ATF Event Planning Guide
Want to take your youth group to ATF The Encounter?  Leading the young people who’s spiritual growth has been entrusted to you is quite a task, but if planned for adequately this ATF will become more than a weekend event, it will be a building block for your youth ministries growth and discipleship.
Below are the steps that many youth pastors utilize when planning and preparing for Acquire the Fire.

Note:  Some materials referred to in this Event Planning Guide are available if you purchase a Starter Kit, which is stacked with promotional materials and other printed tools.  Calls us at 800-329-3473 for any inquiries.

Approvals and Teaming with Your Pastor, Parents and Board

In case you need to go through any approval process, we’ve created materials for you to gather into a small packet of information to give to your senior pastor, board, parents or anyone else this approval process goes through.

Presenting to your Senior Pastor—make sure to give them the following:
· Senior Pastor Letter from ATF Staff

· ATF Brochure

· City-specific information (visit www.acquirethefire.com)
When you’re discussing this with your Pastor make sure to highlight the overall purpose of coming to an event like this-for outreach, inspiration, and a spiritual catalyst that you can build on.

Presenting to Parent or Board Meeting—prepare the following:

· Pre-written Letter to Parents-retype it with your signature

· ATF Brochures

· City-specific information

· Show ATF highlights from last year (see Tour Dates and select your city.  Available for most cities)
· Share why YOU believe this event is going to be a unique, lasting, eye-opening experience for the young people.  As you know, make sure to paint a picture of how this plays into your overall youth ministry plan.

· This may also be a great time to request help with logistics such as transportation, food, or fundraising!
Promote to your Leadership Team

Just as you’ve teamed with the board, parents and your senior pastor, team with your leaders.  Prepare a meeting to give them the vision and passion behind what you’re doing, and you can delegate to them what research you need done such as for booking housing, setting up food, transportation, etc.  Make sure to give clear due dates for their assignments.
Promote to your Students

Begin casting vision to your students ASAP.  Every week make sure the following is happening to promote ATF:
· Announcements-every week talk about ATF! 

· Give them a fresh look at what happens at ATF and how they are going to encounter God and walk closer with him.  Encourage them to invite unchurched friends as well.

· Include the date, total cost, and reminders about any signup sheet.  

· Bulletin-Include any deadlines and details in your weekly bulletin/flier, and something to take home to their parents.  Include the Copy-Ready Bulletin Insert as a handout.
· Don’t expect your students to pay for the entire event up front.  They should make a $10-$20 deposit up front, and have 2-3 payment deadlines leading up to the event.

· ATF Posters-make them visible!

· Videos-show one every week about ATF.  The enclosed DVD has several, and you can find more on YouTube.
You’ll also want to take the opportunity to keep this in front of your students not just at your midweek service, but in front of everyone, including their parents, on Sundays!

Promote to Congregation

Letting the entire church-body know about how your students are going to have a passionate encounter with God is pivotal.  Ask for a few minutes during announcement time on Sundays.
· Show Ministry Highlights from DVD

· Place Copy-Ready Bulletin Inserts in every bulletin
· Share Statistics of Hurting Teens—check out www.acquirethefire.com/statistics 
· Ask for Volunteers, Chaperones and Scholarships for unchurched youth
· Sign-up sheets in Lobby

Budget Planner
We’ve made it easy for you to budget for your ATF Weekend with the Budget Planner.  Simply put in your estimated numbers for housing, food, transportation and tickets.

Fundraising

Get ALL of your students on board and give goals and deadlines for your entire leadership team.  Maybe you want to raise $1000 by 4 months before the event, and another $500 within a month after that.  Set out the goals and run for them!

Utilize the Fundraising Tri-fold inside of this Starter Kit, and go to www.acquirethefire.com/downloads for our 101 Fundraising Ideas document.
Lodging

Figure out what you want to do for lodging—will you be staying at a church, school, or hotel?
Delegate to a trustworthy leader the research for free housing or hotel options.  Think through how many students you can put in a room and how much it will cost per student.  Book the hotels before someone else does!  Go to your specific city’s page on www.acquirethefire.com for possible hotel discount information.
Transportation

Who’s going to drive?  If your group is 50 or less you can take church vans or have chaperones volunteer to drive their cars.
If your group is larger than that, you may want to charter a bus.  Have you considered partnering with another church for this and splitting the cost?  Make sure to budget gas per vehicle, parking per vehicle, and print out maps and a directory of everyone’s cell phone for each driver.
By the way, your chaperones can volunteer to work at the event if they don’t want to pay the price of admission.  They’ll get 2 free meals, a t-shirt, and be a part of an event impacting a generation!  (Go to www.acquirethefire.com/volunteers for more details).
Meals

To save the most on meals you may consider the following:

Friday Dinner:  Have students eat on the way (so you can get their on-time)

Saturday Breakfast:  Continental Breakfast at hotels are typically free or you can buy pastries and juice if you have different housing.

Saturday Lunch:  Have a chaperone leave the venue, buy food at a grocery store, and have sandwiches or grillout in the parking lot.
Saturday Dinner:  Most venues allow pizza delivery into the parking lot (just not into the venue). Maybe you can order out?
Registration

Next, make sure to decide which deadline you are going to register by.  Check out the 3 discounted deadline options below.
	Expires
	Bowl
	Floor

	8 wks before event
	$42
	$52

	4 wks before event
	$47
	$57

	1 wk before event
	$57
	$67

	Final Price
	$67
	$77


Choosing which deadline you are going to register by allows you to plan costs accordingly.

The sooner you register the better seat selection you have.  It’s simple to register online at www.acquirethefire.com or call us at 800-329-3473.
If you’re calling make sure to ask about our special BUY Now Pay Later Program!  If you’re registering for at least 10, you can lock in the current price and your seats by putting 10% down now, and your remaining balance will not be charged until 4 weeks prior to the event!

(Registration note:  There are no cancellations or refunds for BUY Now Pay Later or paid-in-full registrations)
Spiritual Preparation
There are several more tips and helps on our website, make sure to check them out.  But the most important to consider is your groups Spiritual Preparation.  Make sure you are using your mid-week services each week to build up to this event.  It might be a turning point for some youth ministries.  Consider it another building block in your plan to build your youth ministry.  Don’t just attend it as an event.
Think through each week how your youth services can lead up to this event, and what you are going to do immediately after the event to keep the fire burning.  Your students will be full of life, passion and focus, but they may lose it if it is not channeled to reach others.  Consider doing a community outreach, evangelism, or even an international mission trip.  Make sure to think through specifically what you will do with your youth services post-event so you can use this event as a tool for lasting growth.
