TOPIC 1 – Welcome/Introductions – 5 minutes 
Sample Script:

Introduction and Housekeeping Items
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	Facilitator says: 
Hello, I’m Roberta Relay and I am on the Regional Council.  I served as Event Chair for the Relay For Life of Anytown for two years, and I am excited to share my experience with all of you in today’s Fundraising: Learn From the Best training. For today’s training, I want to make sure everyone knows where the snacks and restrooms are.  Also, if you have questions for me after the training, you are welcome to e-mail me and I would love to help you as much as I can. 
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	Facilitator says: 
My name and contact information are here on this flipchart:
NOTE TO FACILITATOR: Here is what to have pre-written on the flipchart:




Flipchart Reviews 
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	Facilitator says: 
I have a series of flipcharts to go over quickly here at the beginning before we get rolling.




	[image: image4.jpg]



	Facilitator says: 
Here is our agenda, our list of the topics we are going to cover today.  I will leave it posted on the wall during today’s session so you can see what we have already covered and where we’re going.
NOTE TO FACILITATOR: Here is what to have pre-written on the flipchart.  Note that the PowerPoint also lists the agenda items, but it is also good to also have them on the wall for the whole session so people can refer to them as needed.



NOTE TO FACILITATOR: The agenda order should be modified to fit your actual training agenda.
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	Facilitator says: 
Also during today’s session, we have a couple really simple ground rules for participation.  Here they are:
NOTE TO FACILITATOR: Go through each item in the list quickly.  
· Please silence cell phones
· One minute rule – anything you have to say can be said in a minute or less!  Help keep us on task!  We have our handy Relay 1 foam finger here – to help remind you about the rule if we need to!  
· Empty Your Cup – There is no one who has “all the answers” to fundraising.  The best ideas are borrowed from other people, but customized to different communities.  You will take away great ideas from this – if you are open to them!   “Empty your cup” so you have room for new ideas!

· Size doesn’t matter – One of the biggest mistakes you can make is believing that because your team is either a “big team” or a “small team” or that you come from a “big city” or a “small town” that types of fundraising that work for other teams event won’t work for your teams. Big and small towns and big and small teams will benefit from a fresh look at fundraising – and making it their own.

· The more you put into this…the more you get out of it! – Since the first three letters of FUNdraising are F – U – N, the more you get involved in this workshop, the more you’ll take away, and have a great time doing it!
This is a topic that we could fill an entire day with – so let’s not waste any time together! 

Here is what to have pre-written on the flipchart:
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	Facilitator says: 
And in addition, we will be using this “Parking Lot” for any topics or questions that come up and begin take our session in a different direction than where we’re heading.  We can add these questions and topics to the Parking Lot and wait until the end to come back to them, or we can discuss them individually outside of the session.
NOTE TO FACILITATOR: Here is what to have pre-written on the flipchart:




[image: image7.png]


[image: image8.jpg]1]
>



[image: image9.jpg]


[image: image10.png]


[image: image11.jpg]


[image: image12.jpg]


[image: image13.jpg]


[image: image14.jpg]Pl



[image: image15.jpg]


[image: image16.jpg]


[image: image17.jpg]ht sdjustable

Mobi




[image: image18.jpg]Wgﬁ(&ﬂf
100415
wo/w//of

i



[image: image19.png]


[image: image20.png]


[image: image21.png]


[image: image22.png]


[image: image23.jpg]






PARKING LOT �

















GROUND RULES�


Please silence cell phones


One minute rule 


Empty Your Cup


Size doesn’t matter


The more you put into this…





WELCOME





Team Captain University





Include contact info for facilitators











AGENDA





Welcome and Introductions


Goals and Objectives


XXX (Team Captain Skill topic)


XXX (Fundraising topic)


XXX (ACS Mission topic)


Review and Closing         
























