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With best practices and software recommendations, this easy-to-use guide is here to help  
Innovation Team Members run a successful Pitch Event from start to finish.

KNOW YOUR PIPELINE
Here is a quick rundown of the steps in your ‘Pitch Event’ pipeline:

BACKGROUND FOR RUNNING A ‘PITCH EVENT’

INNOVATION TEAM MEMBER 
Individual on the Innovation team that is 
responsible for communicating the value of a 
Pitch Event, as well as helping coordinate it.  
 
SPONSOR 
Senior Manager or above, with budget to invest 
in proposals. 
 
SUBJECT MATTER EXPERTS 
Individuals that are responsible for selecting 
proposals to move forward, to be presented 
in the Pitch Event. 
 
JUDGES 
Individuals, usually higher level executives 
in the organization, who are needed to help 
identify the most promising proposals. They 
fund the implementation of the winning 
proposals and also provide feedback to 
participants. 
 
FINANCIAL ANALYST 
Individual with expertise in assessing a 
proposal's financial impact on the business. This 
can be a borrowed resource from within the 
company.  
 
EMPLOYEES / PARTICIPANTS 
Individual(s) who submit proposals in the Pitch 
Event. Select participants eventually present 
their proposals to a panel of judges for possible 
funding. 

EVENT MANAGER (OPTIONAL) 
Individual from the Sponsor's organization 
who is responsible for running the Pitch 
Event. He/she recruit participants, manages 
judges, and more. 

KNOW YOUR ROLES
Here are the individuals associated with a ‘Pitch Event.’

❶ SUBMIT PROPOSALS 
In this first step, all proposals 
submitted (by Participants) for 
the chance to participate in the 
upcoming Pitch Event will display 
here.  

❷ SCREEN PROPOSALS 
All submitted proposals will be 
initially screened by Subject 
Matter experts. A 'Scorecard' 
action item will be triggered once 
any proposals are added to this 
step. 

❸ DEVELOP PROPOSALS
After a round of evaluation, 
Participants will receive a 
'Development' action item to 
further develop their proposal 
based on the feedback from the 
Subject Matter Experts.

❹ EVALUATE 
PROPOSALS 
A secondary round of 'Scorecard' 
action items are triggered to the 
Subject Matter Experts to review the 
latest updates and provide further 
assessments.

❺ DEVELOP PITCHES 
If any proposal gets to this step, 
they are triggered an additional 
'Development' action item to build 
and finalize their presentation (for 
the Judges). 

❻ JUDGE PITCHES 
The Pitch Event is happening!  
Judging action items are triggered 
to Judges' for all pitches that 
advance to this step. 

❼ HAND OFF FOR 
FUNDING 
Any pitches that are granted 
further funding are added to 
this step. From here the original 
Participants, along with the judges, 
will develop the pitch to be further 
implemented and applied.

❽ TRACK BUSINESS 
IMPACT 
Once the pitches are implemented, 
or planning to be implemented, the 
innovation team (in partnership 
with the Financial Analyst) track 
the qualitative and quantitative 
impact the pitch has on the 
business.

    PLAN  → SET UP → RUN → CLOSE → REPORT SUCCESS

Review additional recommended supporting roles for the Pitch App.
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KNOW YOUR PREREQUISITES

Cross these items off your list, prior to kicking off a new ‘Pitch Event’:

  Find Senior Managers (or above) with Budget to Invest in Proposals 
 These managers grant budget to the best proposals to support further exploration and development. 
 
  Secure Dedicated Time for Participants to work on Proposals 
 Participants need dedicated time to work on proposals. Supervisors must plan for some flexibility to support
 proposal development. We suggest allowing for several hours of work over the course of a few weeks. 

  Bring in an Experienced Event Manager 
 Find an individual who can schedule communications, run a showcase event, and coordinate schedules for all
 individuals participating.

SET UP YOUR ‘PITCH EVENT’
Once all prerequisites are met, let’s set up the actual ‘Pitch Event’ site in Brightidea.

PLAN→ SET UP → RUN → CLOSE→ REPORT SUCCESS

REQUIRED TO-DO’S

  Create Your ‘Pitch Event’ Site 
 Select the Pitch App in the Apps Pillar. The App Creation Wizard   
 will guide you through all key components needed (title,    
 description, Participants to invite, etc.)

 
 TIP! Be sure to invite all users requested by the Sponsor.

  Confirm Your ‘Call-to-Action’ Section 
 Detailing the process of your Pitch Event will help your participants   
 understand what is ahead. Ensure to update the 'call-to'action' widget  
 to reflect key milestones in the process. Enable widget edit mode to   
 quickly update and save.

https://support.brightidea.com/hc/en-us/articles/222980927-Pitch-Fund-Business-Plans-
https://support.brightidea.com/hc/en-us/articles/205840517-Everything-You-Need-to-Know-About-Widgets-


© 2018 Brightidea, Inc. All Rights Reserved 3

PITCH APP // PLAYBOOK

  Update Your 'Meet the Judges’ Section 
 Navigate to your ‘Meet the Judges’ section to insert profile photos  
 of your high profile judges. To edit, select the pencil icon on the far  
 right, to insert photos and other text. Please note that any images   
 in this page, must be hosted in our Image Library.
 
 

  Edit Your ‘Investment Criteria’ Section 
 Putting your investment criteria front and center will help   
 Participants improve their proposals. Via widget edit mode, feel   
 free to add / remove criteria that applies to your process. By   
 default, the Pitch App will provide placeholder suggestions.  
 

 
     Confirm Pitch Event 'Phases' 
 Via widget setup mode, feel free to tweak the 'phases' on the site   
 home page. These phases will help showcase where you are in   
 the process of funding proposals. The Pitch App will provide   
 placeholder phases in this widget upon creation. 

 
  Set Your Subject Matter Experts’ Action Items 
 Next, we need to configure your initial subject matter experts’
 action items in two steps. Navigate to your ‘Screen Proposals’   
 & 'Evaluate Proposals' steps in your pipeline, select the gear menu,  
 and then 'Configure Scorecard'. Add the individuals who can help   
 provide feedback to the Participants as it gets updated.

  Set Your Proposal Teams' Action Items
 In your pipeline, select the 'Develop Proposals' and 'Develop   
 Pitches' steps, then 'Configure Development' to select which   
 individual (i.e. the submitter or a team member)  receives a   
 'Development' action item when the proposal is sent back to   
 further update. It will default to the submitter of the proposal, but   
 you are able to add any others to be assigned.
 
 
 
 
 

https://support.brightidea.com/hc/en-us/articles/205839437-Everything-You-Need-to-Know-about-the-Image-Library-
https://support.brightidea.com/hc/en-us/articles/205840847-How-do-I-use-the-Widget-Editor-
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RECOMMENDED TO-DO’S

  Finalize Your Communication Strategy 
 For a Pitch Event to run smoothly, your communication strategy   
 is critical. We recommend making sure the objectives are clear   
 and well-articulated. Ensure you have scheduled touchpoints to   
 participants throughout your event journey. It is helpful to deliver  
 succinct updates before, during, and after your event.

 
  Solidify Your Judging Scorecard 
 There is a default judging template ready to go, when you create   
 a new Pitch Event. If you choose to add, remove, or edit any   
 questions or answers, feel free to update this form in pipeline   
 setup.

  

 
  Schedule Event Logistics in Advance. 
 The Pitch Event is very high profile! Ensure your team has secured   
 a suitable event space to house the presentation portion.   
 Alongside, proper marketing and promotion should be considered   
 to drive further engagement and excitement. The Event Manager   
 with the Innovation team, may want to prep some tablets for   
 judge scoring as well.

  Set Your Judges’ Action Items 
 Navigate to your ‘Judge Pitches’ step in your pipeline, select the   
 gear menu, and then ‘Configure Judging’. Add your Judges to ensure  
 they receive an action item when proposals get moved to this step.

https://support.brightidea.com/hc/en-us/articles/205844307
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PRIOR TO EVENT START 

  Announce the Event!  
 (on behalf of your Sponsor)
 Make sure participants are aware of this new Pitch Event that   
 is happening soon. Send a newsletter, or using internal channels   
 (e.g intranet announcement or weekly email). Be sure to prompt   
 Participants to register and enter in their expertise. 
 

 
  Find Participants to Seed Proposals
 We recommend that your team find Participants to submit a   
 proposal, prior to launch of your site. If you can find one or
 two individuals who you know can submit a great example   
 proposal, it will inspire new participants to follow suit.

  Keep Your Scheduler Settings in Mind
 To help keep your event on track, the Scheduler automates enabling  
 and disabling of submitting, commenting and voting at the same   
 time as the event end date. 

  TIP! If you prefer to, you can disable the Scheduler.

RUN YOUR ‘PITCH EVENT’
Congratulations! You're getting close to the big event. Take note of the following tasks to guarantee success.

PLAN → SET UP → RUN  → CLOSE → REPORT SUCCESS

  Consider Additional Development  
 Form Questions
 Every organization requires different information for a proposal to  
 be considered. The Pitch App will include default questions,   
 but feel free to add any additional development form questions   
 to better suit your needs.

https://support.brightidea.com/hc/en-us/articles/205842617
https://support.brightidea.com/hc/en-us/articles/205839737
https://support.brightidea.com/hc/en-us/articles/205844347-Development-
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DAY OF EVENT 

  Prep Judges in Advance
 Ensure you prep any tablets or devices for your Judges prior to   
 the judging portion of the event. Confirm they are familiar   
 with completing their judging action items, and are reminded of the  
 set judging criteria as well.

 
 
 
 

 
  Manage Your Presentation Time Wisely
 Ensure your event is appropriately timed for the presentation   
 portion. Each pitch should include some time for Q&A between   
 the Judges and the Participants. Once presentations are over,   
 the team should be able to declare the proposal(s) accepted for   
 funding!

TIP! Our judging action items are mobile responsive, so they can
work on a phone or tablet!

CLOSING THE EVENT

  The Event is Over!
When reaching your Pitch Event end and declaring the winner(s), 
your site will automatically switch to ‘Closed’ status if the 
Scheduler is enabled. At this point, Participants cannot submit or 
collaborate further in the site.

CLOSE YOUR ‘PITCH EVENT’
You have successfully ended your 'Pitch Event'.

PLAN →  SET UP → RUN →  CLOSE  → REPORT SUCCESS

https://support.brightidea.com/hc/en-us/articles/205843207
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  Announce Close of the Event & 
 Thank All Participants

Leverage the newsletter or blog post to send a thank you to your 
Participants, Judges, and anyone else participating in the event. 
Ensure to thank them for their contribution and formally announce 
the winning proposal(s)! 

  Select 'Funded' Proposals to Move Forward
After all judging is completed, the Sponsor (with his/her team) 
should meet and choose the winning proposal(s) that will move 
forward to be further implemented and applied.

 
  Track Business Impact

In partnership between the Innovation team and the Financial 
Analyst, projected and actual impact should be recorded in the 
‘Business Impact’ tab on the proposal. This can include both 
qualitative outcomes (i.e. employee engagement, customer 
satisfaction) or quantitative impact (benefits and costs). 

https://support.brightidea.com/hc/en-us/articles/205842617
https://support.brightidea.com/hc/en-us/articles/205839867
https://support.brightidea.com/hc/en-us/articles/115012644828-How-can-I-record-Business-Impact-for-my-ideas-
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REPORT SUCCESS TO YOUR STAKEHOLDER(S)
We recommend a follow up with your stakeholders after the ‘Pitch Event’ has ended. Here are some suggestions for recapping 
the event:

PLAN → SET UP → RUN → CLOSE → REPORT SUCCESS   

Share Pitch Event 
Engagement Statistics 
If your stakeholders are aware of the level of 
participation from your Pitch Event, it may inspire 
future ones! Check the Engagement Dashboard and 
review statistics on number of visitors, number of 
unique participants, and number of departments.

Showcase the Winning Proposals 
(and the Top Judged Ones) 
Leverage the Project Gallery (to stakeholders) to 
showcase all the judged proposals as well as the 
winning proposal(s) that could be considered for 
the future.

Share Proposal Business Impact 
Showcase the top proposals that are generating 
the most projected (and actual value). Leverage 
the Business Impact Dashboard to pull these 
numbers.

 

https://support.brightidea.com/hc/en-us/articles/206184418-Analytics-Engagement-Dashboard
https://support.brightidea.com/hc/en-us/articles/205842467
https://support.brightidea.com/
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APPENDIX: PITCH EVENT SUPPORTING ROLES

NEED FURTHER ASSISTANCE?

We’d be more than happy to schedule a conversation to 
get you started with the Pitch App.

Tell the Story of the Winning 
Proposal(s) 
Where did the winning proposal come from? Who 
was part of the team that contributed to it? How 
long did the Participants work on this proposal from 
submission to application?

Share the journey of the winning proposal so you 
can use for marketing in the future. In addition, 
it can help showcase the value your team is 
providing. 

EVENT DESIGNER
Individual assigned to manager all decor / furniture / theme. 
 
EVENT MASTER OF CEREMONIES (MC)
Individual who 'hosts' the Pitch Event, keep things moving, provides comic relief and entertainment throughout. 
 
PHOTOGRAPHER / VIDEOGRAPHER
To provide photos and videos of the Pitch Event, for later marketing and up-to-date sharing.

MARKETING TEAM REPRESENTATIVE 
Individual who can help communicate / market the Pitch Event internally to increase further participation. He/she can incorporate into 
company social media channel.

FACILITIES TEAM 
To provide required setup in event space (internet, tables, stage, microphone audio & visual). 
 

Please review this list of user roles that are also recommended for running a Pitch Event with the Pitch App:

mailto:am@brightidea.com

