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Special Events Guide

This document provides you with some special event ideas and guidelines.
We hope you'll find a special event idea that you can use!

The Five W's of Special Events

Why hold special events?

A special Event can raise funds, create awareness, motivate, promote team
spirit, create friendly competition and be fun.

When should | hold a special event?

The purpose of a special event is to build excitement and awareness around
your workplace campaign. Special events can be used during your kick-off,
middle of your campaign or to conclude your campaign. Ideally they follow the
employee payroll donation canvass. Try asking for pledge forms in place of
donations of small coin for admission to certain events.

How do we pay for a special event?

Depending on the kind of special event you’re running, there may be very real
costs involved. A concerned effort should be made to solicit and arrange for the
donation of supplies, services and facilities. If sponsorship is not an option, you
will want to compare the estimated cost of the event to the amount of money
you expect to raise. You will want to know if the function would be financially
feasible if raising funds is your main objective.




Who needs to be involved in your special event?

If you are the Workplace Campaign Coordinator (ECC or UCC) for your
company’s campaign, then chances are you will be too busy planning the
campaign to run a special event within your campaign strategy. Senior
management should be encouraged to be supportive and participate in the
promotion and in the event itself.

What other resources are at my disposal?
There are many resources available to enhance your special events and they are
only a phone call away. Call the United Way office (821-0571) and ask for your
staff partner or speak to your Loaned Representative if you would like to use any
of the following items:
1 Campaign Videos
Posters
Banners
Signs
Flags
Pins
Stickers
Balloons
Aprons
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You can also invite a trained speaker from our Speakers Bureau to any event.
The Speakers Bureau is made up of staff and volunteers from agencies receiving
United Way funding and then are available and happy to speak to your group
about their agency and United Way funded programs.

Contact the United Way (519-821-0571 or info@unitedewayguelph.com) for
more information.

Receipting Policy for Special Events

If your organization plans to hold a special event, please be aware that income
tax receipts cannot be issued. Canada Revenue Agency guidelines state that if
an individual receives anything in return for a monetary contribution, an income
tax receipt cannot be generated. This applies regardless of whether the
individual is receiving a good, a service, or any other tangible or intangible
benefit — they are receiving something in exchange for their contribution. In
order to receipt a donation, a donation must be made free of will, with nothing
expected in return for the donation. Note: if holding a dinner event and the




market value is substantially less than the ticket price, the difference may be tax
deductible. Ask United Way Staff for further details.

Licensing and Special Event Permits

To hold some special events (i.e., raffles, casino nights, etc.) you may be
required to obtain a permit or license. If you're raising money for United Way, an
application must be filled out in the name of United Way. [t can take up to six
weeks to receive your permit so plan early. For further information regarding
rules and regulations surrounding these events, contact your local City Hall, or
United Way office for a step by step guide.

Media

Don’t forget to let the media know if you have a fun event planned. Contact
United Way staff for more info — 519-821-0571 or info@unitedwayguelph.com.

Fundraising Ideas

Imaginative Fun—Creative Canvassing Contests

1 Make the canvass an event itself!

I Be creative as to what canvassers can receive for completing their canvass
early.

f  Provide incentives for those pledging early, e.g.: an Early Bird Draw, A
Draw for a Day off with pay; executive parking spot etc.

f  Arrange for the donation of prizes ranging from anywhere from free trips,
to gift certificates, to homemade crafts by employees.

I Put the pledge cards that have been returned and filled out into a hat
immediately.

f Set deadlines to encourage people to have their pledges in as soon as
possible.

' Send memos to remind employees that an early pledge makes them
eligible to win.

Sizzling Fundraising — A Barbecue

1 Advertise well in advance what you will be serving at the barbecue.
1 Have your tickets on sale a week ahead of time so you will have an idea of
how many steaks or hamburgers/hotdogs you will need.




' You should be able to purchase your meat/buns at a reduced cost based
on volume. Also, grocery stores usually give good rates if you tell them
it's a United Way event.

I Visit a wholesale distributor to negotiate a donation of supplies (plastic
plates, utensils, etc...).

1 Encourage top executives to cook.
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