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Why United Way? Because it’s where you live. 
 
 

 
 



 

Page 2 

CAMPAIGN SPECIAL EVENTS 
 

What You Need to Know 
 
Special events can raise funds, create awareness, motivate giving, promote team spirit 
and encourage friendly competition. They're meant to be fun! 
 
It is important that fundraising events be held after employees are canvassed ; 
participants should not perceive that their financial contribution to special events 
replaces or lessens their personal pledges. (Special events that are designed to create 
awareness can be held at any time in the campaign.) Remember that special events 
should complement your solicitation campaign, not replace it! 
 
When planning a special event, choose one that has already proven effective (see our 
“Fun Guide” p. 4). Try to involve as many employees as possible. 
 
The saying “Plan the work and work the plan” really applies to special events. Planning 
is absolutely essential to the success of an event. It is also good to have a contingency 
plan and be prepared for every possible situation. 
 
Mind your Ps and Qs: Planning and Publicity, Quality over Quantity. 
 
 

 

 

 

 

 

 

 

 

 

 

 

COST 

Special events can incur substantial costs. Add up your volunteer and staff time, and 
costs for supplies, food and facilities. If you approach sponsors to donate supplies and 
services, make it clear that their contribution is in addition to their normal contribution to 
the United Way of Saskatoon and Area. Use the following sample letter, if desired. 

SHORT CHECKLIST FOR PLANNING A SPECIAL EVENT 

�  Set a date – Are there any conflicts?  Is this best for your employees? 
�  Pick your venue/location – Is it accessible for everyone? 
�  Set a goal - Is this a fundraiser, a “fun”draiser or a “friend”raiser? 
�  Review last year’s results – What worked?  What needs to be avoided? 
�  Write a plan – What are your resources?  What is your budget? Do you need special 

permission or licenses (see pp 12-13). 
�  Create a Timeline - Integrate each aspect of the plan. 
�  Communicate your plan to your team – Be specific and clear regarding 

expectations and goals. 
�  Implement your plan – Guide your team to success. 
�  Promote your event – Let everyone know when, where, who etc. 
�  Stage your event – Have Fun! 
�  Evaluate – Inform your United Way contact. 
�  Follow-up & Thank-you’s – United Way can help. 
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Because there are so many workplaces soliciting sup plies, services or prizes for 
their United Way related special events we want to be sure to recognize those 
that are making the donations.  In order for the Un ited Way office to properly 
provide recognition we require you to fill out a do nation form and submit it to the 
United Way office for each donation acquired.  You can find the appropriate form 
in this guide along with further instructions for s ubmitting it. 
 

SAMPLE LETTER: REQUEST FOR SPONSORSHIP 

Dear  : 
 
United Way of Saskatoon and Area conducts an annual community-wide fundraising 
campaign.  Several volunteers help to canvass employees. United Way of Saskatoon and 
Area is a model of generosity and compassion for those in the community in need of care 
and support. 
 
In conjunction with this year's campaign, [Department/Agency Name], is planning [Name 
Event] to be held on [Date]. Such events go a long way toward ensuring our goals for 
supporting the community are met. Last year, we raised more than [dollars] on special 
events. 
 
For this year's [Name Event], I am soliciting prizes for [prize uses]. The donor, of course, 
will receive full acknowledgement and visibility in our campaign.  
 
Your support for this very worthwhile cause would be greatly appreciated. Further 
information may be obtained by contacting the undersigned at [Telephone/Fax numbers]. 
 
Sincerely, 
 
 
Special Events Coordinator 

 
If sponsorship is not feasible, take a hard look at  the amount of money you can 
realistically expect to raise. Few things are as di sheartening as a well-intentioned special 
event that fails to meet its financial objective. 
 
RECRUIT A SPECIAL EVENTS OFFICER 

If you are the Employee Campaign Coordinator for your department/agency, you will probably 
be too busy to oversee the operations of special events. Recruit a co-worker who is resourceful 
and creative to take on this responsibility. Encourage senior management to participate at every 
stage. 
 
RESOURCES 

Enhance your special event with campaign videos, promotional banners, posters, pins, flags 
and balloons. You can request these items from the United Way of Saskatoon and Area office. 
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Remember ��� �  the United Way of Saskatoon & Area offers guest speakers through our year-
round Speaker’s Bureau who can give a more personal approach to the campaign, providing 
positive impact stories and showing how donor investments produce many positive benefits in 
the community. Contact your United Way of Saskatoon & Area staff p erson for additional 
information.  
 

 

TAX RECEIPTS, LICENSING AND PERMITS 

For special events such as raffles, casino nights and bingos, you will need to obtain a license or 
permit. Call your United Way of Saskatoon and Area staff person if you require information on 
this. It can take up to six weeks to receive your license. Therefore, if you anticipate needing a 
license or permit, please contact your United Way of Saskatoon and Area office as soon as 
possible. 
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SPECIAL EVENTS PLAN - CHECKLIST 
 
GENERAL  

�  Selection of suitable event 
�  Compliance with policy or department/agency 
�  Consensus from full Campaign Team 
�  Appointment of event co-ordinator 

 

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 the senior management and/or special guests available? 
�  Can a license be obtained between now and the planned date? 

 

VENUE 

Location  
 

On-site contact person   ___________________________ 

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, etc.) 
�  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, etc.? 
�  Are there any security factors to consider? 
�  Does the venue provide clean-up service? At what price? 
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PROMOTION 
 

�  Are invitations required? Printed or emailed? 
�  Have posters been made and distributed? 
�  Has a Public Service Announcement (PSA) been sent out 
�  Is the event posted on your website? 

 

TIME & SCENARIO OF THE EVENT 

Beginning of event  
End of event  
On-site event coordinator  

�  Has coordinator assigned tasks to committee members? 
�  Is a detailed minute-by-minute script needed? 
�  Are all speakers lined-up and confirmed? 
�  Are biographical notes required for each guest speaker? 
�  Have spellings, pronunciations and titles of guests been confirmed?  
�  Are documents distributed? In English, French or bilingual? 
�  Is media invited? Is a media feed box required? Special seating? 
�  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? 
�  Is there some recognition for volunteers planned? 

(Certificates, reception, lunch...) 
 

POST-EVENT 

�  Has your post-event report been submitted to the United Way of Saskatoon 
office? 
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Fun Guide 
Here are some ideas for special events that have pr oven to raise awareness and money - 
and be fun! 
 
 
�  SIZZLING FUNDRAISING - Barbecue 

Cost of running event: High 
Degree of difficulty: High 
This event raises: Awareness & Money  
 

Keys to success: 

·  Advertise well in advance what you will be serving at the barbecue. 

·  Have your tickets on sale a week ahead of time so you will have an idea of how much 
food is required. 

·  You should be able to purchase your meat at a reduced cost based on volume. 

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

·  If you are feeding a large number of people, have at least four to five gas barbecues. 

·  Encourage senior management to cook the steaks and hamburgers. 

·  Provide the chefs with United Way of Saskatoon aprons. 

·  Get United Way logo signage (banners, pennants, etc.) to increase visibility. 

·  Make sure you have vegetarian menu items (veggie burgers for example). 
·  Choose a high-traffic, highly visible outdoor location. 
·  Choose a Gift Basket of various sizes filled with United Way items and use as a Door 

Prize (your Loaned Rep can assist you here). 
 

 

�  COOKING UP SOME FUN - A Bake Sale 

Cost of running event: Low  
Degree of difficulty: Low  
This event raises: Awareness & Money  
 

Keys to success: 
·  Arrange for employees to donate baked goods. 
·  Advertise well in advance with posters, memos & bulletins. 

·  Recruit volunteers to help set up, serve & clean up afterwards. 
 

 

�  DRESS THIS WAY FOR UNITED WAY - A Casual Day 

Cost of running event: Low  
Degree of difficulty: Low 
This event raises: Awareness & Money  
 

Keys to success: 
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·  Get permission from senior management to have a casual day every Friday throughout 
your departmental/agency campaign. 

·  Sell United Way of Saskatoon stickers. Each sticker purchased entitles the holder to 
dress casually on the designated casual day.  

·  Only those wearing a United Way of Saskatoon sticker on the designated casual days 
are allowed to dress casually. 

 
 

�  THE UPS & DOWNS OF HAVING FUN - An Elevator Toll 

Cost of running event: Low  
Degree of difficulty: Low  
This event raises: Awareness & Money  
 
Keys to success:  

·  Get senior management approval to charge a toll for all those using the 
departmental/agency elevator on a particular day. 

·  Ask an employee to collect a toll from every patron using the elevator. 

·  Give each toll payer a label to wear to avoid being charged on subsequent elevator 
rides. 

 

 

�  THE FUN OF FRIENDLY COMPETITION - An Interdepartmental Pentathlon 

Cost of running event: Low  
Degree of difficulty: Medium to High  
This event raises: Awareness  
 
Keys to success: 

·  Schedule noon-hour events each day of the week (therefore, a pentathlon). 

·  Schedule fun events like: a paper airplane throwing contest, shooting crumpled paper 
into wastebaskets, an obstacle race (an added twist is to push senior management 
sitting in chairs around a course of pylons), a briefcase toss. 

·  Encourage departmental/agency sectors to enter employees in each event. 

·  Hold finals in the main lobby where employees can cheer on their co-workers. 

·  Encourage interdepartmental competition. 
 
 
 
�  FUN AT THE RACES - Running a Horse Race 

Cost of running event: Medium  
Degree of difficulty: Medium  
This event raises: Awareness  
 
 
Keys to success: 
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·  Build a large display of a racetrack with horses representing each team 
captain/canvasser.  

·  Enter either team captains or canvassers into the horse race. 

·  Set up the racetrack in a strategic area where there is high visibility. 

·  Horses will advance on the track as dollars and/or participation rates increase in each 
departmental/agency sector.  

·  Award prizes to those departmental/agency sectors that make dollar & participation 
goals. 

·  Give prizes to individual team captains or canvassers, and/or to entire sectors (i.e., 
lunch, or a donut day).  

 

 

�  BIDDING WARS - Auctions 

Cost of running event: Low  
Degree of difficulty: Low  
This event raises: Awareness & Money  
 
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. 

·  Ask senior management in your department/agency to be guest/celebrity auctioneers. 

·  Advertise the auction in advance, and perhaps even combine it with a potluck lunch. 
 
 

�  UNDER THE B - Bingos 

Cost of running event: Medium  
Degree of difficulty: Medium  
This event raises: Awareness & Money  
 
Keys to success: 

·  Negotiate with contacts/suppliers for donation of prizes. 

·  Reserve and set up bingo location early. 

·  Have senior management call out numbers. 
 
 
�  FUN WITH ELECTRONIC MAIL BINGO 

Cost of running event: Low  
Degree of difficulty: Medium  
This event raises: Awareness & Money  
 
 
 
Keys to success: 
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·  Negotiate with contacts/suppliers for donation of prizes. 

·  Advertise to all E-mail users that Bing-E cards are for sale (regular bingo cards, but 
replace the O with an E ). 

·  After selling desirable number of Bing-E cards, sporadically throughout a day or week, 
call out Bing-E numbers using E-mail and by posting numbers in the hallway. 

·  The first E-mail users to get Bing-E! should send out a message to all E-mail users. 

·  The winner will have to present his/her card to claim prize. 
 

 

�  A STROKE OF GENIUS - Mini-Putt Fun 

Cost of running event: Medium  
Degree of difficulty: Medium  
This event raises: Awareness & Money  
 
Keys to success: 

·  Advertise in advance for foursomes to enter (BYOP - Bring your own putter).  

·  Charge a flat fee per foursome. Solicit prizes from contacts/suppliers. 

·  Develop score card for participants. 

·  Set-up mini-putt golf course throughout hallways, offices, elevators, etc. 

·  Be creative. Construct water traps with buckets, sand traps made out of pop corn, etc. 

·  Lowest score wins. 
 

 

�  MIDNIGHT MADNESS - A Coffee Cart 

Cost of running event: Low  
Degree of difficulty: Low  
This event raises: Awareness  
 
Keys to success: 

·  Arrange for volunteers to push a coffee and donut/goodies cart through building during 
night shifts. 

·  Distribute coffee and donuts/goodies along with United Way of Saskatoon campaign 
information to all shift employees. 

 
 
�  MAKE CENTS - A Penny Contest 

Cost of running event: Low  
Degree of difficulty: Medium  
This event raises: Awareness & Money  
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Keys to success: 

·  Advertise a penny collection competition between departmental/agency sectors. 

·  Identify a drop-off location for rolled pennies. 

·  Award prizes to those departmental/agency sectors collecting the most pennies. 
 

 

�  A CARNIVAL OF FUN - Flea Markets, Book Sales, Palm Readings 

Cost of running event: Low  
Degree of difficulty: Medium  
This event raises: Awareness & Money  
 
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. Include a fortune 
teller/palm reader booth where senior management will read your fortune. 

 

�  WHO'S THE TURKEY - Fun with Feathers 

Cost of running event: Low  
Degree of difficulty: Low  
This event raises: Awareness & Money  
 
Keys to success: 

·  Pay a dollar to pin a feather on your favourite Senior Manager/Manager/Supervisor. 

·  At the end of the day, announce who appears to be The Biggest Turkey of the Day!  

·  May tie into Thanksgiving theme. 
 

 

�  LOONIE LANE - 50/50 Fun 

Cost of running event: Low  
Degree of difficulty: Low  
This event raises: Awareness & Money  
 
Keys to success: 
·  Arrange to have two-way tape stuck down on the floor along a main route in your 

building. 
·  Ensure volunteers are available to encourage participation. 
·  Encourage passers-by to stick loonies along the tape. 

·  Give each participant a draw ticket for each loonie they place on the tape (Loonie Lane). 
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�  GOOD CLEAN FUN - An Executive Car Wash  

Cost of running event: Medium  

Degree of difficulty: Medium  

This event raises: Awareness & Money  
 

Keys to success: 
·  Arrange to have senior management wash cars at a charge of approximately $3.00 to $5.00. 

·  Schedule the car wash over lunch hours to maximize employee participation and hold the car 
wash in the departmental/agency parking lot. 

 
 

�  HOT FUN - A Chili Lunch  

Cost of running event: Medium  

Degree of difficulty: Medium  
This event raises: Awareness & Money  
 

Keys to success: 
·  Negotiate with staff 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. 

·  Prepare chili, rolls and salad in advance and set up early in the morning, simmering chili in slow 
cookers. 

·  Approach senior management to do the serving. 

·  Why not have a chili cook-off and invite employees to bring in a batch of their best!  Co-workers 
can judge the chili on taste, texture and fire value. 

 

 

�  GOURMET FUN - A Potluck Lunch with Cookbook  

Cost of running event: Low  
Degree of difficulty: Low  
This event raises: Awareness & Money  

 
Keys to success: 
·  Ask each staff member to contribute a dish for the potluck luncheon 

·  Encourage them to bring in the recipe for their dish; organize the recipes at a later date to create 
a staff cookbook that you can sell later to raise even more money. 

 

 

THE PONY EXPRESS - A High-Tech Horse Race 

Cost of running event: Low  
Degree of difficulty: Medium  
This event raises: Awareness  
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Keys to success: 
·  Employees must be on voice mail 

·  You will need a creative jockey to write and record morning progress reports on voice mail. 

·  Team captains become the horses (e.g. Lightning Linda, Flash Freddy). 
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Some more special event ideas... 
 

1. Agency Fair/Forum 
2. Agency Tours/Speakers/ Adopt an 

Agency 
3. Appreciation/thank you/ 
4. Recognition/wind up/how did we do? 
5. Around The World Potluck Lunches 
6. Bake Sale 
7. Baseball games/Tug of war 
8. Bingo Bowl 
9. Book Exchange 
10. Campaign Videos 
11. Car Wash 
12. Car-less Car Rally (like a scavenger 

hunt) 
13. Carnival 
14. Casino Night 
15. Casual Day/Theme Days 
16. Chili Auction 
17. Coffee Train (for those who can’t get to 

events, shift workers, depts.) 
18. Colouring Contest for Employees’ 

children ($1 entry fee and prizes) 
19. Counting/Guess Jars 
20. Did You Know?  Random calls to 

employees, skill test/daily facts  
21. Draws 
22. Dunk Tanks 
23. E-Mail Games – scrambled agencies, 

etc. 
24. Employee Videos – How United Way 

has touched me/testimonials 
25. Fortune Telling 
26. Free Parking for a Year 
27. Funny Fashion Show 
28. Garage Sale 
29. Give a Rose Day 
30. Golf Tournament – mini indoor 
31. In-House Newsletters 
32. Incentive Prizes – early bird draw for 

pledges handed in 
33. Jail & Bail 
34. Kick-Offs – visible support by 

management group 
35. Line Dance Lessons – any other 

employee talents??? 
36. Lip Synch Contests 
37. Lunch & Learn 

38. Lunch/Breakfast served by 
management 

39. Match the pets/babies photos 
40. Media support – radio/sports 

personalities 
41. Mini Olympics 
42. Murder Mystery 
43. No Dress Shoe Zone – pay a fine! 
44. Pancake Breakfast/BBQ/Hot Dog Days 

– Management Cooks! 
45. Parking Lot Barbecue 
46. Participation Tickets – prizes drawn at 

finale of campaign 
47. Pie Throwing/Eating contests 
48. Pizza night for that 2AM shift! 
49. Plant  Sale 
50. Poker Derby - $1/hand daily 
51. Potluck Lunch 
52. Raffles – day off with pay 
53. Retirees – special targeted group/ 

include in all organizational events 
54. Service Auction 
55. Shoe Shine by Management 
56. Silent Auction 
57. Speaker Day 
58. Switch Jobs with the Boss 
59. Team obstacle courses/challenges to 

create agency awareness 
60. Theme Coffee Breaks 
61. Thermometers:  dollars & donors; tie 

clipping to goal, friendly department 
competitions 

62. Tricycle Race 
63. Trivial Pursuit/Jeopardy/Reach for the 

Top/Pictionary – team games – tie in 
semi finals and finals at wind up events 

64. Ugly Tie Contest 
65. United Way Trivia Contest 
66. OTHERS: 
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 CAMPAIGN MEDIA RELATIONS 
 

Communicating your activities to the general public through the media is a valuable way 
to help profile your organization. It also serves as a way to inform people of events, 
activities and of photo opportunities. It shows the community how your organization is 
involved in supporting charitable organizations such as the United Way, putting your 
company in a favorable light. 
 
Is it newsworthy? 
 
The first thing you must determine is if your activity is newsworthy. Will it make for a 
good photo opportunity? Does it have media appeal? The first and most important step 
is to consult with your Communications Department. They can advise you as to whether 
or not there is a community news angle/photo opportunity. They are also a valuable 
resource in preparing the information for distribution and will also have all the 
appropriate contact names for PSAs and media advisories. 
 
Here are some things that might be of interest to the media: 
 

·  A kick-off or wrap-up event with several hundred employees, musical 
entertainment, wacky games, etc…  Highlight the dollars raised in an interesting 
way, i.e. revealed by a magician, giant numbers pulled out of a hat by the Mayor 
etc… 

 

·  Executive dunk tanks with public figures like a president or senior executives, 
well-known politicians, etc… 

 

·  Themed employee events linking with current news and trends (The Hulk, 
Survivor, Canadian Idol, etc...). 

 

·  Contests – pie throwing at executives, tug-of-war, etc… 
 

·  Celebrity appearances i.e. Saskatoon Blades, media personalities, etc... 
 
Once media appeal has been determined, please call the United Way at (306) 975-
7700 and let us know of your plans.   
 
Once you’ve consulted with the appropriate contacts, it’s time to prepare the 
information. A sample media advisory is attached, for your information. Your 
organization may have staff to develop media advisories and a corporate format. If not, 
this may serve as a helpful guide. 
 
Here are some tips to increase your chances of being featured: 
 

·  Look for interesting photo opportunities , other than cheque presentations. 
Maybe a group of co-workers doing a line dance at a fundraising dinner, or a 
photo of your CEO having his head shaved because your campaign exceeded 
the goal.  
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·  Dare to be different . New, interesting, exciting events and approaches that grab 

attention will likely be featured over the same old BBQ. 
 

Bigger is better . Hold up large number signs to announce your campaign goal, use an 
oversized cheque and pen for presentations, make sure your corporate mascot is in the 
picture etc… 
 
What’s the difference between a PSA and Advisory? 
A PSA (or public service announcement) is designed to inform the public of your event 
and encourage attendance. It is the date, time, location and description of the event. 
Typically these are sent to the psa coordinator at the news outlets (radio, television and 
print) with the request that your psa be put into the community calendar/ psa circulation 
and used until the day of the event. Public service announcements are a free service 
from local media to assist local non-profit organizations in publicizing their fundraising 
and special event activities. It is good to distribute the psa four week prior to your event. 
 
A media advisory  is the who, what, where, when and why details of your event and is 
meant to encourage media coverage. This is sent to the news directors and assignment 
editors. In the advisory you want to talk about the interesting things happening at your 
event. Usually you will list a detailed agenda with times, names of presenters, unique 
and different photo opportunities etc… and a person to contact for more information. 
The advisory is usually sent out three to five business days prior to the event and it’s 
good to follow up the fax with a phone call the day before the event. 
 
United Way Can Help  

·  If you have an interesting photo from your campaign, please e-mail it with a short 
description (company name, names of people in the photo, the activity and your 
campaign goal), or a copy of the media advisory, to 
eengland@unitedwaysaskatoon.ca  .  We may be able to feature your story in 
our communications materials.   
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Sample Media Advisory – On your corporate letterhea d 
 

MEDIA ADVISORY 
 

(Headline)  XYZ Company Pie Eating Contest  
for United Way  

 
SASKATOON… Release Date (month and day),Year - XYZ Company executives will 
loosen their ties and don bibs at the 5th annual pie-eating contest for United Way on 
September 25th at First Canadian Place, starting at noon. 
 
Celebrity judges include pie-eating world champion Billy Hillbilly  and Sara Lee of Sara 
Lee Desserts. 
 
Contestants will race against the clock, chomping their way through 200 apple, 
blueberry and cherry pies to benefit United Way. 
 
 Who: ABC Company Executive 
 
 What: Pie eating contest for United Way 
 
 Where: First Canadian Place 
  Waterfall Stage (concourse level) 
 
 When: Day, month, date, 12 noon. 
 
  

 
For more information, please contact: 
 
Jane Doe 
Communications Co-ordinator 
XYZ Company 
Phone: (306) 123-4567 
Email: jdoe@xyzcompany 
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Sample PSA - On Your Letterhead  

 
Release Date (month and day), 200_ 
 

PUBLIC SERVICE ANNOUNCEMENT 
 
Please run the following psa from September 9th to 28th, 200_ – thank you. 

 
Bank of Saskatchewan Rolls Dice for United Way 

 
Employees from the Bank of Saskatchewan have a date with Lady Luck when they roll 
the dice at their Casino Night to raise money for United Way. 
 
The event will take place at the Community Centre on Saturday, September 28th.  Event 
proceeds will benefit United Way of Saskatoon and Area and its 34 community 
agencies. 
 
Tickets for the event can be purchased online at www.raisesomemoney.ca or by calling 
Joe Fundraiser at the Bank of Saskatchewan (306) 555-1234. 
 
 
For more information, please contact:   
 
Jane Doe 
Communications Co-ordinator 
XYZ Company 
Phone: (306) 123-4567 
Email: jdoe@xyzcompany 
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2009 Workplace Campaign 

Gift In Kind Donors 
 

 
Name of Workplace Receiving Donation: 
 
 
 
Donating Organization(s): 
 
 
 

 
 

 
Goods/Services Donated: 
 
Approximate Value (if known): 
 
* Information from this form is used for recognition purposes only.     
**This form must be completed in order for gift-in-kind donors to receive recognition 
 

Please complete form and mail or email to: 
 

United Way of Saskatoon and Area 
Fax: 244-0583 

Email: office@unitedwaysaskatoon.ca 
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WORKSHEETS 
 
SPECIAL EVENT WORKSHEET (Complete this form for each event) 

 

Event name 
 

Event co-ordinator 
 

Telephone      Fax 
 

Management support (senior person in your organization who endorses this event) Title 
 

Event date 
 

EVENT OBJECTIVE(S) (please prioritize) 

�  Fundraising �  Education/awareness 
�  Morale-building �  $ Goal 

Event description (how you plan to run/administer event): 
 
 
 

Estimated volunteer resources (attach a list of names, items, etc.): 
 
 
 
 
 
# of employees:    Est. # of participants:  
Est. volunteer time required:    Budget required:  
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SPECIAL  EVENTS RESULTS (complete this portion when event is wrapped up) 

Dollars raised (if applicable):  

Cost (if applicable):   

Net result:   

Actual volunteer resources:   

Actual volunteer time required:   

Actual number of participants:   

General feedback/ 
your advice for next year:   

Completed by (name):   

Date:   

 

Please submit a copy of this results form to the United Way upon completion of the 
Special Event with any money raised. Please use Campaign Envelope provided by 
Loaned Representatives. (ask LR if you need extra envelopes) 
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United Way of Saskatoon’s Mission: 

 

 

 

To improve lives and build 

community by engaging individuals 

and mobilizing collective action. 

 
UNITED WAY OF SASKATOON and AREA OFFICE 

100 – 506  25th ST. E.   S7K 4A7 

975-7700 (PHONE) 

244-0583 (FAX) 

office@unitedwaysaskatoon.ca 

www.unitedwaysaskatoon.ca  

 

Because it’s where you live.    
 

 


