EVENT TOOLKIT
GUIDE
The Centre for ADHD Awareness Canada

EVENTS
Hosting an event is fun!!! You can do something that holds special meaning for you. It's flexible and
you can fundraise on your own time, and in your own unique way. It is super easy. Any funds
collected will go toward providing vital programs for the ADHD community across Canada. Every
dollar raised goes to vital ADHD programs for individuals affected by ADHD and their families such
as parenting programs, ADHD coaching programs, ADHD resource navigator and much more.

Types of Events
Special Occasions (Birthdays, weddings, graduations, etc.)
Don’t know what to get yourself? Why not give the gift of charity and support
CADDAC in lieu of a gift. Events like weddings, birthdays, anniversaries, new
babies, and even graduations are ideal occasions to fundraise because friends
and family like to mark the occasion by giving. It is a great way to spread love
on your special day and share your kindness with others!

Challenge events, runs, walks, other sporting events
Host your own challenge run or sporting tournament. Ask your community to
create their own teams, reach out to their network and create fundraising
goals. It is a great way to get active, come together as a community, do some
good for a cause and make a difference in someone's life.

Community Events (Bake sale, crafts sales, car wash, etc.)
Show us your passion! Share it with others! Turn what you love into a donation
and share your passion for a good cause. It is a great way to bring your
community close, build awareness for CADDAC and support us with your talents
and service!

School or Corporate events
Turn your next event up a notch by supporting CADDAC! Nothing says fun like a
silent auction at work or a talent show at school. Why not have a fun time and
leave feeling like you made a difference! Check to see if your employer has a
“matching gift” program. Many employers sponsor matching gift programs
and will match any charitable contributions made by their employees

Need some inspiration?
Check out our Fundraising Event Ideas <Insert CADDAC webpage>

Tip for fundraising success!
Work with your community! Fundraising is always better with a group so look to your friends, family
and colleagues to help share the load. It makes the work easier and leads to bigger and more
successful events!
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VIRTUAL EVENTS
Remember not all events have to be in person you can do virtual fundraising events, guests can even
attend without having to leave the comfort of their homes. The popularity of online events combined
with the option to hold in-person events (where appropriate) means that there have never been more
ways to fundraise for your organization or chosen charity.

Types of Virtual Events
Virtual open house
Invite the public to virtually tour your charity grounds and see what happens
behind the scenes. Those who buy tickets to the tour will feel involved at the
ground level.

Virtual Film screening
Is there a documentary related to your cause? Host an open-air cinema with
car-to-car popcorn and sweets sales. Alternatively, films can be streamed
online straight to attendees at home.

Dare Fundraiser
Sponsor a social dare contest in which participants agree to do outlandish
things (such as shaving their heads) if sponsors contribute a certain amount of
money.

Shared photos
Use Fundography to allow event attendees to upload and share photos from
the event. Other attendees can then purchase these photos, and the proceeds
go directly to your cause.

Need some inspiration?
Check out our Fundraising Event Ideas <Insert CADDAC webpage>

Tip for virtual fundraising success!
Virtual fundraisers have the advantage of being accessible to more people, you are not restricted by
venue size, resources, accommodations etc. This means you can create much larger events on a
budget! Don't be afraid to spread the word!
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PLANNING YOUR EVENT
How to get started?
Pick your Event
Brainstorm ideas with your team and check with your potential audience to see what generates the most interest.
Finding what fits best can be a game changer for running a successful event and making sure everyone has a
good time!

Third Party Agreement
Please fill out the Third Party Agreement and mail, email, or fax the completed application to the attention of:
Juanita Beaudry, Executive Director, The Centre for ADHD Awareness Canada
366 Adelaide St E #221, Toronto, ON M5A 3X9
t: 416-637-8584

info@CADDAC.ca

www.caddac.ca

Build your Team
Rally your friends, family, coworkers and classmates to help plan and execute your event. Sharing the work and
delegating tasks will make it much easier to create your perfect fundraising event!

Budget
Budgeting for your event and keeping costs low will increase the amount of funds that go to donations and reduce
any financial burden on your end.
Tip: Local businesses might be willing to sponsor your event and give you some resources tolower your costs.

Planning
Set a realistic financial goal to reach. Having a clear goal in mind will help you and your team stay motivated and encourage
donors to reach it quicker!
Pick a date/time of the event
Create a work plan with dates and deadlines for tasks
Create a contact list of individuals who will be participating and who you can ask for a donation.
Create emails to sent to friends, family, business partners, co-workers, anyone who may support you and your cause. Send
out a schedule of 3-5 emails over the course of 10 weeks. People get busy and sometimes forget to give. Reminders are
helpful for everyone with busy lives.
Once people give remember to send them a thank you for their support and after the event remember to share your success
on how much you were able to achieve.
Recruit volunteers
Collect outstanding donations

Tip for fundraising success!
Why not double your fundraising efforts! Before you start coordinating your event, check to see if your
employer has a “matching gift” program. A matching gift is a charitable gift directed to a charity by a
matching donor under the condition that the original donor makes the first gift. Many employers sponsor
matching gift programs and will match any charitable contributions made by their employees.
High School and middle school students are always looking to fill their community service hours.
Connecting your event with a local school can be a great way to get more hands on deck!
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PROMOTING YOUR EVENT
Getting the word out early can be a game changer in predicting
success! Here are some valuable tools to utilize.

Word-of-Mouth
Start with your immediate connections! Telling friends, family and
coworkers about your event is a great starting point to spread the
word.
Send emails to your contacts letting them know about your event,
why you are doing the event and what you are supporting.

Social Media
Social media is one of the easiest ways to promote your fundraising
event! Facebook, Twitter and Instagram are great tools for free effective
communication. Post your event on your social media platforms and tag
us in the content. Connect with CADDAC on social media and we will help
promote your fundraiser too!

Print Material
Posters can be a simple and cost effective way to market a community
event. Schools, workplaces and community centers are great places to
spread the word and get in touch with your local community.

Tip for fundraising success!

Don't forget to connect with us!

Getting a hashtag for your event going can
be a great way to build interest and have
your whole team marketing your event
together.
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FUNDRAISING
CHECKLIST
Choose your event!
This is where you get creative! Look for something that will bring your friends, family and community
together for some fundraising fun.

Fill out the application
Don't forget to fill out our third party fundraising application and connect with us by email
info@CADDAC.ca. We want to hear about your event and do whatever we can to support your path to
success!

Build your team!

Surround yourself with likeminded supporters who want to fundraise just as much as you. A positive
team environment will lead to a successful event!

Budget and set fundraising goals!
Budget your spending and your time! Hosting an event can be a lot of work so sharing the load is key.
Look for the most cost effective ways to get the job done. If it is a larger event considering asking your
place of work or nearby business to sponsor your efforts.

Market your event and connect with us!
Let us know about your event on social media! We will do our best to help spread the word and thank all
those who worked with you. Don't forget to tag us @centreforadhd in all of your posts!

Promote your Event via Email
Get the word out through email, text message and letters to friends, family and neighbours that will help

Updates
Provide updates and encouragement throughout your event to keep your supporters engaged.

Call to Action
Send a “Last Call” message to your friends and family five days before your event end date so they can
help you reach or exceed your fundraising goal

Gratitude
Show plenty of gratitude and thank each person who supported with donations and/or time, so they
feel appreciated for contributing to your fundraising event.

Wrapping Up the Event
Collect any outstanding funds. If you’ve received any funds by cash or cheque, please provide us with
the funds within 30 days of the event end date.
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SENDING IN YOUR DONATION
After Your Fundraiser Send in your donation made payable to
CADDAC to the following address;
The Centre for ADHD Awareness Canada
366 Adelaide St E #221, Toronto, ON M5A 3X9
Please be sure all cheques are made payable to The Centre for
ADHD Awareness Canada!
Include a short note explaining how you raised the funds. Send
us photos too! We would love to acknowledge your hard work on
social media. E-mail the best 3-5 photos from your fundraiser
to:info@CADDAC.ca

CADDAC Contact Information
Juanita Beaudry - Executive Director
The Centre for ADHD Awareness Canada
366 Adelaide St E #221, Toronto, ON M5A 3X9
t: (416) 637-8584
info@CADDAC.ca
https://www.caddac.ca/
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Fundraising Guidelines
CADDAC encourages fundraising events that are compatible with our mission, vision and values. Prior approval to
hold a third party event is required. Approval is based on the type, theme and financial viability of the event.
CADDAC reserves the right to withhold the use of its name and logo from any event, initiative, promotion,
performance or presentation it feels is inappropriate.
To conduct a fundraising event, we ask that you complete and send in the Third Party Event Application Form at
least 15 days prior to your event.
Any organization/group wishing to use the CADDAC name or logo on any materials, including advertising, must
receive prior approval from the CADDAC.
All promotional materials must state that your event is “in support” of CADDAC and is not an official CADDAC event.
Taking commission, for any purpose, on funds raised as part of a third party event is prohibited.
The third party organizer is responsible for meeting all municipal/provincial or federal standards and fulfill all legal
authorization(s), permit(s), license(s), precaution(s) and/or general liability insurance required to organize the event.
The third party organizer is responsible for meeting all municipal/provincial or federal standards and fulfill all legal
authorization(s), permit(s), license(s), precaution(s) and/or general liability insurance required to organize the event.
CADDAC accepts no legal responsibility and cannot be held liable for any risk, injury or otherwise.
CADDAC agrees to provide the sponsoring organization/group with appropriate recognition as set forth in our
Donor Recognition Policy.
The third party event organizer will be responsible for all costs related to the event and will handle all monies until
the official donation is submitted to CADDAC. Event expenses are to be deducted before sending proceeds to
CADDAC. CADDAC shall incur no costs.
The sponsoring organization/group agrees to handle all monetary transactions for the special event or promotion
and to present the proceeds to CADDAC within 30 days of the event or as agreed in writing with CADDAC.
When tax receipts are requested, the third party event organizer is responsible for collecting the names, addresses
and contact information of all donors, and is required to mail the appropriate materials to CADDAC within 30 days
of the conclusion of the event. accepts no legal responsibility and cannot be held liable for any risk, injury or
otherwise.
CADDAC official income tax receipts in accordance with Canada Revenue Agency guidelines.
CADDAC will not be responsible for mailing materials to attendees/participants or volunteers, other than the mailing
of applicable tax receipts.
The third party event organizer must send a complete accounting of all income and expenses associated with the
event to BBBSY. By publicly naming BBBSY as the beneficiary of your initiative, you are required to donate the net
proceeds to us within 30 days of the event completion.
CADDAC adheres to the Canada Revenue Agency (CRA) Income Tax Act when issuing charitable tax receipts. To learn
more about charitable tax receipts, please visit cra-arc.gc.ca. Issuing inappropriate charitable tax receipts can put our
charitable status in jeopardy.

THIRD PARTY AGREEMENT

As the individual responsible for coordinating the proposed event, I understand
and agree that all publicity for the proposed event must be approved by The
Centre for ADHD Awareness Canada (CADDAC) prior to release.
I/We the Third Party understand that the Third Party Event is the sole
responsibility of the Third Party and CADDAC shall not be responsible for any
expenses or actions related to the Third Party Event.
CADDAC is not responsible for any accidents or damage to person or property
that may occur during the course of the event and the Third Party will arrange
the suitable insurance be in place prior to staging the Third Party Event.
I/We, hereby certify, as the Third Party, that I/we have read, understood, agree
to and will abide by all CADDAC policies and guidelines for Third Party Events as
outlined in this agreement.

Signature for CADDAC

Print Name

Signature of third party organizer
Print Name

Phone
Date
The Centre for ADHD Awareness Canada abides by all
Canada Revenue Agency guidelines regarding the
issuance of tax receipts. Please mail, email, or fax the
completed application to the attention of:
Juanita Beaudry
Executive Director
The Centre for ADHD Awareness Canada
366 Adelaide St E #221, Toronto, ON M5A 3X9
t: (416) 637-8584
info@CADDAC.ca
https://www.caddac.ca/
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SAMPLE THANK YOU LETTER
Thank you for your generosity & support of XXXXX (event name)
(date)
Salutation XXXX XXXX
Street address
Mississauga, ON L5V 2C9
Dear XXXXX,
Through your participation/sponsorship, you are helping to ensure that funds
raised for XXXX are supporting Centre of ADHD Awareness Canada.
$$$ was raised and we couldn’t do it without you. We hope to have your
support next year as we continue this great event.
Thank you—our community of supporters—for the invaluable support you’ve
given it will help support programs for individuals affected by ADHD and their
families. The funds raised will go towards initiatives like ADHD coaching
programs, parenting programs and ADHD resource navigator.
Your support will help create the foundation of support for many people
across Canada you are affected by ADHD.
With sincere appreciation,
Name of the Event Organizer
(Include photos/link to photo gallery, if available)

Donation Collection Form
Please print clearly and gather all the information required below. Once reviewed
and received by CADDAC
tax receipts will be generated for donations of $25 of more. Please make cheques
payable to CADDAC.
For CADDAC's Donation template follow this link <Insert donation template link>
If you would like to make your own, please include the following sections.
Donor Name

Address &
Postal Code

Email

Phone #

Amount
Donated

Cash or
Cheque

Online

