Moose Jaw Health Foundation

Special Events Guide
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Put the fun in Fundraising!
Fundraising is a Partnership: We’re here to help!
No organization knows better than the Moose Jaw Health Foundation just how generous businesses and community organizations can be. Each year, the Foundation raises funds for the Moose Jaw Union Hospital, funding that our health care professionals rely on to purchase urgently needed state-of-the-art medical equipment.  A very significant part of our fundraising comes from the generosity and hard work of our friends in Moose Jaw businesses and community organizations. Each year these organizations demonstrate their enthusiastic support to the Foundation and their community.
Our supporters range from independent businesses and community based organizations to some of the largest single employers in Saskatchewan. Gift sizes range from hundreds of dollars to gifts exceeding $100,000. Each and every gift to the Moose Jaw Health Foundation is greatly appreciated. 
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Members of The Royal Canadian Legion Moose Jaw present a cheque for $25,000 from the Royal Canadian Legion Poppy Fund to the Moose Jaw Health Foundation.
100% of your donation from your organization’s event stays in Moose Jaw to help purchase urgently needed equipment at the Moose Jaw Union Hospital Your donation truly makes a difference.
Special Events Overview
What you need to know 

Special events can raise funds, create awareness, motivate, promote team spirit and encourage friendly competition. They're meant to be fun and can be a great tool when properly planned and utilized. 

When planning a special event, choose one that has already proven effective that requires a low overhead of time and/or energy, but will also give you maximum results. Try to involve as many members of your organization, employees and members of the community as possible. 

The saying, “Plan the work and work the plan” really applies to special events. Good planning is absolutely essential to the success of your event. 

Checklist for Planning a Special Event
(See Appendix 1 for Details)
· What do you want to accomplish? Raise awareness? Boost employee or club morale? Raise money? 

· Has this event been tried before? Was it successful? How much money did it raise? 

· How much time is needed? What are your resources? What is your budget? Who will organize it? 

· Do you need special approval, a license or a permit? How much time is required to obtain approval, a license or a permit? 

Cost 

Special events can incur substantial costs. Add up your volunteer and/or staff time, and costs for supplies, food and facilities. In some cases, you may be able to find sponsoring companies for your special events. 

If sponsorship is not feasible, take a hard look at the amount of money you can realistically expect to raise. Few things are as disheartening as a well-intentioned special event that fails to meet its financial objective. 
Make sure that your volunteers have fun with special events and that they see measurable benefit of organizing any activity through dollars raised, the number of employees participating, team building and benefits to patients at the hospital. 

Recruit a Special Events Volunteer Coordinator 

If you are the lead volunteer for an event, you will likely need assistance with organization and management of your event. There is an old saying, “Many hands make light work.”  By recruiting individuals to assist you in your project you will enjoy your event more and it will be more successful.
Recruit a co-chair who is resourceful and creative to take some responsibilities, including developing a group of volunteers to help make your event a success. 

Resources Available at the Foundation to Help You
The Moose Jaw Health Foundation can assist you with your special event.  The Foundation’s staff have years of experience in event management and co-ordination and are more than willing to assist you.  Resources available include custom designed posters, testimonials of patients, the writing of press releases to promote your event, Foundation logos, customized recognition of volunteers and your organization.

Please complete the Special Event Application to help us help you to make your event even more successful. 

We are very fortunate to be able to call upon and volunteers who are willing to come to your workplace and talk about how a gift to the Moose Jaw Health Foundation can directly impact patient care at the Moose Jaw Union Hospital. It has been proven that involving a speaker in your events can make a dramatic impression on listeners and create a greater level of awareness. 
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Charitable Licencing, Insurance and Charitable Tax Receipts 

Licencing

Bingos and Raffles

· Bingos and raffles events require a special licence that must be ordered well ahead of time in order to receive the licence in time for your event. There is also a cost to submit your application. Please visit Saskatchewan Liquor and Gaming to obtain additional information (http://www.slga.gov.sk.ca/)
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Special Occasion Permits - sale and service of alcohol

· Under provincial regulations, special occasion permits are issued for the sale and service of alcoholic beverages at special events such as charity fundraisers. They can be obtained at liquor stores.
Insurance
If your event involves potential risks to the safety of your organizers, volunteers or participants - sporting events, events involving the consumption of alcohol or events held in a public place like a mall or sporting venue - additional insurance is required. 

Note: The Moose Jaw Health Foundation is not responsible for obtaining insurance for a community-run event.
Charitable Tax Receipts

Occasionally, The Moose Jaw Health Foundation is asked to issue official income tax receipts for community events. If you are planning an event for which you will be requesting income tax receipts, please speak with the Foundation Staff at the beginning of your planning process to ensure that we are able to accommodate your request.

The Canada Revenue Agency (CRA) has strict guidelines around gift receipting, as does The Moose Jaw Health Foundation. The general rule of thumb is that if an individual receives any benefit in return for his/her contribution, the contribution is non-receiptable. Some examples of non-receiptable donations are: the purchase of raffle tickets, auction items, golf green fees, etc. In addition, according to CRA guidelines, donated services are non-receiptable.

Examples of donations that may be eligible for receipts are: paid pledges for such things as races (where the individual making a donation is not receiving any benefit for his/her donation); a golf tournament/dinner where the ticket price is significantly higher than the value being received by the participant; or an outright donation to The Moose Jaw Health Foundation.

To ensure that your event participants are not misinformed about income tax receipting, we ask that you receive approval from Foundation staff prior to promoting the availability of income tax receipts. 
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Background Information on the Moose Jaw Health Foundation
The Moose Jaw Health Foundation is a non-profit organization managed by a volunteer board of directors. The challenge of fundraising to aid in the establishment and enhancement of excellent health care services was accepted in August, 1986. Since that time millions of dollars have been raised to enhance equipment and services at the Moose Jaw Union Hospital. The health of our friends and our families depends on the generous contributions received from our loyal donors and distributed by the Moose Jaw Health Foundation each year.
The Moose Jaw Health Foundation at Work in Our Community

As the official charitable organization for the Moose Jaw Union Hospital, the Foundation works in close partnership with the Five Hills Health Region to identify the most critical needs of the hospital.  The Foundation’s role is to inspire and motivate, and then link the community support to invest in our Hospital.

Through a donor-centered approach the Foundation provides charitable investment opportunities that transform the community’s goal of enhancing the hospital into a reality. By working in partnership with the community and the Five Hills Health Region, the Moose Jaw Health Foundation raises funds to:

· Purchase state of the art equipment 

· Continue the advanced education of hospital professionals to improve the effectiveness, efficiency and quality of patient care

· Support innovative community health programs and services 

· Provide inspiration, leadership and options for those wishing to support the Moose Jaw Union Hospital

The Moose Jaw Health Foundation honors the generous support the Hospital has received throughout its long history.  It builds upon this historic support by developing collaborative partnerships with those that share the vision of enhancing the hospital.
Fundraising Ideas Guide
Here are some ideas for special events that are fun and have proven to raise awareness and money.  If your committee develops a theme for your event, it is a great way to build interest.  
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COOKING UP SOME FUN - Bake Sale or Barbeque
Cost of running event: Low 

Degree of difficulty: Low 

Keys to success: 

· Arrange for employees or members of your organization to donate supplies. 

· Advertise well in advance with posters, memos & bulletins.
· Recruit volunteers to help set up, serve & clean up afterwards. 

BIDDING WARS - Fun with an Auction
Cost of running event: Low 

Degree of difficulty: Low 

Keys to success: 

· Reserve a room where the auction will take place. 

· Ask each employee to donate one item of interest to be auctioned off.
· Advertise in advance, and perhaps even combine it with a potluck lunch. 
FLEA MARKETS AND BOOK SALES 

Cost of running event: Low 

Degree of difficulty: Medium 

Keys to success: 

· Arrange for people to donate used articles (i.e., books, toys, etc.) 
· Have volunteers available to sort, price and set up display tables. 
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HOT FUN - A Chili Lunch 

Cost of running event: Medium Degree of difficulty: Medium 

Keys to success: 

· Negotiate with staff/club members or a wholesale distributor for a donation of supplies or a discount. 

· Advertise well in advance with posters, memos and bulletins.
· Sell tickets in advance to help make the luncheon run smoothly. 
· Have different employees or club members prepare their favourite chili 

· Set-up early in the morning, simmering chili in slow cookers.
· Members of your organization or Foundation volunteers can judge the chili on taste, texture and fire value. 

Appendix 1 – Special Event Checklist
GENERAL 

· Selection of suitable event(s) 

· Compliance with policy or department/agency 
· Consensus from full Campaign Team
· Appointment event coordinator 

DATE 

Date of event ________________________________
· Is date set far enough ahead? 

· Is date the most suitable for this particular event?
· Are there any other significant events on same day/at same time?
· Are volunteers available?
· Can a licence be obtained between now and the planned date if needed? 

VENUE 

Location __________________________________
On-site contact person _______________________ Ph: _____________________
· Is any permit, license or special licensing required?
· Is parking required?
· Is parking available?
· Is there wheelchair access? 

· Are there any washrooms at the venue or nearby?
· Can the venue accommodate the expected crowd?
· Are there other factors: weather, religious observances...?
· If unknown venue, is a map necessary for participants?
· Have technical requirements been reviewed by the on-site contact?
· Can venue be decorated with posters, banners...? 

· Are there any security factors to consider? 
· Does the venue provide clean-up service? At what price? 

TIME & SCENARIO OF THE EVENT 
Beginning of event _____________________________
End of event __________________________________
On-site event coordinator ________________________     Ph: _________________
· Has coordinator assigned tasks to committee members?
· Is a detailed minute-by-minute script needed?
· Is a press release needed for the media?

· Are all speakers lined-up and confirmed?
· Are speaking notes required for each guest speaker?
· Have spellings, pronunciations and titles of guests been confirmed?
· Are documents distributed? 

· Are printed tickets required? 

WRAP-UP 

· Is a clean-up squad in place? 
· Can we re-use posters, signs...?
· Is there a debriefing session planned? 

· Has the event coordinator compiled a list of volunteers?
· Have volunteers been thanked for their participation?

· Is there some recognition for volunteers planned? 

(Certificates, reception, lunch...) 
Ken Hawkes has benefited directly from your generous contributions and is a longtime supporter of the Moose Jaw Health Foundation.  Ken believes strongly in supporting the Health Foundation to purchase equipment and fund services at the Moose Jaw Union Hospital.
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You Can Make a Difference








[image: image8.jpg]


