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2011 WALK OF LIFE Planning Package

    A “Step By Step” Guide to organizing a fundraising event in your community with the support and expertise of the Cardiac Health Foundation of Canada and in association with the Canadian Association of Cardiac Rehabilitation
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Walk of Life
The Walk of LifE is a national fundraising campaign organized by the Cardiac Health Foundation of Canada and administered by each cardiac rehabilitation programs in their own area.  The Cardiac Health Foundation is a registered charitable organization founded in 1965.  Its mission is to provide public education on cardiac health and heart disease prevention, support cardiac rehabilitation programs across the country and to provide funding for scholarships for cardiac research.
Walking and exercise-based cardiac rehabilitation programs are widely recommended as part of the continuum of cardiovascular care and the reason WHY the National WALK OF LIFE campaign was started.  The WALK OF LIFE was initiated nationally by the Cardiac Health Foundation of Canada in association with the CACR (Canadian Association of Cardiac Rehabilitation).  In 2003, 15 communities across Canada raised over $200,000 for cardiac rehabilitation.  In 2010, over $1 Million was raised for cardiac rehabilitation by 30 programs across the country.  

Join the WALK OF LIFE Campaign
NEW INCENTIVES: 
· Every Participating Program will receive 50 FREE PEDOMETERS! (retail value $20.00 each)
· Due to popular demand: T-SHIRTS ARE BACK!!
· And a Draw for 4 Philips Heart Start AED’s
CONTINUING INCENTIVES:

· “How to Package” to help organize event

· Customized brochure (graphic design)

· Brochure printing

· Brochure shipping 
· Promotional posters

· T-SHIRTS

· T-Shirts shipping & handling costs

· New Discounted Incentive Prizes available from Toronto supplier

· Publicity/listing on website

· Multi site national walk events help attract more sponsors and gain greater visibility
· Each cardiac rehab program KEEPS all money they raise at their own event
· Each cardiac rehab program RECEIVES approximately DOUBLE their participation fee back to their own program as a GRANT from the Cardiac Health Foundation of Canada! (Formula based on a percentage of total participation & funds raised for each program)
PARTICIPATION FEES:   
A) Run your WALK, RUN, TREADMILL, SPIN, RIDE etc. in your community or at your centre 
* Reimbursement Cost to Cardiac Health Foundation = $10.00 per participant
OR
B)  For Toronto and Southern Ontario area programs: Join in the Cardiac Health Foundation WALK & RUN in TORONTO on SATURDAY, MAY 14, 2011 at the Ontario Science Centre & ET Seton Park.
       * Reimbursement Cost to Cardiac Health Foundation = $15.00 per participant 

(NO administrative details or costs of setting up the walk / simply join in and enjoy a fun-filled day with National Sponsor exhibits, events & entertainment for all).

Steps to Event Planning (PLEASE READ CAREFULLY)
1. Designate an event coordinator and build a committed planning committee!

· You need a leader and a committee of eager volunteers.  
2. Choose and confirm a date and location for your walk or run (i.e. 1 km, 5 km etc), location (program facility or local park).
3. Liaise with your appropriate Hospital official

· Contact your hospital development person to discuss how your event will compliment their fundraising efforts. (Suggested approach = 1. Participants want to give back directly to a program from which they benefited.  2. Program fund-raising event encourages self-sufficiency for programs and eases the financial burden to the facility’s capital budget).  

· Tax receipts are issued by your Hospital using their charitable registration number. This is mandatory to be able to host an event.
· It is suggested that the event coordinator develops a thank-you letter to be forwarded to the walk participants.

4. Sign Site Agreement form (see appendix)  
** NEW CHANGES, PLEASE READ CAREFULLY**
· Read all items of the Agreement between Cardiac Health Foundation and your site.

· Estimate number of Expected Participants (base your numbers on previous events)
· Order number of T-SHIRTS – essentially Cardiac Health Foundation would like every participant to walk away with a t-shirt. Try NOT to order more than expected participants. **Please note: you will be invoiced for the difference between the number of t-shirts ordered and the actual number of participants as indicated on your final report 
· Order number of brochures.  The ratio of brochures to expected participants is 20/1.  Therefore, if you anticipate having 200 Participants, your program is entitled to 4,000 Brochures. Photocopying of pledge forms is encouraged. 

· Forward signed agreement form along with date of local event to Cardiac Health Foundation ASAP (mailing address and fax number on site agreement form).

· The site agreement conditions ensure that participant safety is the highest priority and that the funds raised MUST ONLY BE USED TO ENHANCE YOUR CARDIAC REHAB PROGRAM.
· Once your event is completed, you need to submit the Final Report form 2-3 WEEKS after your event.  Cardiac Health Foundation will then send you an invoice for the participation fee of $10.00 per participant (Option A) or $15.00 per participant (Option B).  Please note this number of TOTAL PARTICIPANTS is the actual number used to calculate your GRANT from the Cardiac Health Foundation of Canada.   

5. Determine Registration Fee

· This event is a fundraiser for your program. You must charge a registration fee or ask for a minimum amount of pledges to waive the registration fee.  A registration fee and/or pledges are a guaranteed source of funds offsetting the costs of organizing the event. 
· If you choose to join the GTA Walk of Life, the registration fees must be the same.
· Suggested Registration Fee schedule:

· Minimum $20.00 per person registration fee. Some programs charge as much as $35.00. 
· Child or Family Rate Fees – at your discretion 

· OR entry fee waived with a minimum amount of $100.00 in pledges

6. Individualize the generic event brochure  (see appendix for sample of generic brochure)

· Complete the 2011 National Brochure Word Template in the appendix of planning package.  Submit completed brochure template by email to Christina Mellos - cmellos@cardiachealth.ca AND Tracy Doll tjodoll@hotmail.com. 
· Provide program logo and logos of local sponsors to be included on site brochure. All artwork must be in the proper format and ready to go.
· Review proof #1 and make final changes (note: 3 proof limit).

· You MUST submit your brochure information at least 12-14 weeks before your EVENT, so that printed brochures can be delivered in a timely fashion. 

7. T-SHIRTS and Pedometers
· T-shirts and pedometers will be delivered to every program as soon as the shipment arrives in Toronto and the program has registered to run a Walk of Life with the Cardiac Health Foundation.

8. Insurance Forms

· You must obtain a $2-5 Million liability insurance policy (based on your venue and number of participants) which names your program, Cardiac Health Foundation of Canada, CACR, national sponsors, and any major local sponsors (optional), the municipality and other jurisdictions as required as co-insured.  If you are associated with a hospital you can usually get this coverage through HIROC at no charge.  A copy of this insurance policy must be submitted to the Cardiac health foundation office prior to EVENT.
9. National Walk Event Final Report Form (see appendix)

· Documents areas of success and those that need changing for next year’s event. 

· Complete the final report form and mail to Cardiac Health Foundation of Canada, within 2-3 weeks AFTER your event, along with pictures and human-interest stories etc. to be used on the web site to promote the “Walk of Life”. 

11. National Incentive Prize Package – EXCLUSIVE to Cardiac Health Foundation of Canada National WALK OF LIFE participating programs!!!
* Listing of available incentive prizes and shipping details will be sent with the National Brochure Template. Please note that if you elect to order incentive prizes from our supplier, you will be responsible for cost of the incentive items & shipping and handling. 

RECAP…

· Form a Planning Committee
· Choose a date and location for your event
· Sign and return your site agreement to Cardiac Health Foundation (ASAP)
· Complete your brochure and email to Cardiac Health Foundation and Tracy Doll (12 to 14 weeks prior to event)
· Submit your insurance form to Cardiac Health Foundation prior to event
Thank you for participating in the Cardiac Health Foundation of Canada’s NATIONAL WALK OF LIFE CAMPAIGN for Prevention, Education and Cardiac Rehabilitation!                  
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