WHERE BUSINESS STARTS...

CHESTERFIELD #/

CHAMBER of COMMERCE#’ *

RIBBON CUTTING REQUEST FORM

Organization
Name

Contact Person

Physical
Address

City

State

| Zip

Telephone #

Fax #

Email Address

Web Address

Date Requested 1st Preference

Time

Date Requested 2" Preference

Time

Date Requested 3™ Preference

Time

Driving
Directions

Ribbon cuttings should be scheduled at least one month in advance. After this form is
received, you will receive a call from the Chamber to discuss the details of your event.
When your ribbon cutting is approved, you will receive a faxed copy of this form for your

records.

Approval

The above referenced ribbon cutting is approved for the following:

Date Approved

| Time

Signature

Please fax this form to 804-425-5669




HELPFUL HINTS.....
ON HOLDING GRAND OPENINGS, OPEN HOUSES

If your business or firm is new Chesterfield County, getting the public acquainted
with your firm, location, products or service and various forms should be your
primary objective. The news media, of course, and various forms of advertising will
play a vital role in helping you to accomplish this.

However, many new firms believe that some type of official opening, an open house,
dedication or ribbon-cutting ceremony, serves a two-fold purpose of introducing
them to the community and helping to build good will and understanding among
the general public.

The success of whatever type of event you decide on depends upon your ability to be
a good promoter, good host and a bit of a showman. The main idea is to attract
people to your place of business and then to keep them interested and entertained
while there.

INVITATIONS: Clever invitations help to assure good attendance. The time, place,
firm, address and any special event or activity that might be planned should be
mentioned. If food or refreshments are to be served, this should also be included in
the invitation. If this is the case, you should ask for an RSVP. Invitations may be
extended to the general public or may be limited to civic, chamber, governmental
leaders, news media, employees, customers of the company, your close friends,
neighboring firms, the sales staff or other groups. Double check your invitation list
to be sure no one who should be invited is left off. Send them well in advance. The
Chamber can provide you with a mailing list of its members at your request.

PRIVATE OR PUBLIC OPENINGS: Many firms hold two openings, one for
special guests and a second for the general public. This of course, depends on your
type of business, size of your building and what you feel is best for your own firm.

PUBLICITY: Promotion should be started well ahead of the event. The way to
achieve good coverage is the same as for any other publicity campaign. Well
prepared deadlines. Follow up stories should be as well-planned as those preceding
the event and the news media should take part in the event. Interest in an opening
may be stimulated through newspaper ads, spot radio announcements, outdoor
signs, window displays and direct mail. A blanket invitation may be extended
through newspaper ads, radio spots or signs at the site of the business. The
invitation may be mailed to selected guests, inserts in pay envelopes can be used to
invite employees and tell them to bring their friends and families. In case of new
locations or hard-to-find locations, invitation should include maps or directions
telling guests how to find you.



GENERAL TIPS:

A. Refreshments - Again, this depends on your type business, size of building, and
hours of your opening. Coffee and light refreshments have proven very popular.
Some firms find a social hour or cocktails at an opening held late in the day popular.

B. Hostesses - Employees or staff members often are used to greet your guests,
make sure they sign a guest book, give them name tags, etc.

C. Tours - Certain members of your staff should be assigned to give tours of your
building to your guests. If you have a small firm, your hostesses, secretary or even
yourself might act as a guide.

D. Gifts or Souvenirs - A small gift or souvenir for your guests can help to make
your opening more successful. If your firm has some novelty, calendar, notebook, or
other item with the firm's name imprinted on it, this could also be used.

E. Special Event - The traditional ribbon-cutting event still is popular. Other ideas
might also be used, such as putting the key in the lock to open the firm for business.

F. Photographs - Don't fail to have pictures taken of the event. Post these pictures
prominently where your employees will have a chance to see them when the event is
over. Copies should be sent to special guests who participated in the ribbon-cutting
or who were on hand for the event. Copies may also be provided to newspapers,
radio stations, and Company internal newspapers.

TIPS TO YOU:

Move around, greet as many people as possible. Have your details planned out and
assignments made to staff members. Make your opening as smooth and as well
organized as possible. Have each employee assigned to some certain job that day.
Line up persons for photographs in advance to avoid hurt feelings. Always follow up
with a note of thanks to persons or firms sending flowers, etc. for your opening.

AND GOOD LUCK!

Published by the Chesterfield County Chamber of Commerce who will gladly assist
you with your opening.

Chesterfield County Chamber of Commerce
9330 Iron Bridge Road, Suite B
Chesterfield, VA 23832

804-748-6364



Sample Letter

This 1s a sample letter that you might consider sending on your company letterhead
to the elected officials of your choice. The bold face items are items you will need to
change to reflect your company's grand opening/ribbon cutting arrangements.

August 1, 2008

The Honorable Art Warren, Chair
Chesterfield County Board of Supervisors
P.O. Box 40

Chesterfield, VA 23832

Dear Chairman Warren:;

A great day is here. Our company is having a special grand opening celebration. To
show our appreciation to the county and its citizens for welcoming us into the
community, the ceremonies are planned for August 31, 2008 at 10:00 am.

We would like to take this opportunity to invite you to be our special guest during
the celebration ceremonies. Your presence will convey a message of vision for the
future to our employees and staff.

Our ceremonies are scheduled to start promptly at 10:00 am and will take place at
8440 Iron Bridge Road, Chesterfield. Please take a moment to jot the date and
time on your calendar. A quick RSVP call would be extremely helpful to our
planning staff. You may have your assistant contact the Chamber Office at 804-748-
6364 to let us know your intentions.

Thank you for allowing us to be a part of your community. We look forward to
seeing you on August 31st.

Sincerely,

Your Name
Your Company



