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{Event Name}

{Event Date}

{Event Location —Event Start Time}

{Event City, State}


PARTICIPANT PRE-REGISTRATION FORM

______ I WOULD LIKE TO REGISTER AS A PARTICIPANT – $_____FEE (Suggested fee – $25)

______ AND I WILL BE SEEKING DONATIONS FOR THE DESMOID TUMOR RESEARCH FOUNDATION

______ SORRY, I AM UNABLE TO ATTEND BUT WOULD LIKE TO MAKE A CONTRIBUTION


First Name: _________________________Last Name: _____________________________________

Mailing Address: ____________________________________________________________________

City: ______________________________________State: ______________Zip: _________________

Email: ____________________________________________________________________________

Sex (circle one): M or F 

Age: __________

(on {insert event date} )

Telephone: ___________________ Email Address (for confirmation): ____________________________

Team Name (if applicable):_____________________________________________________________

Are you (check one)?

 Patient    Patient Family Member   Patient Friend   Nurse 
 Clinician  Pharma Employee   Other

________ I have enclosed a check or money order for my registration fee/donation

 (Make checks payable to DTRF)

________ I would like to pay my registration fee/make a donation by credit card

Visa/MasterCard/Amex ________ Card # ______/_____/_____/______ Expiration Date: ___/____

Cardholder signature: _______________________________________________________________

Please return to: {Insert Organizer’s Name and Contact Info}
Participant signature*______________________________________________ Date________________

*If participant is under 18, parent/guardian signature _____________________ Date________________

For More Information Contact: {Insert event organizer and phone number}
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EVENT PLANNING TIMELINE (page1)


6 MONTHS

DONE

 TASK





           SPECIAL NOTES

               Hold committee meeting





                             Determine event location and date

                             Apply for permits, if needed

                             Assign committee tasks

                             Determine format of the event & ways to raise the proceeds
                             – Auction? Silent Auction? Raffle? Others

                            Research media contacts

                             Brainstorm a target list to solicit corporate sponsors

                             Contact DTRF regarding event insurance


5 MONTHS

DONE

 TASK





             SPECIAL NOTES



Hold committee meeting



Personalize all DTRF sample forms for distribution



Begin to solicit & secure corporate sponsors, auction & raffle



Meet with key sponsors/volunteers/supporters



Develop a public relation plan



Brainstorm in-kind sponsors for food, beverage, 
                            printing, ad space


4 MONTHS

DONE

 TASK





             SPECIAL NOTES



Hold committee meeting



Send out event forms to your contacts



Send out corporate sponsorship letters



Send out solicitations for auction/raffle, etc.



Work with corporate sponsors to promote the event internally



Brainstorm a list of local personalities, celebrities


3 MONTHS

DONE

 TASK





           SPECIAL NOTES

               Hold committee meeting





                             Secure food and beverage for the even



Solicit goody bag donations (if applicable)



Create event flyer to promote the event

[image: image3.jpg]DESMOID TUMOR
R |

RESEARCH FOUNDATION

funding research ~ providing support






EVENT PLANNING TIMELINE (page2)


2 MONTHS

DONE

 TASK





             SPECIAL NOTES



Order Tents, Staging, Chairs, Sounds (if applicable)



Event flyer to high trafficked establishments


(coffee shops, grocery stores, etc)



Event flyer to prominent Cancer Centers in the area



Determine presentation needs for the raffle &/or auction


1 MONTH

DONE

 TASK





             SPECIAL NOTES



Create Day of Timeline



Assign Volunteer Jobs for Day of Event



Good bag stuffing with volunteers





Post Event

DONE

 TASK





             SPECIAL NOTES



Wrap up committee meeting



Send any local news clippings from the event to DTRF



Send thank you notes to chair people, key volunteers



Send all checks to DTRF with list of sponsors & donations



OnGoing

DONE

 TASK





             SPECIAL NOTES



Create Day of Timeline



Assign Volunteer Jobs for Day of Event



Good bag stuffing
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