have a letter-writing table that offers sample letters or templates. It Is beneficial to have pre-stamped envelopes and collect all the letters and postcards complete to be mailed. 

Organizing Carbon Day Projects


Unite with others to make changes for the Environment 

Carbon Fairs

Carbon Fairs are enjoyable and educational events that increase local community awareness and protection efforts. Create an atmosphere similar to a festival by including diverse food, music, and entertainment. This will enhance your chances of having a successful event. Make sure that the message and content you are trying to convey is the focus of the event, but still be conscious that the attendees are enjoying themselves at the same time.  Organizing a Carbon Fair can be done by anyone. Businesses, environmental groups, service organizations, ecology clubs, faith-based groups, and other local groups are possible places to start with.  Invite these groups of people to your planning meeting. Everyone involved will be well informed and share the same goals to achieve. It is a good idea to spread the responsibilities out among a select group of individuals to ensure success of the fair. 

Here is how to begin:

Hold a Meeting.  Host a meeting for people and organizations to attend. To contact people, create flyers with the information (date, time, and directions) to go to your meeting.  Invite anyone that you know and also reach out to environmental organizations in your local area. When your guests arrive, have them write their name, address, email, and telephone numbers. During the meeting have everyone introduce themselves and have them explain what brought them to the meeting and the goals they are trying to pursue. This will help you figure out what each person/organization wants to accomplish and what available resources can be utilized. 

Find a Venue.  Lock into a location as soon as possible for your Carbon Fair. Local parks, schools, or other public venues are just a few possible venues to consider. Always make sure that you fill out all the mandatory paperwork/permits for using the venue you decide on. You do not want to have complications due to an administrative problem.

 Anticipate Parking Availability and Ease of Public Transportation. In deciding on a venue it is important to consider parking availability and access to public transportation. You need to think about where people can park and the capacity of parking spaces. Consider other forms of transportation as well. Make sure that there are bicycle racks for people to lock their bicycles to. It is important to see, if at all possible, public transportation travels to the venue location. 

Find a Power Source. It is essential to know how much electricity you will need to provide. Think about the layout of your Carbon Fair, will all the food vendors and entertainment be located close in proximity of each other so they can share the same energy source. Try to utilize renewable energy sources (solar or wind) because it sticks with the theme of Carbon Day of reducing your carbon footprint. 

Create a Floor Plan. Design what the floor plan of the fair is going to look like. Figure out where the stage is going to be positioned and work around that to ensure smooth logistics for your Carbon Fair. A few questions to be aware of are:

· Where will the entertainment and music are taking place. 

· All of the speakers and entertainment must be given the proper equipment (microphones and sound equipment) to fulfill their obligations. 

Food for Thought. When there is a fair, there is food! Food is a great way to increase your revenue. Waste is always an issue when providing food for any fair, which contributes to our carbon footprint. This is a perfect opportunity to educate the public on ways to pick produce with the least harmful impact to the Earth and prepare food in an environmentally friendly manner. 

Make Information Available. Encourage green businesses and environmental groups to participate in setting up booths at your Carbon Fair. It is best to invite these groups in advance so they can have a chance to announce their involvement and staff a booth at the Carbon Fair with a range of literature about the issues they care about. There may be other organizations planning their own Carbon Day events so try to collaborate with them by sharing ideas. Always keep in mind that this is a Carbon Day event, which is focused on reducing your carbon footprint, so it is essential to make sure your event contributes the least environmental impact possible. Clean up will be needed all day so designate volunteers as Carbon Day Eco-Team to ensure all of the end-of-the-day clean-up is completed. 

Additional Carbon Day Suggestions 

Publicity. Publicizing your event to the fullest may be the most important part of hosting an event. Use every possible medium to get the word out about your event. The earlier you start, the larger the turnout of people will be.

Merchandise. Capitalize on offering merchandise to attendees during the Carbon Fair. The proceeds can go towards financing the event. 

Labor. There are some jobs that may require expertise for parts of a Carbon Fair to run smoothly.  Do not hesitate to outsource those responsibilities. It is important to make sure the event is organized.

Tents. If you plan to host your event at an outside location, plan on reserving tents to protect your exhibitors and the crowd from the sun or the rain. You can cover the costs of tent rentals by applying an exhibitor’s fee. 

Exhibitors. This is where you can get creative. Budget money to create interactive displays and fun activities for your audience to enjoy. These exhibits can range from table top exhibits for educational purposes; energy efficient trivia games, and models demonstrating how solar, wind, and hydropower work. 

Exhibitors Fees. Consider charging a realistic exhibitors fee to cover the costs of production. Establish a fixed price from non for profit organizations and a fixed price for businesses. The money from the exhibitor’s fees can be put towards covering the costs of the tents, chairs, tables, sound system, portable toilets, and insurance. 

Tables and Chairs. Every exhibitor will need to use a table and chairs to visually show what they are trying to promote. Check with your tent provider to see if you can rent the table and chairs through them for an additional cost. You may be able to strike a deal with them since you have established doing business with them already. It never hurts to ask!!!

Signs and Banners. Make all of the signs large enough so they can easily be seen and read. Make sure that directional and exhibitors signs are strategically placed in the most opportune locations. 

Sound. First check with the entertainment groups that are performing at the event. Many entertainers have their own sound systems. Check rates from local sound equipment rentals in case you may need to supply any equipment. 

Music/Entertainment. Find musicians and speakers that are willing to perform for a reduced/ no charge because it is a Carbon Day event. Each performer needs to submit a stage layout of their set (microphone/props) so you can incorporate that into your stage design.

Volunteers. There are never too many volunteers on hand for a Carbon Day event. It is beneficial to be able to identify volunteers from the crowd. You can accomplish this by having them all wear a T-shirt, buttons, hats, or nametags. Volunteers can help with everything in between start up projects all the way through to cleaning up after the event.

Security. If you have an abundance of volunteers, they can double up as security for your event. If you already know that your event is going to be large you may want to look into private security. If you get the city or county to co-sponsor, they may be able to provide security for free. Either way, if you decide to go with outsourcing security, check to see if the private firm is insured and make sure they are responsible for their own staff. 

Insurance. Once you have the venue secured, check to see what kind of insurance you will need to have for that site. It may be very simple and you only need a one day special events policy or you can try to get an insurance rider from an insurance company  who has an organization that is participating in the event. 

Portable Toilets. When you are holding an event outside, you must provide proper facilities to accommodate the crowd. Check to see if your local Department of Waste Management will donate them free of change. If not, try to bargain with them on a deal. 

Garbage Containers and Recycling Bins. Talk with your local sanitation department or solid waste district to make sure that you are informed about all the necessary measures that need to be taken into account to ensure that the Carbon Fair is as clean as possible. Talk with your local recycling center about being an exhibitor to educate people about recycling or see if they would be willing to provide an on-site recycling facility to recycle paper, plastic, and glass at your Carbon Fair. 

Safety First.  Be prepared for anything by having a complete first aid kit at your disposal at all time during your Carbon Fair. 
Cleaning Up After Your Event

A proper Carbon Day experience would not be complete without a proper environmentally friendly clean up. The event needs to be true to the heart of Carbon Day’s central theme, which is to reduce your carbon footprint. It is essential that there is no evidence of our presence after our event. 

The following bullet points will ensure that the Carbon Day event is successful.

· Assign a “Carbon Team” that will clean up any hint of your event. 

· There should be a designated area in the event area that is specifically for separating and recycling materials as they are being thrown out. Check with your local recycling center to see what materials they accept and how they would like the materials sorted by. 

· If your event is smaller in scale, try to use washable plates and cups that are donated to reduce the carbon footprint of the event. It is better than using disposable materials that are unable to be recycled. 

· Make sure there are an abundance of garbage bags to use for clean up. 

· Waste is not the only issue of cleaning up after a Carbon Day event. If there are any areas of the venue that have been damaged, they need to be replaced. An example of this is if there are any plants uprooted, you will then need to replant them. It is a good idea to survey the sight before the event so you will know what areas have been disturbed and what areas have been untouched. 

Additional Ideas for Carbon Day Projects

Hold a contest. This is an excellent way to get your local community involved in promoting environmental awareness. Organize an essay, poster, T-shirt design, or art contest with a clean energy theme or one that is in connection with Carbon Day’s theme. Appoint a person for collect all the entries. If you are holding a poster or essay contest, contact local schools and youth programs with notices to participate. The notices should include the contest rules, eligibility, deadlines, theme, and of course the prizes! After the winners are chosen, take the opportunity to hold the awards ceremony where local businesses and individuals can participate and donate prizes for the different age groups. 

Conduct a Parade. Host a Carbon Parade or an Energy Parade that includes alternative vehicles (electric and hybrid) and non motorized floats.

Educate, Educate, Educate. Help encourage your local community to educate citizens on ways to reduce your carbon footprint either by making simple changes to their households (changing all old light bulbs to energy efficient light bulbs, turn off the water while you are brushing your teeth, or planting a garden in the backyard to produce your own produce). Ask businesses to display educational handout for citizens to take. This is a time when you can become creative and let different businesses cater to what they would like to offer to their community. Remember any educational material on reducing your carbon footprint is better than no educational material at all. 

Plant Trees. Organize a tree-planting event and registry all of the trees planted on Carbon Day’s website so they can be tracked and monitored for years to come. 

Establish a Green Map in your Community. A green map is devised so that the community is aware of all of the environmental assets in your community. These environmental assets include but are not limited to parks, farmers’ markets, recycling centers, thrift stores, and public transportation stations. To understand more about the green map, go to the Green Map System’s Web site, www.greenmap.com.

Working With Volunteers

Recruiting and managing a group of volunteers will make accomplishing your Carbon Day goals and projects possible. Volunteers are valuable when starting a new Carbon Day event or when working with an existing local group. 

Locating Volunteers 

Carbon Day is an excellent opportunity to encourage interested citizens who may or may not have volunteered before. The first step in finding volunteers is to invite them. Volunteers’ involvement on projects can vary depending on what kind of event that is taking place. Volunteers can be involved in planning, logistics, implementation, and follow-up. The following section will help build a strong and sustainable volunteer team. 

Offering an Invitation 

When extending an invitation out to your community about volunteering, try to select as diverse a group as possible. This can be done by making sure your notices of your meeting are posted in all regions of your community. It is best to use a central communal location such as a school, library, or a concerned business. This increases your chances of having a high turnout. It is important to have your notice be run in the local newspaper and announced on local radio stations if possible. Make sure that your notice includes that you will be hosting a Carbon Day event planning meeting, the time and place, and that EVERYONE is invited. Sending out invitations that cause people to respond is the solution to finding volunteers. 

Ways of Inviting Volunteers Include:

· Face-To-Face.  If you cannot meet in person, a phone call is useful. 
· Visual.  Posters or flyers of any kind through mail, stores, or businesses.

· Media. Use newspapers, radio, and television. 

· Email
· Newsletters
· Spread the word through an associate organization
**At the beginning of your meeting, pass out a survey that asks how each individual heard about your meeting. Have each method you used to get the word out as an option on your survey. This helps target which method is most effective and which methods are less effective.

Meeting with Volunteers

1. Always start the meeting by giving an informative introduction of yourself and welcome the participants for coming. 

2. Have the agenda, with an outline of what will be discussed, posted clearly for everyone to see. This gives the participants an idea of what will be covered over the course of the meeting. 

3.  Include a background about your organization and what you want to accomplish. This may be the first time someone has heard about your group/event so it is a good idea to approach the meeting as if no one has heard about your organization.  

4. The next part of the meeting depends on where you are at with your event/project. If you have not starting planning, then go ahead and start a brainstorming session and encourage people to participate. This is also a good icebreaker exercise to get people more relaxed and get the ideas flowing. If you have already started to draft what you are planning, go ahead and share that to get feedback. Let them know that you would appreciate suggestions since everyone is a part of the event.

Signing up People

To make the recruiting and tracking of volunteers, simplify things with the use of a volunteer information form. This form should include name, address, day and evening phones, special skills, interests, jobs and roles that the volunteer has to offer or would like to be a part of. Inputting this information into a database that can help match tasks to volunteers with that skill set. You can also have a list of tasks and have volunteers sign up for what they would like to be in charge of. 

Establishing Committees

Committees help divide up work that needs to be completed. There may be several different committees working on different projects at one time. It is beneficial to have a calendar of all activities and deadlines that need to be met. That way everyone knows who is doing what, when, where, and why. 

Specific Assignments

When tasks are needed to be completed, make sure that you are prepared to assign specific assignments for your volunteers to complete. You do not need to have everything in detail for them to do, but a direction in which to start is always a positive approach. Try to have a reasonable deadline already in mind when assigning tasks to your volunteers. Post the timetable of deadlines in an appropriate location for people to find it. That way you and your volunteers are on the same page together and no misunderstanding should occur.

Appoint Team Leaders 

Keeping track of different committees working on different projects can become confusing at times.  Appointing a leader from each committee can be of assistance to you because that person can make sure that the work in their committee is getting done. It is essential that you should be accountable as well by presenting yourself as a model volunteer. If you show your volunteers that they are being entrusted with responsibility they will feel accountable about the work they produce. Even though volunteers do not get paid, they should always feel valued. 

Meeting Advice

· Keep the discussion flowing. If you feel like the meeting is stuck on one topic, it is fitting to politely interrupt and ask the volunteers to speak with you after the meeting is finished. 
· Questions are always encourage throughout the entire meeting. Make sure to give praise to the volunteer that asks a question. “Thanks for the great question Anne, I am sure other people were thinking that same thing.” This acknowledgement encourages participation. 
· Block time at end of meeting allow 20 minutes at the end of each meeting to tie up any loose ends that did not get finalized during the meeting. 
Raising Capital
To begin, it is completely normal to feel a little apprehensive when asking for money. Take a minute to realize that raising money is part of civic-minded projects. The best approach is to figure out how much capital you actually will need for your project. You need to be prepared when approaching potential donors about doing a project and their potential involvement rather than approaching donors and saying that you would like to do a project with no outline to back up your plans. It is important to conduct yourself as being very serious and having a drafted outline about what their money will go towards to make your project a success. You should ask for a set specific amount of money, and aim high. You can always bargain down with your potential donor. Make sure that the donor understands that a Carbon Day event is mutually beneficial to both them and the community because the event helps to educate the community and it shows that their organization is invested in protecting the environment.

Draft a Budget

Preparing a budget may seem overwhelming but it is very helpful because it makes you think about everything you can realistically have donated and what you will need to purchase or rent. Do a cost-benefit analysis before locating donations. Remember that it costs money to raise money. Never spend more than 25% of what was earned in the donation process of the fundraiser (if you raise $100, you should have only spend <$25 total to put on the fundraiser). 

Different Options of Financial Support

Donation/Solicitations Requests. This type of financial support is the most important part of your fundraising work. Phone calls, mail solicitations, and face-to-face requests are great ways to educate t public on the importance of your event and what their contribution will go towards to make it a success. The more information you have about your event, the more willing the donors will be to contribute to your cause. Again, it is important to conduct yourself as being comfortable talking about money. If anything, you should feel proud to ask donors to take part in this important project. 

Fundraisers and Visibility Projects. These two projects are designed to do two things at once; raise attention and visibility of your event and to raise the capital you need to make this event a success. A few options for fundraisers are:

· Sell merchandise that can easily be bought for cheap so you can sell for a reasonable profit. An example of this is selling T-shirts.

· A yard sale or sales of donated merchandise can generate capital to go towards your project.

· Encourage a restaurant or supermarket to donate a percentage of their sales towards your project during a set date and time period. Contact your local radio station to let them know what is going on so they can let the community know about the fundraiser so there will be a better turnout. 
· Bake sales and dinner parties are also other ways of raising capital

Local Government as a Resource. If you can  get the local government involved, it shows that there is a strong support for environmental issues and your project is important. If the local government decides to co-sponsor, then call upon them for the resources they can contribute to your project. Government agencies can contribute to signage, security, postage, public relations, venues, insurance, and coordination. Invite the major or a strong public leader in your community to help with the opening remarks of your event. This is a great opportunity for the press to pick up the story to announce that the community has come together to work on environmental issues. 

Foundation Support. A variety of projects can be funded by private foundations. These foundations have a strict grant criteria and application processes. It is important to research each foundations criteria before contacting them for funds. Once you have found foundations that may be willing to fund your event, call them to request a grant application. 

Fundraising Committees. Fundraising committees are a great way to keep individuals focused on what needs to be accomplished and how much capital that needs to be raised. When you put a committee together, set a goal for each individual to raise for the project. The amount can either be $1,000 or $5,000. The amount of the goal is not really the important part, it is a goal that will motivate every individual to strive to achieve. If there is no goal in sight, people might not be as persistent. 

Strive For Local Businesses Support. Now more than ever, businesses are looking for ways to appear more “green” and your event can be their answer. Many corporations try to get involved, at least quarterly, to support campaigns that encourage environmental awareness. There may even be employees of those corporations that would be willing to serve as volunteers for your event. Do not just look at businesses as donators or volunteers, they may have resources that can benefit your event. They may have in-kind services like opportunities for printing, copying, postage, office space, or phone usage. It may be a smart choice to spread out the request of donations over a few companies instead of hitting up one company for a large donation. This can be less straining on the company’s wallet and it will get more of the local businesses involved. 

**Asking for donations can be dreadful task if you let it be. Remember that your project is to benefit the entire community and donors should be proud to be a part of your event because it gives them an opportunity to participate in something “green.” 

Working with the Media

Your Message is Stronger with Press Coverage

There are two ways you can get press coverage for your Carbon Day event: 

1. Paid Media- Television, radio, newspapers, or magazines that you pay for.
2. Earned Media- Television, radio, newspapers, or magazines that you do not pay for. 
This following section deals solely with earned media. Earned media is a very effective tool to get public awareness about your event. It does take work to get earned media spots but it can be done with persistence and dedication. It is very important that when approaching these media channels that you present your material in a very concise, intriguing, well planned out manner. The key to receiving earned media is to establish relationships with the right people in that media channel. Pick a spokesperson to approach the media that is fully informed and can communicate what you are doing and why you are doing it.  

Clarify Your Message


Your message should be the one thing that you want people to know about your event or organization. Your message is just as important as your logo should be. It could be the theme of your event, one fact about your event, or it could even be your mission statement. Whatever you decide it to be, it should be incorporated into everything you produce to the media. Repetition is the key for your message to stick to your event. Even though you know what the message is, think of it as no one has ever heard of it before. Always approach anyone with that mentality. It is a huge challenge to overcome to effectively communicate your message and reach the audience enough for them to remember it. Try to pick a message that is short but powerful in meaning and repeat it as many times as possible when dealing with the media. When you are sick of hearing the message, people are just now hearing it for the first time. 

What to Give the Media

Below are two of the most effective and common ways to inform the press about your event. Try to follow these simple steps for an effective media campaign. 

Media Advisory. An advisory is basic communication that is straight-forward that goes to the media before the event takes place with the general questions of the event answered: when and where the event will take place, who will be involved and what will happen during the event. The advisory is usually used to alert the media that there is an event that will be taking place. 

A media advisory should:

· Be put on your organizations Letterhead

· Include a point of contact person with their name and a phone number where they can be reached. 

· No more than one side of a page of paper. 

· A condensed description of the event and the logistics behind it. 

· Conclude one to two sentences that the reporter can pull to use to describe your organization. 

· Have a “-30-“ or “###” at the bottom of the page to signify the end of the advisory.

Press Release. A press release is used to give the media information that is of some interest or newsworthy of your organization or event. It is used more as an announcement to convey your point of view. 

A press release should:

· Be put on your organizations Letterhead

· Include a point of contact person with their name and a phone number where they can be reached. 

· No more than two sides of one sheet of paper. 

· Try to alternate paragraphs with facts and then paragraphs that are interesting quotes from your high profile supporters if you have any (ex. Major) to deliver your message.

· Conclude one to two sentences that the reporter can pull to use to describe your organization. 

· Have a “-30-“ or “###” at the bottom of the page to signify the end of the advisory.

Media Program Setup

Media Contact List. Put together a media contact list. You can do this with the help of a partner organization that may already have one or you can do this yourself by checking with your local library. It is best to call each media contact to see which reporter would be most suitable to cover your event. 

Your media contact list should include:

· Media channels in your region and what kind of content do they cover in their programs, columns, etc. It is a good idea to check their deadline criteria as well. 

· Try to have an up-to-date list of editors and reporters. Have their name, the company they work for, and a way to contact them either through email or phone number. They change often so try to update this list frequently. 

Establish Strong Relationships

It is imperative to get to know your local media contacts. Not only for your current event, but also for further events down the road that you may want to host. Try to find reporters and editors that have covered environmental and/or community events and introduce yourself to them. It is a great idea to put together a press kit, which makes you look very organized and they will take you more seriously. The press kit should have background information about your organization, a calendar of events, a press release about your upcoming event, and any media related article that you may already have. Have material about Carbon Day (mission statement, history, and Carbon Day’s website www.CarbonDay.com) in your press kit so they understand that your event is under the “umbrella” of Carbon Day events.  Check your materials with a sharp eye and make sure that your message and logo are on every piece of material. Never think that you are wasting time with someone from the media. Even if they do not write a story about your organization the first time you meet with them, you are establishing a relationship with them now that can benefit you in the future. 

Sustain the Stream of Information

It is important to keep an ongoing communication line open between you and your media contacts. Here are some suggestions to make that a reality:

· Be available and as helpful as possible

· When a news story breaks, try to provide as much background information as possible

· Stay involved and participate in community board meetings, especially when you know that the media will be there.

· Try to accomplish background briefings with reporters before you try to make an announcement about your event. This makes your contacts feel that they have an exclusive advantage over their competitors for newsworthy stories. 

· Try to always follow up with reporters, but in a respectful manner. Do not try to push them into writing a story about you because you will not leave them alone. That will give them a reason not to work with you in the future. Following up with reporters will give you another opportunity to double check that they have all the information that they need and that the information is correct. 

Step by Step Event Coverage

1. Make sure your media contact list is up to date and in order. By the time of your event, hopefully you will already have a few relationships built. There are some instances where reporters are assigned to your event a day or two in advance so be prepared with your press kit when meeting new reporters. 

2. Attain advance coverage of your event. Contact reporters that you already have a relationship with and see if their media channel will run a story about your upcoming event. Feature stories are always of interest for advance media. Remember that an event is not news until it actually happens. It is never too early to start talking about your event to reporters. Make your event as interesting and relevant as possible so there is reason to talk about it sooner rather than later!

3. Devise your media advisory. It is important to get your media advisory out to your local calendar editors and media channels at least one month in advance of your event. Follow up and make sure that they have received your media advisory. Resend your advisory out one week before your event just to remind all of the media outlets that your event is quickly approaching.  Also, follow up with television and radio stations to verify that they have actually assigned a reporter to your event. They usually do not assign projects to their reporters until a day or two before the event. 

4. Draft your press release. Remember that a press release should include your core message of the event and quotes by leaders of the community. This is a chance for you to talk up your event and create a buzz of importance around it. Make sure to alternate each paragraph with factual information and then quotes that spark interest. Send the press release out several days in advance and always follow up to make sure the media channels received your press release. 

5. What to do the day before and morning of your event. Call all of your local media outlets to see if they will be covering your event. Do not be surprised if you are transferred to someone that you have never talked with before. Quickly remind them of your event and see if they will be covering it. After you ask, move on to the next call. You have already put in the hard work so all you can do is follow up to see who will be covering your story. 

6. Designate a media area at your event. It is important to have a designated area for the media. Have the directions to the media area already written in your advisory, press release, and follow up. Have your press kits ready to give to each reporter, that way they will leave with all the important information from the event in hand. Make all the reporters sign in with their general information so you can follow up with them after the event is finished.  Have a diverse group of spokespeople with the reporters at all times in case they need additional information or assistance. The spokespeople should be available to give interviews whenever the reporters are ready.  

7. Follow up with reporters. Make sure that the reporters received all the information and interviews they will need to produce a qualify story. They will greatly appreciate your attention to detail and professionalism. 

In Conclusion
CONGRATULATIONS!!!! You are officially prepared to be a Carbon Day Organizer. You will be working with millions of other people around the world helping to reduce the carbon footprint that is left behind by our existence. We are striving to ensure that we leave behind a sustainable future for generations to come. We are uniting together to fight for a shift in the way we live our daily lives to preserve our environment. We have decided not to sit back and wait for others to start making changes for us. We are taking action to collaborate together, by inviting others to participate in Carbon Day, to restore the Earth’s environment. 
