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PLANNING A PING PONG-A-THON

A Ping Pong-A-Thon event requires a local organiser or organising team to do the groundwork of 
setting up and running the event. The PONG HQ team provide event organisers with a step-by-step 
event manual, promotional material (print, film & website), secure online credit card donation facilities 
(and other donation methods), social media pages and email/phone/skype support where needed.  
The Pong HQ team will support the event organiser with rostering participants for their event and 
ensuring all men who sign up to participate in the PPAT receive a participant pack.

In many ways a Ping Pong-A-Thon event is quite simple. The key ingredients required are:

• A group of men (of any age)

• A venue with table tennis equipment

• Participants gathering sponsorship from their family and friends

• A passionate individual or team of people who take responsibility to organise/run the event.

There are two key challenges that most PPAT venue organisers face.  

1. LENGTH: The event runs for 24 hours, which either means a little sleep deprivation for the event 
organiser or a team approach to share the oversight of the event.  

2. MOTIVATING MEN: Encouraging/motivating men to commit to sign-up for the event with enough 
lead-time for them to raise sponsors.

EVENT ORGANISER
An event organiser can be any person who has a passion to see a PPAT event run in their community.  
Typically this person is someone who is well networked in their community with access to a group of 
men they can mobilise to participate in the event.  Ideally, a PPAT event organiser has strong connection 
with other key leaders in their community.  

Often a PPAT works best when an event organiser has a small team of people who assist with organising/
running different aspects of the event.  An event organiser and their team will need:

• Event-management experience, 

• A passion for justice or a desire to see men in their area experience community, 

• Strong organisational/time management skills,

• Effective networking/promotion skills

• A willingness to perservere and be creative when things don’t go to plan.
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HOST COMMUNITY
A PPAT event works best when the event organiser has the backing of a host community, (a local 
community organisation who sees the value of running the event and who invests in it’s success).   
A host community may be a church, a sporting club, a school or a community organisation, (eg, a 
Rotary group).  The host community often provides a venue for the event, insurance coverage and 
general support to the event organiser/team.  Typically the community hosting the PPAT event is an 
organisation that the event organiser is a part of or has strong connection to or a working relationship 
with. 

VENUE
ACCESSIBLE/CENTRAL
A PPAT can be held in a church hall, sporting club or community venue, in a rumpus room/basement or 
even a garage/shed. A PPAT runs for 24 hours so issues such as venue access, security, noise (overnight), 
may be factors that need consideration.  If a PPAT is going to involve participants from several different 
groups, (churches, schools, sporting clubs, community groups), choose a venue that is accessible and 
central to the region in which the PPAT will be promoted.

Choose a venue from which you are likely to draw a solid base of participants for the event.   If the 
event is hosted in a local church or a local sporting club that will have 20+ guys who are likely to 
participate in the event, that is a great foundation to build the event upon.  A local community hall 
might be seen as a venue that is more community friendly than say a church but if that venue is not 
‘home’ to anyone, men may be less likely to commit to participate. 

SIZE 
The number of guys participating will be a factor in determining the venue size required. A small 
PPAT that has one table running for a 24 hour period would typically require 24 men to participate, 
each committing to a three hour playing timeslot, (sometimes less than 24 guys are needed as some 
men sign up to play for six or nine hours instead of just three – they cover more than one playing slot, 
thereby reducing the number of men needed to cover remaining slots). 

The event is broken down into eight X three-hour timeslots, (typically starting at 3pm or 6pm on a 
Friday and finishing at 3pm or 6pm on a Saturday afternoon). 

A minimum of three men are rostered on for each three-hour period, (two playing, one resting). You 
can roster four guys or even up to six guys per table per timeslot if your venue size is limited (they 
play doubles instead of singles – four playing and two on the sidelines ready to sub in).  However it 
can add to the excitement of the event to add additional tables as the number of men registering to 
participate increases.  
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A typical table to participant ratio to help with planning your venue size and number of tables is:

1-2 tables: 20-40 guys

2-3 tables: 40-65 guys

3-4 tables: 65-90 guys

4-5 tables: 90-125 guys

5-6 tables: 125- 150 guys

6-7 tables: 150-175 guys

7-8 tables: 175-200 guys

Where possible choose a venue that has flexible options (a small room if you get lower numbers of 
guys sign up and a larger space if you need several tables to accommodate many participants). It is 
easier to create a great ‘vibe’ at an event in a venue that is smaller and intimate than in a space that is 
too large and has too many tables for the number of participants needed.  

As men sign up for your event, the Pong HQ Team will be in communication with advice as to the 
number of tables you should consider running for your event.  The first year a new location/venue 
runs, the event is likely to draw participant numbers sufficient for one to two tables.  As a venue runs 
in subsequent years, participant numbers and tables needed increases.  

EQUIPMENT
Basic equipment that you will need for a PPAT is:

• Projector or large TV. 

• Computer that can be linked to the projector/TV (with audio).

• PA/Sound system with microphone. 

• Whiteboard for displaying the PPAT tally and PPAT Hall of Fame Records, (refer to Section 3).

• Comfortable chairs/couch/bean bags where guys can relax when resting between playing stints.
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• Table and chair (or several if you have a large number of participants) to use for sign-in/registration 
as men arrive at the event.

• A kitchen or access to basic tea/coffee making facilities

• Table tennis tables/nets/paddles (it can help if the venue already has this equipment - saves 
sourcing and transporting tables).  

• Access to toilets.

• A first aid kit and someone with relevant first aid knowledge and qualification at the venue available 
to treat any injuries.

INSURANCE
The venue used for the PPAT event should have appropriate insurance and public liability coverage 
to ensure all participants are covered in the unlikely possibility of an injury or incident occurring at a 
PPAT event.  

AVAILABILITY
The PPAT venue needs to be available for set-up at least 2-3 hours prior to the start of the event, (allow 
yourself longer if possible) and at least 1-2 hours after the end of the event for packing down and 
cleaning. 

VENUE HIRE
PPAT work in conjunction with a host community so that a suitable venue for the event may be 
sourced, that is free of charge.  Venue hire fees means a portion of funds raised has to be allocated to 
event costs.  This is to be avoided. Contact Pong HQ if you have issues sourcing a suitable venue. 

RECRUITING PARTICIPANTS
Any guy can participate in a PPAT.  PPAT’s have been hosted by churches in the past, but the PPAT event 
is not an event for ‘Christian or church’ guys.  It is for all men. 

In 2013, participants as young as nine years old and as old 79 years of age engaged in the event. 
Under 18 participants must be accompanied/supervised by a parent/guardian or adult youth leader 
at all events.  Due to the subject nature of some of the issues the event focuses on we do advise 
parental discretion as to the appropriateness of participation for young participants.  That said, where 
appropriate supervision is provided, this is a great event for younger guys to be a part of and we 
particularly welcome father/son participation.
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INDIVIDUALS/GROUPS
Guys can sign up to participate as an individual, nominating what time slot or slots they would like 
to participate in.  Most guys typically sign up for one three hour slot, some will sign up for six hours, a 
small number of very keen men will sign up for nine hours. 

A great way to get participants signed up is to encourage leaders to create a ‘Group’, (this can be done 
through the PPAT website).  Groups can be of any size.  In the past guys have started groups for guys 
from their specific church, their small group, their school year level, their family, their sporting club, etc.  

The creator of a group invites guys to join their group, (guys will be asked if they want to register as 
part of a group during the online sign-up process).  The group may choose to play at one or more time 
periods during the event. (In 2013, at the largest PPAT venue, 20 young adults from a church signed up 
to cover 5 tables for the midnight to 6am period of the event).  This is a great way to involve groups 
of guys and to cover timeslots in the event instead of having every guy register to participate as an 
individual.  

MOTIVATIONS
Different men will be drawn to participate in the PPAT event for different reasons, some of which may 
include:

• They’re passionate about social justice or issues of human trafficking/exploitation 

• They want to have fun with their mates

• They like table tennis

• They see it as a way they can make a difference in the world

• Peer pressure – all the other guys are signing up

• They hear about the issues through promotion of the event and are moved to get involved

• They see it as an opportunity to build friendships or strengthen relationship with family members 
(fathers/sons) or experience community

• They want to be part of something that changes lives

It is important to consider what will motivate different men to participate in the event.  Try to tap into 
several of the above motivations through your promotion of the event.  
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SIGNING UP
The sign up process for participants is relatively simple.  A guy goes to the PPAT website sign up page 
and chooses whether to sign up as part of an existing group or as an individual.  He then chooses the 
location of the event he wants to participate in, enters his personal information and his playing time/s.  
He then has the option to personalise his fundraising page, and can begin seeking sponsors. 

Fundraising Page
Upon sign-up a fundraising page will be automatically created for the participant, (if signing up as part 
of a group, there will be a group fundraising page and an individual fundraising page created). The 
participant can personalise his fundraising page with his photo, sponsorship message, and fundraising 
target and then use the page to seek sponsors from his family/friends.  This is one of the key tools 
participants can utilise to gather sponsors.  Get familiar with your own fundraising page so you can 
assist guys to maximise their use of this tool. 

Playing Roster
Upon signing up, the participant’s name will be added to the playing roster for the event location of 
his choice.  More on rostering will follow.

Team Pong Emails & Promo Pack
All guys who have signed up through the website will receive a welcome email from Pong HQ and 
regular emails in the lead up to the event, (approximately 1 email every 2 weeks, increasing in frequency 
slightly as the event draws closer).  These emails will provide encouragement, ask guys to invite their 
friends/family members to participate in the event, provide links to video clips that will inspire guys 
to gather sponsors and give tips for gathering sponsors. As a guy signs up, he will also receive a Pong 
Promo Pack in the mail that will assist him with his sponsor gathering. 

ROSTERING
Pong HQ will provide you with a roster template to help you roster participants for your event.  It may 
be beneficial to find a volunteer who has strong administrative/organisational skills to undertake this 
role.  It will require a small amount of time each day in the month or so leading into the event.  As 
men sign up to participate, nominating their preferred playing time/s, the roster needs to be adjusted 
accordingly. The roster will show the names of guys signed up for each three-hour playing slot for your 
specific PPAT event.  The event organiser will have access to this roster so they can see where there 
is the greatest need for participation, (which playing slots still need to be filled).  As the event draws 
closer you can target your recruiting of further participants to the playing times that aren’t currently 
filled, ‘I.E. ‘we need three guys for the Saturday 6am-9am timeslot’. 

The roster reflects guys who have officially signed up not those who may have verbally said they will 
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participate. Getting guys to commit to the event by signing up online is a critical first step.  Until they 
sign up they will not have a fundraising page and will not receive a welcome pack or emails from Pong 
HQ that assist them with sponsor-gathering.  Instructions and support will be provided to the person 
taking responsibility for rostering your event.  

The ideal scenario with the roster is that you will find enough guys to participate in the event to cover 
all time slots for the number of tables that you are choosing to run throughout the event.  So, if you are 
planning to run a one-table event, you will attempt to recruit a minimum of 20-24 guys to cover the 
full 24-hour period.  Sometimes it is not possible to cover a certain timeslot for the event, despite your 
best efforts. Usually uncovered slots, get filled in the last days before the event, (a lot of guys are last 
minute in signing up), but if there is a timeslot that cannot be covered, it is not a huge issue.  In 2013, 
one of our venues couldn’t cover the 3am-6am time period, so the venue simply closed for this period 
and started up again at 6am.  Sometimes venues will have certain timeslots that are very popular eg. 
Friday night and for these time periods you may have enough guys to run more tables than at other 
periods of the event when numbers of guys rostered is lower.  Ideal, is to cover 1, 2, 3 or more tables 
for the whole event, but if you have periods where not all tables are being used, again this is not the 
end of the world. 

The overnight time period (midnight to 6am period) may seem like the most challenging period to 
find participants for, but in previous years, event organisers have overcome this by inviting a group 
of late teen/early young adult aged guys (with adult supervision) to cover the whole six-hour period.  
If you make a big deal about it being the toughest time slot (the graveyard shift) and that we need 
a group of hardcore blokes to take it on for the team, guys tend to respond well and rise to the 
challenge, (particularly if you’ve already gotten a couple of the key guys on board and primed to 
encourage others!).   
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INTERNAL/EXTERNAL RECRUITMENT STRATEGY
INTERNAL/IN-HOUSE
The most effective method to get guys signed up to the event is through a face-to-face ask.  This 
usually works best when a guy is asked to participate by someone that he already knows and trusts!  

With this in mind, identify key men of varying ages in your church, community group, school, sporting 
club who others naturally follow - men and boys who have influence.  Think particularly of those who 
you have strong relationship with and who trust/respect you.    Invite them individually or in a small 
group, if they know each other, to have a coffee/beer/meal with you.  Share with them about the PPAT 
event. Using the PPAT promo clip and other resources available on the PPAT website, help them to 
see how the event could be an incredible opportunity for men in their community to do something 
amazing to change the lives of exploited young people, (and build community among men in their 
local community).  If guys show an interest, ask them to help you recruit other men to participate in 
the event!  Grab their hearts, get them to register or start a group on the PPAT website, place promo 
material in their hands and brainstorm together how you as a team could get guys involved.  Don’t try 
to do it all yourself!  

When you have a handful of key guys signed up and pumped about the event, encourage them 
to gather men in their circle of influence and repeat the process you have undertaken with them.  
Encourage them to utilise printed promo material and social media as well as directly asking men in 
their networks to participate.  

Alongside this personalised approach, promote the event in a more public way by getting permission 
for a 5 minute promo spot at your church, community group, school or sporting club.  

In this promo spot: 

• Show the PPAT promo clip or one of the other promo clips available on the PPAT website

• Have a handful of influential guys of varying ages who you’ve already got signed up (see above), 
get up in front of the group and share why they are getting involved in the event

• Challenge guys to get involved in the event and invite them to sign-up following the promo spot 
or at the end of the church service/meeting.  

• Set up a sign-up booth where guys can sign up on a computer or tablet via the PPAT website.

You may need to repeat the above process several times to get some strong momentum and fill all of 
your playing slots.   If there is a lack of interest from a promo spot the first time around, get your key 
guys who are already pumped about the event to go around with a sign up sheet (or laptop/tablets) 
encouraging/challenging guys to sign up on the spot.  Sometimes guys need a push to take this initial 
step!  

Once momentum begins to build, guys will start to invite their friends, brothers, dads, uncles, sons, 
work colleagues, friends etc to join in the event with them.   
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EXTERNAL
The same method outlined above can be utilised if your event is aiming to engage men beyond your 
own local community, (i.e. you want several church groups or community groups to participate in the 
event). 

Identify key leaders in your region from these various groups.  These may include:

Youth, youth adult or men’s ministry leaders in a church

Leaders of Sporting clubs, (ask the local footy club to get involved)

Local Table Tennis clubs or associations

Chaplains or Teachers in a school

Leaders of Men’s Sheds, Shed Nights groups 

Radio Announcers from local radio stations

Leaders of Rotary or other community groups

Invite these leaders for coffee/beer/meal.  Share with them the vision for the event.  Encourage them 
to sign up to participate personally and place in their hands the strategy outlined above to help them 
recruit men from within their networks. 

Make a list of these leaders and check in regularly with each in the lead up to the event, encouraging 
their participation and help in getting men in their networks involved in the event. 

If a senior leader of an organisation shows a lack of interest, don’t be afraid to ask them, ‘Are there 
some guys in your church/club who you think would be interested in this event?’.  Sometimes finding 
the everyday guy who is passionate about justice or building community among men will be more 
valuable than trying to persuade a senior leader of the value of the event.  

ENGAGE WOMEN AS A KEY ASSET
Engage women in your church/group/club to help recruit participants.  Often a women is the one 
behind the scenes, encouraging or challenging their husbands, boyfriends, sons, brothers, friends, 
work colleagues, etc to engage in the event.  Women can also sponsor participants, promote the event 
on social media and organise different aspects of the event.  In any setting where you are doing promo 
to a mixed audience, make sure you encourage women to see the role they can play in encouraging 
the men in their lives to participate.
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MEDIA
1. Press release
Pong HQ will provide all event organisers with a written press release 2-3 months prior to their event.  
The event organiser is encouraged to email this document to any local print media in their area, (local 
newspapers, etc), requesting that they print an article/interview in the paper about the event.   Often 
local papers are looking for feel good stories and will be happy to print an article. They will often 
request that men participating from the local area pose for a photo to include with the article. The 
local organiser responds to such requests and organises a time for some participants to meet with the 
local photographer.  A photo with two or three guys with a couple of table tennis paddles, balls and 
headbands is all that is needed for a good pic.  Should a journalist desire further information than is 
provided in the press release, please advise Pong HQ and we will look after the enquiry. 

2. Radio
It is anticipated in 2014, we will have a community service radio advertisement available to be played 
on local radio stations in the region where a PPAT event will take place.  Team Pong will advise of this at 
the appropriate time and may ask for your assistance in getting in touch with the appropriate person 
at the local radio station in your region.    

In addition, we plan to produce a short interview that can be used by local radio stations in the lead 
up to the event.  We will advise on this in the coming months.

3. Television/Additional media
Should you have access to contacts at local television stations or strategic people within other media 
outlets, (print, radio, TV, online, etc); please get in touch with Pong HQ to discuss further. 

4. Social Media
The PPAT Facebook page is regularly updated with information about the event, updates of funds 
raised, clips to inspire participation and sponsorship, etc.   Event organisers are encouraged to utilise 
social media wherever possible to promote the event.  Online buzz about the event in previous years 
has seen approximately half of the funds raised for the PPAT come in during the 24 hours of the actual 
event.  

Some event organisers create a facebook event page for their own PPAT event and encourage guys to 
invite others from their networks to the page. 
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SPONSOR GATHERING
As guys begin signing up as participants and the PPAT draws closer, the focus of promotion shifts to a 
dual focus.  Recruitment of participants stays as a focus right up until the event starts, because many 
men don’t decide to participate until the last minute.  Unfortunately this severely limits their potential 
to gather sponsors from their network of family/friends.   Encouraging men to sign up well in advance 
of the event is critical in helping them maximise their potential for gathering sponsors.  A month for 
gathering sponsors will be more effective than a day!  However, many guys still manage to gather 
substantial sponsors through the efforts to engage their network during the actual event itself, so it’s 
never too late to begin.

Approximately 3-4 weeks prior to the PPAT event, promotion focused on helping participants gather 
sponsors is required. This can be done similarly and in tandem with recruitment through a promo 
spot in a church service or at a community/sporting event.  Again, the event promo clip or another 
of the heart-engaging film clips on the PPAT website can be shown, men who are participating can 
share why they’re getting involved and a direct ask can be made for people to sponsor those who 
are participating at a sponsorship booth/table at the end of the service, (set up a computer with 
Wi-Fi and you can process credit card donations on the spot or take cash/cheque donations).  Some 
participants in previous years have gathered 100% of their sponsors through this method.  Guys who 
haven’t signed up as participants yet, can also sign up on the spot after such a promo spot.  

Different participants will find different sponsor-gathering methods work best for their individual 
personalities.  Some charismatic ‘people-person’ guys are confident in asking everyone they know to 
sponsor them, others are too shy to make a direct ask face-to-face and so prefer to do all of their asking 
via email/social media.  Encourage guys to try different approaches that work for them.  These might 
include:

• Linking their family, friends, work colleagues to their personal fund-raising page via a direct email 
or facebook message

• Sharing PPAT Facebook page status updates with a personalised request for people to sponsor 
them

• Using the sponsorship cards they will receive in the mail as part of their PPAT Pack upon registration.  
A direct ask using these cards will result in the highest number of positive responses for sponsors 
for most people.  People almost always say yes to a direct ask for sponsorship when asked face to 
face by someone that they know, if it is for a good cause! 

• Asking for a couple of minutes at a work staff meeting or school assembly to share about their 
involvement and invite sponsors. 

• Get creative – there are lots of other ways participants and their families can creatively gather 
sponsors!  

The above methods will be outlined to participants in emails they receive from Pong HQ, but your 
encouragement and that of other guys in your community will go a long way to helping guys get 
stuck into gathering sponsors.  Ask guys regularly, ‘how’s the sponsors going?’.  
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GIVING OPTIONS 
There are several ways participants can be sponsored in the event.  These include:

Cheque

Cash (participants place all cash donations they are given in an envelope and hand in upon they 
arrival at the event).  Alternatively they can bank cash in the lead up to the event via the Ping Pong 
bank account.

Direct Bank Account Transfer

Credit Card via the secure facilities at the PPAT website

All giving option details will be outlined on the 2014 version of the PPAT website, (coming soon).  

TEAMWORK
All event organisers are encouraged to get others to assist them in the planning, recruiting and 
promotion of the event.   When several people catch the vision for the event, the network of participants 
widens significantly!  
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APPENDIX
PING PONG-A-THON TIMELINE
You may find it helpful to print out 

6 Months Before The Event
Engage in initial discussions with PPAT Team about the possibility of hosting an event.  

Communicate with key people in the local community about the event and gauge level of interest for 
a PPAT event in your area. 

5-6 Months Before The Event
Read PPAT Manual. Learn what is involved in running the event.

In communication with PPAT HQ, commit to running a PPAT.  The deadline this year is Monday June 
9th 2014. 

Finalise the date and venue for your event, book the venue and communicate this information to Pong 
HQ. When booking venue -  allow for set up time and clean up time when booking, (2-3 hours set up, 
1-2 hours clean up).

Using the Recruitment strategy outlined in PPAT Planning Document, meet with key leaders (internal 
& external) who will help recruit participants. Get the event date in their diaries and encourage them 
to start discussing the event with their respective communities.  As you have conversations with key 
leaders, ask, ‘is there someone else you think might be interested in the PPAT event that I should get in 
touch with?’.  Your contact list will grow.  

4-5 Months Before The Event
Meet with key leaders in the region and key leaders from within your own community who’ve not yet 
heard about the event. 

3-4 Months Before The Event
Distribute PPAT promotional material (received from Pong HQ) to key leaders/contacts in your region.  

Encourage leaders to begin general promotion of the event in their networks.  Send them the relevant 
information from PPAT: Planning A PPAT document to assist their recruitment efforts.

Continue meeting with key leaders in your community/group.  Grab their hearts and get them primed 
to help get other guys involved.  
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Seek permission for initial promo spots to be held next month. 

Invite a well organised/admin savvy person to take on the rostering role for your event.  The team at 
Pong HQ will provide instructions/support to get this person familiar with their role. 

2-3 Months Before The Event
Begin sourcing table tennis equipment for the event.  Invite your local sporting goods retailer to 
consider sponsoring the event with the provision of nets, paddles, balls.  

Begin promotion direct to potential participants.  Follow the relevant info in the Recruiting Participants 
section of PPAT: Planning A PPAT document.  

Begin direct promo spots (both internally and externally) in churches, sporting clubs, schools, 
community groups. 

Set up a facebook page for your PPAT event.

Follow instructions from PONG HQ with regards to press release and radio interviews, (you will be sent 
information).

1-2 Months Before The Event
Key focus is on getting men signed up to participate and encouraging them to gather sponsors as 
outlined in the Recruitment strategy.

Contact each of your key contacts, see how they’re going with promotion.  Encourage them to keep 
at it. Emphasise that the easiest and most effective way to get guys to commit to the event is to invite 
guys face-to-face and/or have a sign-up booth at church services or community events, where guys 
who are passionate about the event directly ask guys to sign up and participate in the event.  

Encourage participants to gather sponsors. 

Gain permission for another round of promo spots at your church, school/club. 

Re-read ‘Ping Pong-A-Thon – Event Execution’ document.

Make a list of any equipment you need to source or people you need to help you organise/run different 
aspects of the actual event.  

2-3 Weeks Before The Event
Promote, Promote, Promote! For participants and for sponsors. Refer to the PPAT Promotion Strategy.

Keep checking in with key leaders to encourage their recruitment efforts.

Continue promo spots with a dual emphasis on recruiting participants and inviting people to sponsor 
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participants at a booth/table at the end of the meeting.  Ask participants who are doing well in sponsor-
gathering to share with other guys how they’re going about it – what is working for them.  This will 
encourage guys who’ve not yet started gathering sponsors.  Keep an eye on the PPAT facebook page 
for stories like this.  

Follow up with people who have agreed to loan table tennis equipment and organise a suitable time 
to pick up the equipment 

Invite some guys who are participating in the event to assist you with any aspects of setting up or 
running the event.

1-2 Weeks Before The Event
Many guys will sign up this week and do the bulk of their sponsor gathering from this point. Keep 
promoting the event, recruiting and encouraging participants to gather sponsors.

Do one last promo spot the weekend prior to the event with an emphasis on sponsorship.  Play a clip 
from the PPAT website that moves people’s hearts and invite them to donate on the spot. 

Re-read ‘Ping Pong-A-Thon – Event Execution’ document.  Make a shopping list that might include:

• table tennis nets, paddles and balls

• Tea, coffee, milk, drinks and basic snacks 

• Food for meals, (if you decide to provide any meals)

• Garbage bags, bluetack, whiteboard markers (source whatever you can without cost where  
 possible). 

Check with the event venue that all is okay with the booking.  Arrange a time to access the venue, 
(pick up keys, etc).

Ensure you have a well-stocked first aid kit and someone qualified available to provide medical 
attention if needed during the event. 

Download (from PPAT website) & test-run the clip that you will play to participants at the beginning of 
each new timeslot at the event.  

1-2 Days Before The Event
Shop for everything on your shopping list. 

Ensure the table tennis tables and equipment have been moved to the venue.  

Contact your event helpers to ensure they know what time they are needed and what they are 
responsible for.
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If you have access to the venue, set up the space, (you never know what emergencies might crop up 
on the day of the event that might require your attention!).  Test the PA & computer to ensure the film 
that will be played to participants can be seen and heard!  

Please refer to Ping Pong-A-Thon Event Execution for instructions on set-up and running of the event. 

Get some rest!  

The Day Of The Event (refer to ‘Ping Pong-A-Thon: Event Execution’ document)

Post-Event (refer to ‘Ping Pong-A-Thon: Event Execution’ document)
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www.pingpongmarathon.com


