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Thank you for joining us in being the national voice for the 11 million Canadians living with diabetes or pre-diabetes. Holding a special event for Diabetes Canada is a great way to fulfill your philanthropic goals, build community spirit, and raise awareness of the diabetes epidemic that faces Canadians. When you donate to Diabetes Canada as an independent fundraiser you are joining the fight to End Diabetes. 
End Diabetes is our rallying cry to end the terrible health impacts of diabetes as well as its shame, blame, stigma and misinformation. 

[bookmark: _Hlk34295289]The following Action Plan is a guide to help you build your event. Please keep in mind for some events you may be required to book your event venue in advance. 

	Step by Step Guide
	Person Responsible
	Date Completed

	Decide on the type of event you would like to organize, see the options available on My Diabetes Fundraiser website. 
	
	

	Register your event on My Diabetes Fundraiser
	
	

	Think of your fundraising goal
	
	

	Recruit friends, family and coworkers to help with your fundraiser
	
	

	Think of where you would want to host your fundraiser (if applicable)
	
	

	Make a list of all your projected expenses (refer to toolkit)
	
	

	Make a list of all your projected sources of revenue (refer to toolkit)
	
	

	Secure a venue/insurance if needed
	
	

	Determine Entertainment needs (if applicable)
	
	

	Determine Food and Beverage (if applicable)
	
	

	Order supplies for your event
	
	

	Send out letters to businesses for sponsorship or donations
	
	

	Create posters, Social Media posts to promote your event
	
	

	Think of the invitation lists or recruit team members to join your fundraiser
	
	

	Promote your online Fundraising page to encourage donations online
	
	

	Encourage your Friends, Family and coworkers to share your fundraising page
	
	

	Promote your fundraiser on your LinkedIn profile
	
	

	Create a ‘Day of’ agenda
	
	

	Brief all involved on the day
	
	

	Encourage donations to be made by a specific date, online donations are easiest
	
	

	Promote you are still collecting donations post event
	
	

	Send out Thank You letters to sponsors
	
	

	Send out Thank You letters to volunteers and helpers
	
	

	Promote online how much your fundraiser raised overall and a final Thank You.  
	
	

	Review your event and any recommendations for the future
	
	

	Plan for the following year
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