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Reserving Space at Soul Voyage

(Outside of monthly leases)

1. Request the Space

Visit https://docs.google.com/forms/d/e/1FAIpOLSdgWsgEdYX40T1208CGM-
dvBR2vGUvVE9gM110zlp022VOnMiw /viewform and complete the official room request.

2. Pay Deposit and Get Confirmation
The office will respond with whether the room is available, and what the rental rate
would be. 50% of the rental rate is due upon reservation. The deposit is non-
refundable, but would be transferred if an event needs to be rescheduled due to an
emergency. (Venmo @Briana-Benn-Mirandi, Check made out to Soul Voyage Trauma
Center, Paypal to SoulVoyageTraumaCenter@gmail.com, or cash.)

3. (For Public Events) Market Your Event

There are three options to market your event:

1) Pay Soul Voyage to market it for you. For $15, our marketing assistant will put
your event out on Instagram, Facebook, Eventbrite, and more! They will also feature
you in our social media spotlights with pictures and/or video you provide.

2) Market it yourself through Soul Voyage’s social media streams. We can give you
an invitation to post events on Facebook and Eventbrite. You can even use our social
media account access to link back to your personal website or social media accounts
to streamline sign-ups.

4. Final Reservation Payment Is Due Two Days Before Your

Event.
Same payment methods are available as for deposits.


https://docs.google.com/forms/d/e/1FAIpQLSdgWsgEdYX4QT12Q8CGM-dvBR2vGUvF9gM1IOzlp022V0nMiw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSdgWsgEdYX4QT12Q8CGM-dvBR2vGUvF9gM1IOzlp022V0nMiw/viewform
mailto:SoulVoyageTraumaCenter@gmail.com

How To Make An EventBrite Event

. Upon request, Soul Voyage will send you an email invitation to be an

event organizer on the Soul Voyage EventBrite page.

. Log in to Eventbrite. Then, follow the tutorial video here:

https:/ /www.yvoutube.com /watch?v=meK5WX1SdS4

. IMPORTANT! When making your ticket, if you do
not want to collect payment through EventBrite, then
make a Paid ticket, and name it “DO NOT PAY HERE!
INSTRUCTIONS IN DESCRIPTION.” (See picture.)
Don’t forget to put payment instructions in your
event description!

(— Ticketname ™

DO NOT PAY HERE! SEEINSTRUCTIONS IN

DESCRIPTION

+Add ticket description

(— Price®

§30

Buyer total: $33.85

. Alternatively, you can even receive payment from Eventbrite directly, but
you will need to connect with Briana to add your bank account to our

account.

. Once your event is complete, you can add your event to our social media
platforms and send an email blast to folks that follow us on Eventbrite!

Share on social | 5t New |

Use our Al tool to post to TikTok and LinkedIn in just a few clicks

Add to Facebook

Add your event to Facebook directly from Eventbrite

Send an event announcement

Email subscribers about your event

To create an event from Eventbrite to Facebook:

Step Action

1 5o to Add to Facebook under Marketing
2 Add a location, unless the event is online
3 Edit the event description

4 Select Publish on Facebook



https://www.youtube.com/watch?v=meK5WX1SdS4

