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Host Shelter Participant’s Agreement

This agreement is entered into by North Shore Animal League America (NSALA) and hosting organizations for Tour For Life 2024. Hosting organizations will be responsible for the additional participants and coalitions they invite to participate. The host organization will ensure that the compliance with the terms set forth in this agreement are met. The purpose of this agreement is to provide hosting organizations with information on how the event will be carried out, how each partner can expect to be asked to participate, and how each party’s interests will be represented to the media and the public. 
Tour For Life is a collaboration of both our organizations. Your organization will be working closely with our Team field Leaders on making the event a huge success. The team field leader will work with your organization to pick an event site and assist with creating event activities. They will provide direction for the event set up as well as oversee the event with your designated employee or volunteer to make sure everything is running smoothly.  The team field leaders will also work side by side with you to assist in adopting the animals into loving homes. 

TOUR FOR LIFE 2024
A. General Information

1. The primary focus of the event is to raise awareness of the plight of shelter pets and continuing awareness of your organization in your community.  This message will be delivered via:

· National & local public relations  (Section B, Page 2)

· Tour For Life Pet Adoption Event ( Section C, Page 3)

· Local print advertising (Section D, Page 5)

· National web site support (Section E, Page 5)

· Promotional activities (Section F, Page 5)

· Promotional materials (Section G, Page 6)
· Suggested Event Activities (Section H, Page 6)

2. The event (Tour For Life) and pet adoption is the principle message and the common denominator for all activities.


3. Each Tour For Life event is carried out in support your organization. It is recognized that all parties shall respect the shelter’s operations, community, and media relations. 


4. All parties agree to promote the Event Sponsors that are expected to include Purina and other sponsors as determined by NSALA in good faith.  Promotions include hanging banners, posters, and handing out sponsor give away items to all adopters and attendees at event.  We likely could not have this event without our sponsors and, therefore, will make every effort to demonstrate to the staff, the media, and the public our gratitude for their support. 
By participating, organizations acknowledge that they have no restrictions or conflicts with the promotion of event sponsors as outlined in item #4 on page 1, and further agree that no competitive products or materials shall be distributed or promoted at the events. Please advise NSALA of any local exhibitors expected to participate in your event.  We want to ensure that our top-tier sponsorship obligations are met and that there are no conflicts with either organization’s mission.
B. National & Local Public Relations Management
NSALA’s Communication team will be available to assist you with media outreach in your community if needed. 

1. 
National Media 

· NSALA or its agents will pitch all national media, unless otherwise agreed upon by participants. 

· One national press release, developed by NSALA and approved by Event Sponsors will be used. 

· Release will include all Event Sponsors and participating organizations.


2. 
Local Media

· A local press release template will be drafted by NSALA to include local event details: Host shelter (or coalition) name, event date/time/location, and relevant sponsor activities (if any).  Each release will be submitted to the appropriate shelter/coalition contact for edit, review, and approval, including the addition of local activities. All parties (shelter/coalition, NSALA, and sponsors) must be included in the pitch/release. Once the local release is agreed to by NSALA and participating shelter, no changes may be made.

· Shelter and/or NSALA will contact the local media, and this will be determined by NSALA and the participant on a case by case basis. Shelters with established contacts and/or media outlets will be encouraged to utilize them as opportunities to promote the Tour For Life. Any party contacting media will use press materials provided by NSALA. Recommended speaking points will also be provided by sponsors and NSALA. 
· Expected initiatives include, but will not be limited to:

· Pre-event advisories:  local print, radio, television; calendar listings, web listings. Shelters that have regular appearances or spots on local television stations/radio stations are encourage to take advantage of those leading into the event to promote the Tour For Life.

· Event coverage: local print, radio, television

· Post-event follow-ups: adoption stories and/or other event successes.

· Special photo and interview opportunities or sponsor activities, along with any relevant shelter activities, will appear in local press releases.  For any questions/interest in these specific opportunities, the name of the appropriate sponsor representative will be given for direct contact.

3.
Event Media Protocol

· At events, shelter representatives may take the lead as primary media contacts, or NSALA representatives will be available to take lead. When engaging with media at the event, NSALA will have the responsibility to promote all parties: The Tour/ NSALA, the host shelter, and the sponsors. Shelter spokespersons will be encouraged to do the same. (Talking points will be prepared and distributed to NSALA and local shelter spokespersons in advance for mention during all interviews at events.)
· On-site media representatives interested in interviewing sponsor spokesperson, and/or celebrity spokesperson will be directed to contact the NSALA Communications Director.
C. Event Logistics

1. Selection of Adoptable Pets

This is the most important aspect of the entire event.  The animals that you select are the ambassadors for all of the animals awaiting permanent adoption in your care.

· All animals selected for the event should be healthy, friendly and up-to-date on all vaccines.

· Have a variety of animals for potential adopters to choose from including young animals to adults, as well as small to large in size.
· The host shelter will work with the NSALA driver to help coordinator the number of staff and volunteers needed to conduct the event. The driver will also work with the host shelter with the planning of how many animals will be on the mobile unit and the number of animals on leashes during the event. 
2. Set-Up

· The NSALA mobile adoption unit will arrive at your shelter within 2-3 hours before event time to load adoptable pets, gather pet records and needed supplies onto the unit. Host shelter staff and volunteers are needed at the shelter at this time to assist NSALA staff with loading in of adoptable pets, pet records and supplies.

· Host shelter staff, adoptable pets, NSALA mobile adoption unit and staff will arrive at event venue one hour before event start time to ensure that adoptable pets, records and supplies are set up and in place for attendee engagement to help maximize opportunities for adoption.
· Host shelter staff should be prepared to fill out an information card for each animal. Cards will be provided by NSALA.
· Host shelter should have puppy play pens, chew toys, crates, collars and leashes for all animals at the event. Each volunteer and staff member should have poop bags on them at all time so they can clean up after the pets. 
3. Presentation

· Host shelter, invited shelter and rescue group staff and volunteers are required to wear NSALA provided Tour For Life t-shirts during events – supplies are limited. 
· Host shelter should provide employees and volunteers with name tags and or employee I.D. provided by your organization as well as signage (i.e. table top signage and branded table cloth) that identifies your organization’s mission for display during Tour For Life events.  This will help event attendees, potential adopters and media to properly identify your organization.

4. On-Site & Day of Event

· Host shelter should assign staff and volunteers who knows the adoptable pets selected for Tour For Life events and can speak about them to potential adopters. They should be on board the mobile adoption unit at all times.

· Host shelter should have enough staff and volunteers to walk the dogs that are on the mobile adoption unit during Tour For Life events as this helps to reduce their restlessness in the cage as well as helps to showcase them to potential adopters and media.

· Host shelter should have enough staff and volunteers on-site to assist NSALA Team field leader in engage event attendees, potential adopters, media as well as process adoption paperwork needed to complete the adoption process.  Note that host shelter staff/volunteers will handle Tour For Life event adoptions with the same high level of enthusiasm and professionalism as you would normally at your own shelter/regular off-site adoption venues.  

· NSALA will provide host shelter with a 10 x 10 tent where adoptions will take place.  This tent will be set-up prior to start of event and as part of the event logistics.
· NSALA driver will be assisting during the entire event. The drivers will help setting up and breaking down the event. They will also assist in the cleaning and walking of the animals at the event. 
5. Clean-Up

· Host shelter should assign staff and volunteers to assist NSALA mobile adoption unit staff in all post-event clean-up responsibilities.  This includes packing up tents, tables, give-away items and event signage.  
· The host shelter must ensure the venue location is clean with no debris left behind. 
6. Post-Events/Return to Shelter

· Host shelter will assign staff and volunteers to assist with returning pets that were not adopted during Tour For Life events to their cages back at the shelter.  In addition, Host shelter staff and volunteers will assist with unloading shelter supplies and materials off of mobile adoption unit and into the shelter after events.

· Host shelter will provide a water and waste source (i.e. dumpster or trash collection area) so NSALA staff members can properly sterilize the mobile adoption unit and dispose of any waste (i.e. soiled cage liners, cat litter pans) after Tour For Life events.

D. Local Print Advertising

NSALA will develop a black and white print ad and a digital ad to promote Tour For Life events. The ad will be customized for each event to include date, time and location. A pre-determined budget will be provided by NSALA for the media cost of this ad in your local/regional newspaper. Digital ads will be used at NSALA’s discretion. Shelters can make recommendation on most effective media for their community, and use their local sales representative to place the ad (with budget approval provided by NSALA). Shelters shall use their best effort to 
negotiate non-profit rates, and/or use their own discounted rates, if available. NSALA representative can assist with placement and/or rate negotiation, if needed.

E. National Web Site Support 

· Host shelters shall include a link on their site to the Tour For Life site to promote 
their adoption event. Banners in various sizes will be available in Feb 2024 for download at www.animalleague.org/shelterlogin
· NSALA will post event information on the Tour For Life site, including: date, time, location and will provide nationwide e-mail marketing and publicity reaching over 1,000,000 people to encourage adoptions at your event and visit your web site.. 

· All host shelters will be displayed on the Google-powered Tour For Life Shelter map, with a link back to the host shelter’s home page (if provided).  This is a great opportunity to increase visitors to your web site. So make sure you display the Tour For Life banner on your website. 
· NSALA will list ALL participating shelters, coalitions, and rescue groups on the Tour For Life site with links to host shelter’s home page (if provided). 
F. Social Media Support  

· NSALA will establish a hashtag (#TFL) which can be used on Instagram, Twitter, and Tumblr.  We will promote each tour stop using the hashtag on the social media networks which will be accompanied by a photo of a dog/cat that is available for adoption at the participating organization’s event.  If the participating shelter has social media accounts, they should RT (re-tweet) or share the hashtag including @AnimalLeague.  This will include us and the participating shelter in the conversation.  Each tour stop shall be promoted before and during the event to help maximize adoptions.
· We will provide the participating shelter a TFL timeline image for their Facebook page.  The image will feature our logo, their logo (if provided), and the specific date of the tour stop in support of their shelter.

· We require the following assets to help promote their shelter and adoptable pets:

· Shelter logo in .png and or .jpg format

· Shelter social media page address (including pages run by volunteers) 

· Shelter URL (if they do not have a website, we will need their Adoptapet URL address)

· The participating shelter should provide an image of an adoptable pet that will be featured on the mobile unit the week leading up to the event. They should also provide some short copy points to accompany the photo.  We will promote the adoptable pet across our social media properties.  This will enable them to share and/or RT or re-post our content.

· The participating shelter should provide us with a photo of a recently adopted pet so we can promote successful results from the tour.  

In addition to the steps mentioned above, we will set up iPhones (Tour drivers) with the Instagram app.  This will enable them to take photos and post them directly to Instagram and Facebook.

G. Promotional Materials

· Marketing materials (banner, posters, flyer) developed and produced by NSALA will be available in Feb 2024 for download at www.animalleague.org/shelterlogin so that you will have enough time to distribute or display to promote your adoption event in your community.

Official Tour For Life t-shirts will list all host shelters participating in Tour For Life events (providing the shelter agreement is received before the deadline) and will be sent to host shelter for staff and volunteers. All staff and volunteer participants are expected to wear event t-shirts.  However, it is understood that some animal control officers may not be able to wear Tour For Life t-shirts and must remain in their uniform during event.  T-shirts will be shipped to host shelter at least 1 week before event. 
· Materials and/or handouts from sponsors may be shipped directly to the host participating shelter or coalition.  NSALA will advise of any direct shipments that may be made. All efforts will be made to ship materials in a timely matter.  Host shelter will receive a checklist of materials, along with distribution instructions, and will be responsible for collating and distributing materials as instructed.

· All materials distributed by sponsors, to the shelter, will be reviewed and approved by NSALA. 
H. Suggested Event Activities

The promotional activities below are general examples of how your organization can help bring awareness to your Tour For Life 2024 event.  These best practices will maximize event attendance and bring awareness to your organization’s mission.  Four basic examples include:

· Healthy Pet Services: Vaccination Services/Information; Wellness Exams; Rabies Clinic, Parasite Prevention & Treatment; Spay/Neuter Services/Information; Low-cost Spay/Neuter Referrals

· Responsible Pet Care: Basic Obedience & Training; Pet Safety Tips; Humane Education Information; Micro-chipping/Identity tagging; Grooming Services/Information.
· General Activities: Volunteer Recruitment; Arts & Crafts; Dog Agility Showcase; Plant Sale/Bake Sale; Raffles/Auctions.
· Sponsor Activities: Sponsors will advise NSALA of promotional activities/appearances in each market. NSALA will keep participants informed 


of the planned activities as they are confirmed. 

Tour For Life Contact List
Senior Director of Offsite
anthonya@animalleague.org 

516-883-7900 ext 454

516-317-5472

Please contact Anthony with any and all issues or questions with Tour For Life. 
Offsite Manager

cristinad@animalleague.org 

516-883-7900 ext 455

516-459-7683

Please contact Cristina with all event questions. Such as event site, event locations, animal questions etc.  
Senior Director of Communications 

Kathleenl@animalleague.org 

516-883-7900 ext 482

516-652-9151

Please contact Kathleen with Public Relation questions. She will be able to provide you with press release templates and any media help.

Communications Manager

ilebes@animalleague.org 

516-883-7900 ext 623

516- 448-4706

Please contact Ilene with any questions related to media for your event. 
Allison Bukatman
Social Media Strategist

516-883-7900 ext 247

516-641-8277

allisonb@animalleague.org 

Bob Borden

Social Media Specialist

516-883-7900 ext. 827

robertb@animalleague.org 

Please contact Alison and Bob with Social Media questions. She will be able to provide you with a template of how to post your event on all social media outlets. 
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