SOUP
H OW TO S O U P I N YO U R C O M M U N I T Y

i n s p i r i n g a n d e n c o u ra g i n g
c o m m u n it ie s to s e lf- o rga n i s e
an d s e lf- ac t ivate

P I TC H FO R T H E P OT:
COMMUNITY SOUP
W H Y P I TC H FO R T H E
P OT ?
Pitch for the Pot events are all about
making great ideas a reality. They are
a powerful tool to start conversations,
develop community support networks
and micro-funding opportunities for new
projects, people and ideas in and for your
communities.
Thanks for your interest!
There are many ways to create a great Pitch for
the Pot event. To help YOU have a successful
event Gap Filler is sharing what we’ve learned.
We have developed this recipe book from our
experiences to get you started with the basics!
It’s not the ONLY way to do things by any
means, but just a guide based on what we’ve
learned. So by all means, take from it what you
will.
Community Soups are about inspiring and
encouraging communities to self-organise and
self-activate. Our ultimate vision is of a city that
empowers and enables citizens, and provides
opportunities for collaboration.

H I STO RY
In 2015, Gap Filler and the Ministry of
Awesome (MoA) began a collaboration
to explore alternative community funding
models. After some research and much
coffee, we discovered the Soup events
already being held in the USA. We were
particularly inspired by Detroit Soup, which
began in 2010 with just 20 attendees.
Despite such humble beginnings, Detroit
Soup is still going strong and has been the
inspiration for many other Soup events.
Gap Filler and MoA created a small team, and
in the dead of Winter, ran their first Soup event
called Winter Soup. It was a hit, with dozens of
attendees and some great pitchers; the winning
idea - a holistic antenatal programme - took
home a pot of over $700 to start their new
business.
We think SOUP is pretty wonderful as a way
to make small ideas happen. There are lots
of people with great ideas out there and
sometimes all they need is a little boost to
get started. Gap Filler has always been about
supporting people with ideas to realise them, so
we are passionate about the SOUP format.
And so, after a full season of Pitch for the
Pot: CHCH Soup, we decided we wanted
to share what we have learned in putting
on SOUP for more than a year with specific
communities, supporting people in those
communities to make ideas in their area
come to life. To assist, we’ve created this
recipe book and some additional resources
we think will be useful to help you put
on your own SOUP event or anyone who
is interested in hosting SOUP in their own
community. We want to see if our idea to
share the SOUP format far and wide has
legs.
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TEAM

A SOUP event should be fun and easy. Things
work best if people that are part of your
organising team or volunteers are assigned
specific roles so everyone has clear expectations
and responsibilities for the evening. Make sure
you have someone to fill each of the suggested
roles below to ensure all jobs get done. People
can double up and additional volunteers can be
attached to each role, but if you have a ‘leader’
of sorts for each role below, it makes things
easier.

CORE TEAM ROLES
COORDINATOR - Someone needs to
be responsible for seeing through all the
development and implementation of the
event. This is the most important role and
will require a fairly high level of commitment,
it does help if the person is very familiar
with the community the event will take place
in and if they have experience managing
events and/or people.
PROMO/MARKETING STAR- This role is
responsible for finding ways to promote the
event and all the things that are needed. They
must be comfortable using a computer and
should also be happy talking to people about
the various needs of the event.
THE PEOPLE PRODUCER - This role is
responsible for tracking down and all the
people that are needed to make this event a
success; the chef/baker, the pitchers and the
volunteers. They must be a real people person,
be really clear on all the different roles that
need to be filled and confident to ask for things
(like free soup)!
EVENT MANAGER - It really helps to have
someone that has knowledge of how events
work and knows what to expect - we’ve tried to
detail everything you need to think about but
there is nothing like a little bit of experience!
This role is responsible for organising the
venue, H&S, and making sure the event goes off
without a hitch!
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TEAM

ON THE NIGHT ROLES
SET-UP TEAM – A group of people who
can meet at least an hour* before the
doors open to set up tables, arrange chairs,
prepare food table and speaking area, put
up decorations, etc.
DOOR – A team of two people to stand at the
door, greet attendees and mark them off the
ticket list as they enter the venue. These people
should ideally be friendly, chipper sorts and be
able to answer questions about the event.
DRINKS/BAR – Offering people a drink is a
nice addition to the event and gives people
something to focus on when they arrive.
Depending on the space and the audience,
you can offer water, coffee, tea or alcoholic
beverages in licensed premises. If you manage
to get some drinks donated as we sometimes
did, you can offer these too.
FOOD TABLE - Make sure someone is
responsible for cutting bread, heating soup
and setting up the serving table. Also make
sure there are enough people to serve the soup
relatively quickly so people, aren’t queuing for
too long and the soup stays hot. Keeping areas
clean and tidy needs to be a priority too.
PITCH GREETER – This person is responsible
for checking in with your idea pitchers for
the evening as they arrive. Each presenter
should understand the evening’s agenda, their
responsibilities as a presenter, which order
they’re speaking in and any other logistical
information.
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MC – The MC is a very important role.
This person should be a confident
speaker, understand how to control the
room’s energy and should be comfortable
explaining and talking about SOUP values
and history. The MC facilitates the evening,
tries to keep things moving and to time and
supports the creation of a fun, communitybased environment. The MC role can be
shared by two people. Timer – To make sure
each presenter only uses about four minutes
during their presentation, have a timer sit in
the front row and give the presenter a one
minute warning.
FLOATERS – If possible, it’s helpful to have
a few people assigned to mingle with guests,
encourage conversation and be prepared to
step in and support or replace other positions.
CLEAN-UP TEAM – It’s important to
encourage all SOUP attendees to help with
cleaning up the space (the MC should direct
folks where to put their rubbish, tables, chairs,
etc.) but assign team members to stay after and
make sure the venue is left clean and all SOUP
supplies are well organised.
PHOTOGRAPHER/SOCIAL MEDIA GURU –
It’s great to document the event and also really
nice to put some live updates on social media.
If someone is not confident talking with people
this can be a great role.
*This will depend on the number of helpers that
you have - if you have less helpers, everyone
will need to arrive a wee bit earlier.
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METHOD

ABOUT TWO MONTHS
BEFORE SOUP:

A MONTH
BEFORE SOUP:

V

Set a date and location for the event

V

V

Build your team. Find people who
are interested to help make the event
happen. Start assigning roles if you
know a person is suited to a particular
role.

Begin to secure food/soup-makers/
chefs, based on the estimated number
of attendees

V

Continue to promote and publicise

V

Begin to secure ‘pitchers’

V

Assign tasks and responsibilities

V

Estimate the number of attendees (for
catering purposes)

V

Initial outreach: Save the date and call
for proposals
V

V

V

V

Connect with community members
through newsletters, flyers, email
blasts, events, word-of-mouth, etc.
Use social media and websites.
We suggest you create a SOUP
Facebook page and create an
event.

TWO – THREE WEEKS
BEFORE SOUP:
V

Secure food-makers

V

Big push for outreach and proposals:

Create a flyer with all of
the information to send out
electronically and to promote
physically
(After the first Soup Event) Check
in with the past winner and confirm
their attendance to give a progress
report on their project

NOTE – A small note on bowls and spoons:
We always really liked the atmosphere
that BYO bowl and spoon creates. It also
saves on washing up and waste. You need
to have some bowls and spoons available
for anyone who forgets to bring their own
bowl and spoon. It pays to let people
know about this in advance (in poster/social
media/flyer etc) and then again right before
the event.
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V

Community event/speaking
networking events

V

Email and newsletter outreach to
community residents and SOUP
supporters

V

Email and newsletter of associated
organisations

V

Social media - Post on the
Facebook page regularly,
announcing information (chefs,
pitchers, past winner, venue,
posting pictures of prep work etc.)

V

Begin to secure volunteers for the
dinner

V

Confirm pitchers and mentor as
appropriate
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METHOD

ONE – TWO WEEKS
BEFORE SOUP:
V

Heavy promotion and outreach for
attendance (remind people about
bringing bowl and spoon if doing that)

V

Set the evening’s agenda

V

Confirm chefs are ready and have all
the details

V

Confirm team member/volunteer roles
and responsibilities

V

Arrange for dinner materials

S O U P D AY :
V

Send out reminder on FB/Eventbrite
about BYO spoon and bowl

V

Set up the venues

V

Put up signage

V

Position volunteers and team members,
review responsibilities

V

Open doors- HAVE FUN! (See Event
Plan for more info)
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P O ST E V E N T:
It’s really important to follow up on your
event to ensure the best possible outcomes
are achieved.
V

Finish cleaning up venue and returning
things that have been borrowed to their
owners

V

Share winner’s story on facebook/other
media

V

Send thank-you’s to vollies and helpers

V

Document your experience - what
worked well? What would you do
differently next time?

V

Decide if you will host another Soup
event and send round/promote the
date if so.
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AGENDA

Here is our basic Event Plan for a Soup event. It’s a good place to start. Be flexible though and make changes to fit
your own community:

PRE
1715

VENUE SET UP

A team of two people to stand at the door, greet attendees and
mark them off the ticket list as they enter the venue. These people
should ideally be friendly, chipper sorts and be able to answer
questions about the event.

1730

ALL PREPARED &
DOORS OPEN

All team members and volunteers are briefed and in place. Welcome
people as they arrive and indicate you’ll be getting started shortly.
Make sure to give everyone a voting token (or whatever system you
will be using) and let them know how to use it. Encourage people
to talk to each other and get a drink if you have them available.

1800

READY TO GO

MC asks people to take their seats and allows time for people to
do so.

1805

WELCOME

The
five
N
N
N
N
N
N

MC welcomes the audience and gets things started! Over about
minutes they need to touch on:
Health & Safety and basic information about the evening’s event
Explain the SOUP concept, brief history and why it’s happening
in this community
Values and goals of SOUP
Review tonight’s agenda, how SOUP works,
Go over the voting process
Keep it brief, fun and exciting! If the MC is excited, the
audience will be!

1810

PROGRESS REPORT

Past winner is invited up to give a progress report on their project
(we find this gives a chance for the pitchers to settle in a bit more
and ‘see how it’s done’). Ask them how they used the money from
SOUP and to share stories about their successes and challenges in
the past few months.

1815

PRESENTATION #1

Invite the first presenter up, give them four minutes to speak and
present their idea. MC asks a question then asks the audience for
questions. Try not allow question time to run over 5 -10 Minutes and
remind audience to get more information on this project over dinner.

1830

PRESENTATION #2

Invite the second presenter up – same deal!

1845

PRESENTATION #3

Invite the third presenter up – same deal!

1900

PRESENTATION #4

Invite the fourth presenter up – same deal!
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1915

CALL FOR
WILDCARDS!

MC asks the crowd for any wildcards, they are then treated
exactly as per the earlier speakers; 4 min to pitch, 5-10 minutes
for question time and on to the next one!

ABOUT
1930

PRESENTATION OF
THE FOOD

MC describes that SOUP is also about highlighting local
businesses/chefs/talent and talks a little about who prepared the
soup and bread. MC then invites these people up (if available) to
say a few words about their food inspiration and what has been
made for tonight. MC explains how serving of food will work.
Remind people to talk to the presenters, each other and to VOTE
on which project they like the best. Make sure everyone knows
where the voting box is and how to cast their vote!

ABOUT
1935

DINNER

Put on music and give people a good amount of time to eat,
talk and vote. After the food line goes down, remind folks to cast
their votes! When it seems like everyone has done so, select at
least two team members to count the ballots and determine a
winner.

ABOUT
2000

WINNER
ANNOUNCED

The MC should bring everyone back and quiet in their seats.
Thank everyone for being part of SOUP, highlight the importance
of each person in the room
N Recognize team members and volunteers for their work,
thank the venue for using their space
N Announce when the next dinner will be and how to stay
updated— sign up at the door, Facebook, website, email, etc.
N ANNOUNCE THE WINNER AND DOLLAR AMOUNT- Invite
them to the front to accept the money, take some photos
and publicly ask them if they will come back to report on
their project at the next event.

ABOUT
2015

CLEAN UP

Ask everyone to help! Make sure team members have jobs
assigned and competent doing them. Finish up and thank
everyone. Home time!
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D I N N E R M AT E R I A L S

Even if you’re working within a very tight
budget, there are a few items you’ll need to
bring to SOUP. Some items may be supplied
by the venue (table and chairs), some you
may be able to get donated (soup bowls
and spoons if not doing BYO) and others
are optional materials to help add to the
atmosphere. See list of suggested materials
you may want to bring to the dinner. You
will need to have a couple of things to
ensure your event is a success:

THE BASICS:
V

Bowls (or BYO option)

V

Spoons (or BYO option)

V

Serviettes or paper towel

V

Rubbish Bags

V

Serving utensils - soup ladles, bread
knives, bread boards

V

Pot and heating source for soup e.g.
gas burner, BBQ

V

Seating of some kind (cushions, foldout chairs, benches etc. – tables are a
good idea if possible)

V

Voting system (ballots and voting box,
marbles and jars, whatever you can do!)

V

Some signage (even if it’s just a piece
of paper posted to the door!)

EXTRA MILE:
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V

Table cloths

V

Cups and/or drinks

V

Centrepieces/decorations (candles,
flowers, something creative)

V

Music and speakers

V

PA/Microphone system

V

A creative sign for the front

V

‘Washing Up’ gear

V

Lighting
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P I TC H E R S

We recommend approximately four-five
pitchers. If possible, try and get a good
variety rather than too many along the same
theme. Try and welcome everyone but don’t
be afraid to say ‘not this time’ if you feel
that their idea is a double up or they don’t
fit with the style of the event - remember
this is all about community!

Some example questions of what you can ask
potential pitchers to get an understanding of
their pitch idea:

You will need to utilise your networks to
find your pitchers. Start sharing the idea for
the event, and the ‘Call for Pitchers’; you
might be surprised by who pops out of
the woodwork. If very few people put their
hand up initially, you may have to do some
shoulder tapping. Follow some of the ideas
indicated in our ‘How to find Volunteers’
section. After the first event and people
understand the format, pitchers should
become easier to find.
The Criteria for pitching at a SOUP event are
as follows:
V

Must be cool

V

Must do ‘good’ for your community
and/or be a person/group that comes
from your community

V

Must be (at least partially) realised by
the next Soup

1

What need are you tackling and is anyone
else already doing it?

2

What is your idea, how will it help and
benefit your community?

3

What will you use the pot for and what
support do you need?

4

What will success look like?

P I TC H P E R F E C T
DOCUMENT
If their idea clearly doesn’t fit, then they’re
not suited to a SOUP event - break this to
them gently and try and see if you can offer
them an other option (for e.g. new business
ventures might like to contact Ministry of
Awesome Christchurch for some advice!).
Use the ‘Pitch Perfect’ document supplied
with this recipe book to send out to
potential pitchers. This will give them a basic
direction for their pitch.

Pitchers get 4 minutes and can be asked
questions for 5-10 minutes. Trust us, the
best ideas for the SOUP format, are those
that are appealing and achievable. There
are MANY great ideas out there, but not
all will suit the SOUP format. When people
contact you wanting to pitch, give them
these criteria and share the ‘Pitch Perfect’
document with them.
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SOURCING HELP AND
G E TT I N G VO LU N T E E R S
ON BOARD
It can sometimes seem a bit daunting to find
enough people and volunteers to support
an event. We believe Soup is a great event
for anyone to get involved with and one
that people find really rewarding to support;
it creates great opportunities for people to
develop personal skills and give back in a
meaningful, yet fun, way to their community.
Some ideas for how to get people on
board:






Utilise networks you already have
- who has helped you and/or your
community in the past? What about
your friends and family? What cafe do
you visit regularly? Ask them!
Local media - newsletter, Facebook
pages and community papers - great
for getting the word out for helpers
and the event!

Use some of the Promo and Media
information below to tell the story and get
people excited!
It’s really important that you make your
expectations really clear to helpers and
volunteers to ensure everyone has a great
experience. Sometimes the best way of
doing this is to write it down and then
discuss in person.
There isn’t one way to approach people for
help. Just remember:


Be polite and clear about what your
asking



Tell them about the event and the
valuable outcomes for your community



If there a business - be sure to tell
them about the promotion you’ll
be giving their business and the
opportunity they have to support a
community event



Be kind and understanding if they can’t
help this time round!

Volunteering networks - VolCan can
you offer you some really great advice
and support on how to find volunteers
too
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MARKETING
& BRANDING
Included in this recipe book is::


a poster file (PDF form style) that you
can adapt for your event OR feel free
to create your own unique poster



A SOUP logo for use on any publicity
material such as posters, flyers, web
and social media

SOUP RECIPE BOOK

To promote your event:


Create a Facebook page and create
an event. Use a good cover image and
update it with posts about the event,
the food, the location etc regularly. Ask
other locals to share the event through
their own Facebook pages.



Create a poster. You can adapt the one
we have provided or create your own.
Visit local businesses and ask them to
put up a poster in their window. Other
ideas: libraries, community noticeboards, schools, fences of willing
people



Talk about it. Chat to people in your
community and ask them to help you
promote it and tell possible pitchers
they may know about it.



Connect with people. Email people
the details and include the poster or
a flyer version of it to raise awareness.
Connect with others who are linked to
various community groups and ask if
they might promote the event through
their channels.



Talk to the paper(s). Write to your
local community newspaper telling
them about the event. Suggest writing
6 weeks - 1 month out so they might
do an early story in order to help you
locate pitchers. Follow up with them 2
weeks before the event to see if they
will send a photographer to cover it
and report on the event and its winner
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MARKETING
& BRANDING
H O W T O TA L K A B O U T
SOUP

H OW D O W E R E F E R TO
GAP FILLER?

Here are some suggestions for copy you
might like to use in media releases, on
websites or social media or in emails or
newsletter you might need to send out.

Gap Filler have tested and refined the SOUP
format several times over 2015 and 2016.
They’re now sharing their SOUP format
and what they’ve learned, with suburban
communities and anyone interested in
hosting an event. Gap Filler’s hope is for
communities to be enabled to put on
SOUP events of their own to connect with
each other, support neat ideas and really
participate in their spaces.





WHAT’S SOUP?
SOUP is a community event that aims
to make cool, fun and achievable small
projects happen quickly. For their ticket
price, attendees receive delicious soup,
bread and one vote. Attendees will
hear around five people pitch projects
they aim to realise in their community.
Questions get asked and then everyone
votes. At the end of the night, the
winner goes home with a pot of money
to carry out their project. At the next
SOUP event they come back and report
on its success.

We’d be happy if you’d say something like:


This event is supported by Gap Filler &
The Red Cross

If you are unsure, please contact us at
fillthegap@gapfiller.org.nz.

CALL FOR PITCHERS
Got a great idea for a cool, fun project
for ‘‘your town/community name here’’
that you’ve been itching to get off the
ground? SOUP is the event for you!
It might be an event, a little project,
a new website, an artwork, a working
bee to get something done in your
neighborhood, a garden... anything
really! It’s just got to be achievable
within about 4-5 months. To that end,
SOUP is supporting small, relatively
easily achievable projects.
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OT H E R H OT T I PS FO R
A SUCCESSFUL SOUP
1

H AV E F U N !

Try not to let yourself get stressed out on
the day-of the event! SOUP should be fun
and full of positive energy so try and keep
radiating that for everyone’s benefit. After
the first event, things will become easier
and easier. Keep an easy-going attitude and
celebrate your work. If people are stressed
or nervous, it might be helpful to talk the
team through the values and vision for
SOUP to remind them all why they’re doing
the work at your pre-event briefing.

2

3

FEEDBACK

After each dinner, it’s important for the team to
gather feedback from attendees and meet as a
group to debrief the event. It’s nice to break up
the conversation into segments and do “SOAR”
Analysis: Talk about STRENGTHS and potential
OPPORTUNITIES of the event just been.
ASPIRATIONS for future events and what actions
need to be taken to see RESULTS.
Use this discussion to create a to-do list. Ask
team members and volunteers to take on
specific tasks to make sure everything gets
done before the next SOUP!

I T ’ S I M P O R TA N T T O
TA K E P I C T U R E S ,
S H A R E STO R I E S A N D
P R O M OT E T H E WO R K!

Keep a list of:


Past winners’ projects, money raised
and contact information. Ask them to
send you images for sharing on the
Facebook page.



The approximate number of attendees
at each dinner



Attendees (contact list and food signup)

It’s important to celebrate your own
numbers and share the stories your SOUP
tells. Send out a newsletter, tell the news,
announce your stats at each dinner.
Celebrate hard work and success in your
community!
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TERMS &
CONDITIONS
T H E S E R I O US ST U F F !
B U T I T ’ S R E A L LY
I M P O R TA N T T O U S .
PROMOTIONAL, MARKETING, BRANDING

PUBLIC LIABILITY INSURANCE

Gap Filler grant permission for you to use
the SOUP, Pitch for the Pot branding on
this and subsequent event branding. With
any promotion for your initial event, please
refer back to the history of ChCh SOUP
and communicate the support from Gap
Filler and Red Cross. You may then chose to
continue using the Pitch for the Pot branding
or create your own.

It is advised that you secure Public Liability
Insurance for your event if you don’t already
have it. If you need help securing this and/
or a site, contact Life in Vacant Spaces for
support.

FUNDING
You are responsible for funding all elements
of your community event. This includes the
planning, promotion and implementation of
the project.

REPORTING
We would love to know how your SOUP
goes! And we want you and others to
succeed. Your info and feedback will help
SOUP be picked up by more communities
around New Zealand. This may include a
small post event report and some photos
that we can share amongst our networks.
You can email this through to:
fillthegap@gapfiller.org.nz

HEALTH & SAFETY COMPLIANCE
You are required to comply with all current
health and safety regulations. For more
information check out Christchurch City
Council Event Health & Safety Management
Plan. A Risk Assessment template has been
included with this recipe book.

EVENT MANAGEMENT
You are required to maintain the high standard
of Pitch for the Pot events.
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A N D F I N A L LY !

We hope you have a great SOUP event
and get as excited as we do about seeing
people in your community with great ideas
have the means to realise them.
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RESOURCES
V

A poster file (PDF form style) that you
can adapt for your event OR feel free
to create your own unique poster

V

A SOUP logo for use on any publicity
material such as posters, flyers, web
and social media

V

Pitch Perfect document

V

H&S Risk Assessment Template
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SOUP

