




World Vision Experience: AIDS

Event Toolkit   30EE091509_0909   Event Toolkit :: Volunteer Coordinator Folder     © 2009 World Vision, Inc.  

volunteer recruitment flyer

 
 

To receive immediate confirmation of your volunteer shift, please 

sign up at www.worldvisionexperience.org. Otherwise, complete 
the information below, and you will receive an e-mail confirmation  
of your scheduled volunteer shift.  

First and Last Name:   

E-mail:   Phone:   

Please circle the time(s) that you would like to serve:  

 Date Times available 

Sat 3/14 8:00am–6:00pm ----------------- 

Sun 3/15 10:00am-8:00pm ----------------- 

Mon 3/16 10:00am-8:00pm ----------------- 

Tues 3/17 10:00am-8:00pm ----------------- 

Wed 3/18 10:00am-8:00pm ----------------- 

Thurs 3/19 10:00am-8:00pm ----------------- 

Fri 3/20 10:00am-8:00pm ----------------- 

Sat 3/21 10:00am-8:00pm ----------------- 

Sun 3/22 10:00am-8:00pm 8:30pm-12:00am 

Mon 3/23 9:00am-1:00pm ----------------- 

 
Religion that God our Father accepts as pure and faultless is this:  
to look after orphans and widows in their distress… James 1:27 

 

By becoming a volunteer at the World Vision Experience: AIDS, you agree  

to have your contact information shared with participating churches. 

 

 

 

 

To receive immediate confirmation of your volunteer shift, please 

sign up at www.worldvisionexperience.org. Otherwise, complete 
the information below, and you will receive an e-mail confirmation 
of your scheduled volunteer shift.  

First and Last Name:   

E-mail:   Phone:   

Please circle the time(s) that you would like to serve:  

 Date Times available 

Sat 3/14 8:00am–6:00pm ----------------- 

Sun 3/15 10:00am-8:00pm ----------------- 

Mon 3/16 10:00am-8:00pm ----------------- 

Tues 3/17 10:00am-8:00pm ----------------- 

Wed 3/18 10:00am-8:00pm ----------------- 

Thurs 3/19 10:00am-8:00pm ----------------- 

Fri 3/20 10:00am-8:00pm ----------------- 

Sat 3/21 10:00am-8:00pm ----------------- 

Sun 3/22 10:00am-8:00pm 8:30pm-12:00am 

Mon 3/23 9:00am-1:00pm ----------------- 

 
Religion that God our Father accepts as pure and faultless is this:  
to look after orphans and widows in their distress… James 1:27 

 

By becoming a volunteer at the World Vision Experience: AIDS, you agree 

to have your contact information shared with participating churches. 

 

This printable sheet can be customized for your church. It is located on your Event Toolkit DVD.
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why should I volunteer?

In order for the Experience to be open and functioning at its highest potential, a total of 250 to 
400 volunteers are required at each site. Each of these volunteers brings life to the exhibit and 
gives visitors an opportunity to talk through their experiences. As the Volunteer Coordinator, 
your role is to encourage others to volunteer. Your role is also to make volunteers comfortable 
stepping into a role at the Experience.

The question “why should I volunteer at the Experience?” is frequently asked and can be 
answered through a variety of different methods, including testimonials, photos, and your 
knowledge of the benefits of volunteering. Each method serves a dual purpose as it encourages 
volunteers to serve and sparks excitement and curiosity about the Experience. You are 
encouraged to use as many of these methods as possible when recruiting your volunteers.

Working at the Experience not only allows volunteers to take a virtual trip to Africa, it also 
allows them to become more educated and empowered than the average visitor. Through the 
hour of training they’ll receive prior to their shift, each volunteer will have the opportunity to 
learn important information about the AIDS pandemic, how it has affected sub-Saharan Africa, 
and what they can do to join the ongoing battle against AIDS.

The question “What will I be doing at the Experience?” is also asked. Volunteers at the 
Experience can choose from a variety of different roles. Strength and enthusiasm are needed for 
set-up and tear-down, while serving in the Experience offers the opportunity to greet visitors, 
teach them how to operate the audio players, talk with them about ways to respond to the 
AIDS crisis, and much more!

“�This was the first event I have ever experienced in which all the volunteers that served  
during the week came up to me and thanked me for allowing them to serve.” 

— Pastor Greg Wenhold, Good Shepherd Lutheran Church

Set-up day at the Experience

Volunteers ready to talk with visitors 
after they exit the Experience

Volunteers ready to talk with visitors 
after they exit the Experience

Donation area in the Marketplace

continued . . .
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why should I volunteer?

Testimonials

“�As a church, [the World Vision Experience] was exactly what we wanted and needed. As a 
church, we have owned Acts 1:8 as our vision pulse. We want to impact our area, our region 
and the world. By God’s grace and with the help of World Vision, we believe we are impacting all 
the three areas. May God continue to bless World Vision and the Experience as it reaches God’s 
world. From the moment World Vision came on the campus to the moment they left, I was very 
impressed. At Faith Church, we have what we call the ‘WOW’ factor. Whenever something this 
amazing happens, we say ‘WOW!’ I give World Vision a WOW. Great job!” 

	 — Bob Bouwer, Senior Pastor, Faith Church, Dyer, IN

“�My experience with [this exhibit] was incredibly moving. By putting a face and a story behind 
the truth of this global problem, I was able to really feel a connection and a call to action. I truly 
felt the impact of AIDS on a young boy. As I walked through and experienced the life of Kombo, 
I was saddened by the loss of my family and the treatment of my peers and community that 
came with living in a family affected by AIDS. At that moment there was no distinction between 
Kombo and [me]. I was Kombo. As I walked through the chapel and the prayer wall, my heart 
was moved for these people. These are God’s children who are sick and dying, and whatsoever 
we do to the least of His people, that we do unto Him. How can I not do something, when there 
is such real suffering? I really feel God working through this organization and this exhibit. I felt 
encouraged to share God’s love by supporting and praying for those impacted by AIDS in Africa.”

	 — Lisa, volunteer, Grove City, PA

“�Having been [to Africa] four times, I felt as though I was there again each time I went through 
the exhibit. It breaks my heart to think about these children and families—their incredible need 
and our incredible abundance accompanied by indifference and a lack of passion. The exhibit is 
a fully sensory opportunity to learn and respond. It is so well done and so well structured.”

	 — Steve, Grove City, PA

“�Our family [sponsored] a child after a church presentation by World Vision. [This exhibit] made 
the experience of [sponsoring] our little girl hit home and our monthly giving more joyful. The 
experience has helped our family learn what is happening to other children in other areas of the 
world. I am going to let all my friends and family know of the journey we have taken today.”

	 — Lisa, Lancaster, PA
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what to expect

The Experience truck will arrive on set-up day. The Experience travels in a 53-foot tractor-trailer.

Set-up day requires lifting, moving, and a team of 
energetic people.

It’s amazing to see the Experience come together!

Set-up is a great opportunity for volunteer 
teamwork.

Overhead shot of the completed Experience

continued . . .
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what to expect

Visitors will be given audio players to guide them 
through the Experience.

Visitors will have the opportunity to respond to 
their experience in a variety of ways.

One of the ways visitors can respond is by 
sponsoring a child.

As visitors exit the Experience, they will enter  
the Marketplace, where volunteers will spend 
time talking with them and offering them ways to 
respond to what they’ve just seen and heard.



World Vision Experience: AIDS

Event Toolkit   35EE091509_0909   Event Toolkit :: Media Coordinator Folder     © 2009 World Vision, Inc.  

media support

World Vision’s planning team is excited to support your Experience event by increasing awareness of 
the AIDS pandemic in Africa through various media activities. Our goal is to partner with your church 
to make this a successful event that educates, inspires, and moves people to respond to the greatest 
humanitarian crisis of our time.

Our team is committed to helping you plan for this event. Feel free to contact your World Vision 
planning team with any questions.  

Here’s just some of what World Vision’s planning team will do:

•	 Provide talking points and press release templates

•	 Provide press kit materials to your church

•	 Provide draft news releases, which your church can review for accuracy
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media FAQs

Below you’ll find a list of frequently asked questions about media support for the Experience. 
Please do not hesitate to contact us with any additional questions you may have.

Frequently asked questions regarding media support for the Experience
Note: All content in this section is subject to negotiation once contact between the church and World Vision’s  
planning team has been made and a media plan has been agreed upon.

Whom can I contact at World Vision with questions about media?
Your primary contact for media-related questions will be your World Vision Event Coordinator. 

What kind of support will World Vision be able to provide?
We’ll help you decide what outlets to target and when to begin contacting media. We will also 
provide you with all the necessary press kit materials—press releases, news advisories, b-roll 
(background footage of the exhibit and of people affected by AIDS in Africa), photos of the 
exhibit, fact sheets, and other press materials.

Do we need to do the pitching to the media?
We encourage you to contact media that you may have worked with in the past, or that you may 
have a strong personal relationship with. It is important, though, to keep the World Vision planning 
team informed of who is contacting local journalists on behalf of the church and the progress he or 
she is making as the date of the exhibit’s arrival approaches.

How soon should we be thinking about media?
You should consider creating a media plan 60 to 90 days before your event. World Vision will ask 
you to approve a press release and news advisory at that time. If you want to consider purchasing 
PSAs, ad placement, or live on-site broadcasting for radio, it’s a good idea to start that process 
about 30 days out.

Will World Vision place PSAs on the radio?
No. World Vision can provide you with a 30-second and 60-second radio spot (each has blank 
space at the end for your church to personalize the message), but it is up to each church to place 
the spots with local media. Radio stations rarely place PSAs for free, so we leave it to the church 
to decide whether or not to consider budgeting money for radio spots.

What does the church need to do to help garner media?
•�	 Appoint a person for World Vision to work with—usually someone who has worked in a  

PR capacity in the past.

•�	 Think about who will act as the primary media spokesperson for your church, and make 
sure he/she is aware they may need to be available for interviews a week or so preceding 
the event, and also while the exhibit is open. Please be aware that there is often very little 
advance notice provided by news organizations.

•�	 Consider purchasing PSA spots for radio, print ads in papers, live on-site broadcast for  
radio, etc.
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effective special event planning

While most programs have similar planning requirements, special events have some unique  
requirements. How do special events differ from standard program planning? Special events are:

 • Typically one-time events

 • Focused on a unique or specific purpose with specific outcomes

 • Are often more “intense” or “dramatic,” designed to attract attention and educate attendees and 
members of the press

The critical elements of successfully planning a special event include the choice of the planning team; 
event goals, strategies, and outcomes; event planning tools; logistics; marketing and public relations; 
event evaluation; post-event activities; and thanking participants.

Planning Team

Planning special events requires teams that work toward the bigger picture of the event along with 
smaller, specialized groups. Teams need diverse input, broad competencies, varied representation,  
and membership both internal and external to the organization. If event attendees have been  
identified in initial discussions, planning teams should include representation from these groups as well. 

Goals, Strategies, and Outcomes

Although it may seem obvious, the special event needs to support the mission of the sponsoring  
organization, and the planning team should be able to articulate how the event contributes to  
the organization’s mission and goals. This should extend to the design of event goals and strategies 
and even be integrated into the event public relations.

The following should be established for each event:

 • A summary statement, paragraph, or “sound bite” describing what the event is and how  
it relates to the organization’s mission

 • Goals for event, team, and subgroups (including goals before, during, and after the event)  

 • Desired outcomes for event, team, and subgroups (including intended outcomes before,  
during, and after the event) 

 • Job description for each team and subgroup role (covering their roles before, during, and  
after the event) 

 • Job descriptions for team leaders (covering their roles before, during, and after the event) 

 • Job descriptions for supporting roles such as resource experts (covering their roles before,  
during, and after the event) 

 • A marketing strategy (covering activities before, during, and after the event)—see “Marketing” 
section below

continued . . .
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effective special event planning

 • A public relations plan (covering activities before, during, and after the event)—see “Public 
Relations” section below

 • Evaluation elements built into all documents—see “Event Evaluation” and “Post-Event Activities”  
sections below

Planning Tools

Timeline
Timelines should include an extensive period of time prior to the event, as well as during and after 
the event. Timelines should be created with the input of all group members. Individual timelines 
should be created for all subgroups and event functions.

Benchmark/Supporting Content
Supporting content should include benchmark data as well as examples of difficult event experi-
ences that can used as “teachable moments.” Content outlining and research of other successful 
events should be done prior to the first meeting to help generate ideas. Afterward, group members 
and subgroups should continue to gather ideas as needed. All ideas should be measured against the 
specific goals of the special event.

Checklists 
Checklists should be used throughout the process to keep group and subgroup members informed 
and to keep track of activities. Checklists should be designed to match timelines (see above). All 
checklists should be retained for evaluation. While checklists are typically used for team business,  
“to do” lists might be created by individual team leaders and members as tools to prepare for and 
work through team meetings and event activities—for example, a checklist of what to cover in 
meetings with the photographer or food caterer.            

Budget 
Budgets should include funds available (both actual and in-kind); money generated by the event (if 
applicable); and expenses before, during, and after the event. Prior to the event, an initial draft of 
the budget should be presented to the team. Subgroups should create their own budgets for activity 
areas. A budget report should be included on each meeting agenda.

Communication List
Communication elements include standardized agendas, note-taking forms, budget forms, letter-
head and letters, e-mails, and public relations content. Communication lists should be created for 
everyone involved in and contacted throughout the process. Audience members should be listed as 
well—when appropriate, this list may include audience representatives and communication venues 
to reach your audience, such as electronic lists, organizational newsletters, etc.

continued . . .
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effective special event planning

Logistics

The basic logistical elements involved in completing your event profile may include:

	 1.	 Event name, theme, and type (for example, a rally, fundraiser, celebration, parade, fair, 
		  or athletic event) 

	 2.	 Event description 

	 3.	 Event speaker(s) (including keynote speaker) 

	 4.	 Alternate speaker(s) (including alternate keynote speaker) 

	 5.	 Event date 

	 6.	 Alternate date (for example, a rain date, if needed) 

	 7.	 Event time 

	 8.	 Event location 

	 9.	 Location use and structural details (for example, size of space or building) 

	10.	 Location support, electricity, other utilities, and equipment (for example, tables, 
		  chairs, tents, etc.) 

	11.	 Event support, security, safety, and health 

 •  Police 

 •  Fire 

 •  Portable toilets 

 •  Parking 

 •  Signage 

 •  Emergency plans 

 •  Health-care professionals (for example, EMS, nurses, etc.) 

 •  Cleanup (during and after the event)

	12.	 Audience profile and special needs 

	13.	 Anticipated attendance (both daily and cumulative for multi-day events)  

	14.	 Event planners—primary contact people 

	15.	 Event planners—secondary contact people 

	16.	 Special issues 

	17.	 Special forms 

continued . . .
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effective special event planning

	18.	 Special permits 

 •  Permission to hold the event 

 •  Location permission 

 •  Transportation 

 •  Insurance 

 •  Food and beverages

 •  Waste 

Logistical questions may include:

1.  Will streets be closed for parking, rerouting traffic away from the event, or for any other reason? 
When streets are closed for any radius around an event, traffic can be affected for miles. 

2.  What are the egress issues for fire and safety? How will egress issues impact area businesses, 
individuals, and organizations such as churches and schools? 

3.  Is public transportation an issue for your event? If so, what considerations need to be made with 
respect to starting times and access to the event? 

4.  Will food be served? 

5.  Will music be played? Will noise levels or type of music be an issue? Will the music impact 
audience behavior? 

6.  What are the potential crowd issues for your event? How will you move the crowd to and from 
the event? How will you move the crowd around during the event? How will you accommodate 
special-needs guests? Will there be ramps? Is parking readily available? Are TDD phones 
available? Do portable toilets accommodate special-needs guests? 

7.  Are there any related events? Are there other events taking place around the community 
before, during, and contiguous to the event? Might any other events affect attendance at your 
event? 

8.  What permits are needed? Who do you need to meet with to obtain permits or promote 
“goodwill” (for example, neighborhood groups)? Can permits be completed online? Do local, 
state, and federal agencies require additional permitting? Some examples of when you may need 
permits include events that involve food sales or public transportation. Examples that may have 
a budgetary impact include:

 •  Special event permit application 

 •  Informational brochures 

 •  Special event ordinance 

 •  Fire prevention 

continued . . .
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effective special event planning

 •  Introduction or sponsorship support documents  

 •  Sign requirements (onsite, offsite, egress signage for highways and pedestrians) 

 •  Sanitation and recycling 

 •  Facility use applications 

 •  Food preparation (cooking, serving, cleanup)

Marketing

Marketing for special events requires unique expertise and a thorough awareness of the potential 
audience and event goals and strategies. Information needed by marketing personnel may include:

 •  Data on the event (for example, event content and goals) 

 •  Data on past successes and failures 

 •  Data on the audience—who are they, what other events do they attend, and what’s 
“in it for them”? 

 •  What is the primary message of the event? What message will appeal to the audience? 

Public Relations 

Handling public relations also requires unique expertise, including a knowledge of advertising and 
publicity for all media and methods for reaching potential audience members (for example, radio, 
television, Web sites, newspapers, magazines, etc.) Public relations information needs to address:

 •  Data on local, regional, and statewide communication venues in general 

 •  Data on communication venues that have worked with your target audience 

 •  Media messaging content indicating the purpose of your event (Are you informing, educating, or 
entertaining? Are you making people aware, delivering in-depth content, or creating an ongoing 
base of support for future activities?) 

 •  A good match of content to media and method

Event Evaluation

Evaluation should be a continual part of the event planning process; it should be present in event 
activity design, delivery, and document retention. Evaluating should go beyond measuring of 
aggregate attendance, number of press pieces distributed, or money spent or raised. It should:

 •  Include measurable goals 

 •  Include articulated strategies 

 •  Include outcomes 

 •  Be conducted as event planning moves along as well as immediately after the event

continued . . .
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effective special event planning

 •  Include a method of evaluation for attendees, program planners, and workers (such as  
event volunteers) 

 •  Include the evaluation of program elements, asking questions such as: 

o  Did the communication plan work? 

o  Was the media coverage appropriate to the target audience? 

o  Did the target audience attend? Did they resonate with and respond to the message? 

o  Did planning team members complete their assignments? Who would you “ask back”? 

o  Was the budget realistic and reasonable? Were the budgeted funds adequate? 

o  What three things would you do the same next time? 

o  What three things would you do differently next time?

Post-Event Activities

The Experience is a great opportunity to change hearts and open minds about this global pandemic. 
We encourage you and your community to continue to take action after your Experience week by 
planning a few of the following activities:

 •  Caregiver Kit builds

 •  Sponsorship Sunday 

 •  C2C pastor trips 

(Contact your local World Vision representative for additional opportunities and information.)

Giving Thanks

Thanking everyone involved in your special event is a critical part of making the event successful. 
It should be treated as a vital part of the communication process throughout your event planning.

 •  Who needs to be thanked? 

 •  What is the “thanking” timeline? 

 •  Was everyone thanked in a timely fashion? 

 •  Did the method of “thanking” match the individual or group? (For example, e-mail is a more 
informal way of expressing thanks and should not be used for event sponsors.) 

A general rule of thumb is that you can’t thank too often or too much in the process of making 
special events successful!
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special event arrangements

Choosing a Keynote Speaker

If you’re planning an event featuring a keynote speaker, select an individual whose presence will 
complement the event’s purpose and goals.

The following questions will help you identify the best speaker(s) for your event:

	 1.	 What is the primary purpose of the keynote speaker at this event?

	 2.	 What will be the audience’s expectations—entertainment, enlightenment, inspiration?

	 3.	 To what degree will this potential speaker impact attendance?

	 4.	 How have other audiences reacted to this speaker?

	 5.	 Might this speaker engender a degree of divisiveness—political or otherwise?

	 6.	 Is this speaker appropriate for the anticipated makeup of the audience?

	 7.	 To what other groups has this individual spoken in the past year?

	 8.	 Is the individual reliable? Articulate? Dynamic? Knowledgeable about the intended subject?

	 9.	 Is there a cost to enlist this speaker? What is it?

	10.	 What other services might the speaker provide—answering audience questions, visiting 
		  with students, signing his or her book, etc.?

As you narrow your choices in selecting the ideal person, be certain your top candidate is fully aware 
of your expectations so there are no unanswered questions.

Get a Speaker Agreement in Writing
Whenever you’re in charge of lining up a professional speaker, details matter. Be sure the following 
information is covered in your agreement:

 •  Legal implications your agreement may contain

 •  Travel arrangements, including transportation

 •  Accommodations and meals

 •  Fees, reimbursements, honorariums, or other payment terms

 •  Whether the speaker will do more than speak (for example, attend social events or breakout 
sessions)

 •  Whether the speaker will be allowed to sell products and if so, how this will be handled

 •  Whether or not the presentation will be recorded, how the recording will be used, and who has 
the rights to the recording

 •  Audiovisual requirements

 •  Cancellation policies

continued . . .
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special event arrangements

continued . . .

Making Arrangements for Celebrities or Special Guests

Be sure to consider the following when planning for celebrities or special guests to attend your event:

 •  Security

 •  Transportation

 •  Travel arrangements

 •  Accommodations

 •  Hospitality arrangements (suite, gift/floral/food arrangements, requested food/drink, etc.)

 •  Briefing booklet as far in advance as possible (details of celebrity’s activities, timeline, important 
contacts/numbers, brief information on your organization, etc.)

 •  Special requirements (dietary, physical, additional security, etc.)

 •  On-site coordination (staff assistance, security, press assistance, etc.)

(It is essential to have at least one staff person available to provide oversight for all needs of the  
celebrity/special guest/speaker.)

Choosing a Caterer

Although the type of caterer you select for a special event depends on factors such as event type,  
anticipated crowd size, location, and more, here are some standard questions to ask prospective  
caterers before making your final selection:

	 1.	 How long have you been in the catering business?

	 2.	 How do you set your fee?

	 3.	 Is your fee all-inclusive or might there be additional charges?  If the latter, how are  
		  charges determined?

	 4.	 Are you present during the event or do you delegate on-site responsibilities to others?

	 5.	 How many of your employees will be on hand?

	 6.	 How will your employees be dressed?

	 7.	 What equipment or supplies are we required to furnish?

	 8.	 How soon before the event do you arrive to set up?

	 9.	 Do you assume responsibility for set-up, take-down, and cleanup?

	10.	 Can you provide a list of recent clients?

	11.	 Do you have a printed menu of selections and prices?

	12.	 How soon before the event do you need a final head count?

	13.	 What is your deposit refund policy should the event be canceled?
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special event arrangements

Choosing the Right Emcee

An emcee should be a “people person” who can comfortably stand in front of anyone and present an 
event. The right emcee will be familiar with the church or organization hosting the event.  

An emcee should also have a good feel for the purpose of the event, excellent improvisational and 
interview skills, and the ability to speak comfortably in front of an audience—preferably a wide variety 
of people, including seniors, children, and business professionals. Remember: an emcee can make or 
break your event, so choose wisely!

Preparing Your Emcee For Success
Since an emcee is by default the spokesperson for your event, equip him or her with sufficient 
information to keep the audience interested—and to proactively deal with any challenges that may 
arise. If your emcee is comfortable, the audience will be too.  

Be sure to do the following to prepare your emcee for a successful performance:

	 1.	 Give the emcee a detailed outline of the event well in advance.

	 2.	 Encourage or assist the emcee to do research on the presenters, artists, and/or exhibit.

	 3.	 Write a script that provides enough information and direction so the emcee can use it 
		  for the entire event, and give it to him or her in advance.

	 4.	� Detail in writing the key program elements to be covered (for example, sponsors, those  
involved with the event onstage and off, recipients and honorees, etc.).
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speakers bureau

World Vision Speakers Bureau

The World Vision Speakers Bureau is available to assist you in securing World Vision speakers who 
are experts on AIDS and other issues that affect orphans and vulnerable children. Their goal is 
to provide you, whenever possible, with the expertise to support the events you have planned in 
conjunction with the World Vision Experience. 

To request a speaker, please work with your World Vision event coordinator. 

To learn more about World Vision speakers, please visit www.worldvision.org/speakers.

Topics and areas of speaker expertise:

HIV and AIDS

•	 Advocacy

•	 Domestic and international policy

•	 Personal testimonies

•	 The role of the Church

•	 The World Vision Experience: AIDS

•	 Caregiver Kits

•	 Acting on AIDS

Domestic

•	 U.S. Programs

•	 Youth 

•	 Urban projects

•	 KidREACH

•	 Vision Youth

•	 World Vision’s Storehouse

•	 30 Hour Famine

World Vision

•	 Strategy

•	 Policy

•	 Communications

•	 Donor engagement

•	 Corporate relations

•	 USAID (U.S. Agency for  
International Development)

•	 Finance

•	 Grants

•	 International programs

•	 Fundraising

•	 Public relations

Development

•	 Emergency response and disaster relief

•	� Transformational community development

•	 Water initiatives

•	 Microenterprise development

•	 Food and nutrition
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presentation evaluation

continued . . .

Speaker feedback form

The following questions will help us evaluate our Speakers Bureau service and help plan future  
programs. Your input is very important to us. 

Please fax this form to 253.815.3122, or complete the electronic copy found on your Experience  
Event CD and e-mail to speakers@worldvision.org. 

Date: 

Contact Information

My role 	  Event host/staff	   Event attendee 	  WV event staff/speaker 	  Other 

Name    E-mail 

Phone    Fax 

Mail stop    Department (internal only) 

Street address   

City    State    ZIP   

Event Information

Date of event    Event name 

Event host    Event city and state 

Speaker Information

Speaker    Role of speaker 

Topic of speech   Length of presentation 

	 Excellent	 Good 	 Fair	 Poor  		

Please rate the speaker’s ability to effectively engage the audience.  	 	 	 	

Please rate the speaker’s ability to effectively and successfully  
communicate the topic.  	

	 	 	

Did the speaker articulate clearly?	 	 	 	

Were the speaker’s audio, visual, or print methods effective  
and high-quality?  	

	 	

Did the speaker adhere to the allotted time?	 	 		

Did the speaker interact with the event staff in a timely and  
positive manner?	

	 	

Would you recommend this speaker to others?	 	

If you rated the speaker as “Fair” or “Poor,” please indicate here the specific reason(s) that kept  
you from giving a higher rating. 

	 Yes	 No	 Somewhat	

			   N/A	
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presentation evaluation

Speakers Bureau Information
	 Yes	 No  
Did you work with the World Vision Speakers Bureau to arrange this  
speaking engagement?	 	

If yes, did the Speakers Bureau staff provide timely communication?	 	

If yes, did the Speakers Bureau staff provide adequate logistical support?	 	

Are you likely to enlist the services of the Speakers Bureau in the future?		  	

Additional Information

If you would like to offer suggestions or additional feedback for the speaker or the Speakers 
Bureau, please do so here. 

  Please share my feedback with the speaker. 	  Yes	  No
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The World Vision Experience can be used as a tool to reach out to local influencers, increase overall 
awareness of your church and ministry, and attract people to your church who, to date, have not been 
involved. This chart can help you brainstorm potential opportunities. In addition, this chart can be 
used to help you think about local pastors or World Vision speakers you may want to include in 
your event(s).

Political officials

Name	 Point of contact	 Exhibit walk-through	 Come to an event?	 Speak at an event?
	 (person who would	 (day/time)	 (name of event)	 (name of event)
	 invite them)

Media

Name	 Point of contact	 Exhibit walk-through	 Come to an event?	 Speak at an event?
	 (person who would	 (day/time)	 (name of event)	 (name of event)
	 invite them)

Sports figures

Name	 Point of contact	 Exhibit walk-through	 Come to an event?	 Speak at an event?
	 (person who would	 (day/time)	 (name of event)	 (name of event)
	 invite them)

Other local celebrities and influencers

Name	 Point of contact	 Exhibit walk-through	 Come to an event?	 Speak at an event?
	 (person who would	 (day/time)	 (name of event)	 (name of event)
	 invite them)

special guest brainstorming form

continued . . .
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Leaders from other nonprofits, businesses, medical centers, etc.

Name	 Point of contact	 Exhibit walk-through	 Come to an event?	 Speak at an event?
	 (person who would	 (day/time)	 (name of event)	 (name of event)
	 invite them)

Local pastors

Name	 Point of contact	 Exhibit walk-through	 Come to an event?	 Speak at an event?
	 (person who would	 (day/time)	 (name of event)	 (name of event)
	 invite them)

World Vision speakers or artists

Name	 Point of contact	 Exhibit walk-through	 Come to an event?	 Speak at an event?
	 (person who would	 (day/time)	 (name of event)	 (name of event)
	 invite them)

special guest brainstorming form
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letter to hospitality coordinator

Dear Hospitality Coordinator,	

Thank you for playing a vital role in the World Vision Experience as your church and World Vision 
partner to transform hearts and lives in the U.S. and around the world.  

Tens of thousands of people have been impacted by the Experience. This amazing walk-through 
exhibit takes visitors on a “virtual journey” to Africa, where they walk in the steps of a child living 
in an AIDS-affected community. The children’s stories of tragedy and triumph serve to educate, 
inspire, and move people to respond to the greatest humanitarian crisis of our time: AIDS. 

Thank you for coordinating and maintaining all meals for the Tour Staff as well as snacks and 
refreshments for the volunteers serving in the Experience. We’ve provided a letter from the Tour 
Staff that will help as you plan for their meals. We’ve also included some ideas and tips for snacks 
and refreshments for the volunteer room. The volunteers are most grateful for any snacks that are 
provided!

If you have any questions, please feel free to contact your World Vision event coordinator. Thank 
you again for your commitment to help make the Experience a success in your community.

Sincerely,

The World Vision Experience Tour Team
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tour team dietary requirements

Dear Hospitality Coordinator,	

Your church has kindly agreed to provide lunch and dinner at your facility for each of us throughout 
the entire event (build day, open days, and tear-down day if necessary). This is a huge blessing and 
helps ensure that we can focus on our duties rather than worry about sustenance. By arranging 
meals, you’re also helping ensure that the Tour Staff stays healthy under the physical and emotional 
demands of our roles.

We are regularly asked for input on what type of food to make available and have found it helpful 
to provide specifics on staff dietary needs. Below is a list of things to keep in mind when arranging 
meals for the team. Please know that we really appreciate your efforts!

Tour Staff food tips:

•	Plan to provide for four (4) people for lunch on set-up day. For most other days, we will have 
two (2) to four (4) people for lunch and dinner as we generally split the shifts. (We will confirm 
these numbers closer to the date of your event.) Each team member will pop in and enjoy as 
restful a meal as possible, so please don’t be concerned if the meal sits for a bit before it can  
be enjoyed.

•	We appreciate balanced meals that include vegetables, starch, and protein. Fast or fried food, 
pork, and shellfish should be avoided. Please keep all condiments on the side. 

•	Healthy, low-salt snacks and sides are helpful, such as fresh fruit, raw veggies (snap peas, carrots, 
etc.), trail mix, granola bars, dried fruit, and Sun Chips. We prefer to minimize potato chips and 
candy bars, although the occasional cookies and brownies are never frowned upon!  

•	Some of our teammates are vegetarian (we will confirm the number closer to the tour date), so 
please include a vegetarian option that contains a healthy protein such as beans, tofu, etc. The 
day of set-up we can confirm which shifts our vegetarians work so you will know when their 
meals are needed.

•	 In the past some hosts have chosen to provide menus from local restaurants for our tour staff 
to select meals. This can be helpful and easier at times, since not all of the staff are always on 
site at the same time. Healthy restaurant ideas include your “local favorite,” Chipotle, Panda 
Express, Panera Bread, and ethnic restaurants such as Greek, Indian, Thai, etc.

•	We sometimes have last-minute staff adjustments or requests once we get on site. When those 
can be accommodated, it’s helpful. If not, we’ll always work to be flexible!

Your hospitality and willingness to serve in this way is a huge boost to the Tour Staff. It keeps us 
healthy and our morale high while we’re on the road!

If you should have any questions, please feel free to contact your World Vision Event Coordinator.

Gratefully,

The World Vision Experience Tour Staff
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volunteer refreshments

Volunteers are the most important component in keeping the World Vision Experience: AIDS 
running smoothly. We continue to be amazed by the number of people who volunteer for 
Experience week. Since these are wonderful people who are giving sacrificially of their time, we 
would love to have refreshments available throughout the week to provide them with energy. 
Following are a few refreshment tips and ideas:

•	Hydration is critical, especially on set-up and tear-down days. Please keep the volunteer room 
stocked at all times with one of the following: bottled water; full water pitchers with cups; large 
water cooler(s) with a spout.

•	Additional beverages are encouraged. These could include juice and coffee in the mornings and 
sodas and/or juice in the afternoons and evenings.

•	Snacks such as pretzels, granola bars, fruit snacks, bagels, and fresh fruit and vegetables will 
also be well received. Full meals for the volunteers are definitely not necessary, but snacks are 
greatly appreciated. 

To keep refreshments readily accessible to the volunteers, the Tour Staff will request a 6- or 8-foot 
table for the volunteer room from your facilities coordinator.

Thank you again for partnering with us and being a vital member of the team!




