
How to SELL an ad to a company, business person, family member etc. 

Items required: 

● Cover letter 

● Application  

● Layout chart 

● A good quality graphic from them (the company will need to provide this) 

● Receipt slips 

● Your very best attitude 

Step 1: Call the business and introduce yourself.  Schedule a time to come talk to them in person.  In 

general, you want to keep this first phone call relatively short.  They are business owners, which means 

they will have limited time in their schedules.  You want them to leave the conversation understanding 

that this ad will benefit them and their business, but you don’t want to take a lot of time to get to the 

point.  Be friendly – if they want to chat, go for it!  Ask them about their business, or if they have any 

performing arts experience.  Try to find a way to connect with them. 

Step 2: Create a packet for the business that includes the cover letter, application, and layout chart. You 

should write your contact info (phone and email) on the packet for them.   

Step 3: Meet with them!  Bring the packet, and it can’t hurt to bring a picture of GPA or our performing 

arts department!  Be friendly and respect that their time is valuable, so try not to take up their whole 

day.  Here are some talking points:  

● Ads would be used in ALL 11 of our shows for the year, not just the one show  

● Anyone who purchases an ad would also be listed as a sponsor on our website 

● Explain a little about the school and our amazing performing arts department!  You can tell 

them that these ads and the show are being used as a fundraiser for our trips to Broadway and 

our music competition, so they would be helping to support our success.  

● We are a school, so their ad fee is considered a donation and is tax deductible. 

Step 4: Make sure you follow up with them about their ad and any questions they may have within 7 

DAYS (by phone or email).  Timing is crucial! 

Step 5: Turn in their materials to Mr. Wolf (Steven.Wolf@hartfordschools.org or in person) 

 

REMEMBER: THE DUE DATE FOR ALL 

AD SALES IS DECEMBER 8TH!!!!!!!!!! 

 



How to TURN IN a correct ad package to Mr. Wolf 

Turn in the following items, either through email or in person BEFORE DECEMBER 8th!!!   

Email address to submit all forms, images, and information: Steven.Wolf@hartfordschools.org 

Items required: 

● Application form 

● Image (MUST be correct size and dimensions!  Digital images preferred over paper copies) 

● Payment  

 

Please keep in mind that selling/sales is a tough job.  It is hard to sell anyone anything these days.  Just 

do your best to be friendly and get our message out there!  Don’t stress too much if they don’t want to 

purchase an ad.  We know you are doing your best, and that we are all trying to sell as many ads as 

possible to help fund our trips and make our program a success.   

 

Thanks!  Good luck! 

Mr. Wolf 

 

 

PS.  DID I MENTION THAT THE DUE DATE IS 

DECEMBER 8th???!!!! 

 


