Be a in someone’s life.
Soyez dans une vie.
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363 Coventry, Ottawa (Ontario) K1K 2C5 | tel/tél. : 613-228-6700 | fax/téléc. : 613-228-6722

www.gcwcc.org | www.ccmtgc.org

Federal employees and retirees — creating hope ... changing lives.
Les employés et les retraités fédéraux ... sources d'espoir et de vies nouvelles.

This campaign is co-managed by United Way/Centraide Ottawa and Centraide Outaouais.
(7  Cette campagne est gérée conjointement par Centraide/United Way Ottawa et Centraide Outaouais.
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Welcome

Welcome and thank you for joining us at the Goveramh of Canada Workplace
Charitable Campaign (GCWCC)! Your role as a volungeabsolutely vital to the
success of this campaign. The GCWCC team thanksgrogotur leadership and your
participation. Be assured that you have our solatking every step of the way!

Section I: About GCWCC

The Government of Canada Workplace Charitable Campa@@\(VCC) is a charitable
giving campaign developed exclusively for federal empsyand retirees in Canada.
Managed by United Ways/Centraides across Canada, the GCWW(S federal
employees build stronger, healthier communities througharitable giving. The
campaign supports United Ways, Healthpartners/Partenaia@té and other registered
Canadian charities.

A Proud Tradition

Federal employees and retirees have a long histogiirig back to their communities
and are well known for their generosity and caring.

From 1990 to 1996, United Way and Healthpartners/Padieesanté participated in
nearly 80 federal campaigns across Canada. In 1997 rédssury Board of Canada
Secretariat expanded the campaign to enable donorsupport any Canadian
registered charity under a new name — the Government afdda Workplace
Charitable Campaign (GCWCC).

In partnership with thousands of volunteers across thauatry, a national GCWCC
office, managed by United Way/Centraide Ottawa organiaad promotes the
government campaign nationally. Since its inception, the GCWHa€ become the
largest and most successful workplace fundraising camgpa in Canada. In 2008 alone,
federal employees and retirees helped to improvedhaelity of life of Canadians by
raising more than $36.1 million ($20.1 million fromegfNCR campaign, which
represents 56% of the $36.1 million raised natior)dity their communities.

Why Federal Employeegalatitheh€&apgigrgn

1. It's efficient: Through a centralized, streamlined adnstrative process, the
GCWCC is able to process donations more efficienthntimost charitable
organizations. This means that more of your gift goesvttere you feel it is
needed most. (For more information on fundraising costisjt www.gcwcc.org

2. Giving is easy: Participating in the GCWCC offers donoesabnvenience and
efficiency of consolidating their annual charitable givingrough one
transaction on a single form. Donors can also choose to tjikaugh payroll



deduction — spreading their gift out over the year atitkrefore, minimizing
campaign administrative costs. At the end of the yehg amount appears
directly on a donor’'s T4 — no need to keep track ofrithble receipts.

3. Donor choice: Donors have the choice of supporting aewighge of social,
health and community agencies and organizations — large smdll —that
offer essential services in our communities.

Keys to the GCWCC's Success

As Canada’s largest annual workplace campaign, theresanee common elements of
success from coast to coast. These include:

. atradition of generosity and community engagement amongeied
employees and retirees

. 100% face-to-face peer canvassing (where peers canvas pe

. giving through payroll deduction

. support from all levels of management and unions

. effective recruitment and motivation of workplace volugrs

. support and guidance of campaign teams from the GCWC{etnd
. ongoing communication with donors, volunteers and managers

Section Il: Recipient Organizations

Centraide Outaouais

For more information about Centraide

Y Centraide Outaouais, visit:
% Outaouais www.centraide-outaouais.qc.ca

®

To invest inCentraide Outaouais to invest in your community!

Centraide Outaouais’ mission is to mobilize peoplelairaw resources together to
improve the quality of life of the most vulnerable gens in society and to help develop
supportive, inclusive communities. In light of its 63 ysa@f experience and knowledge
of needs, Centraide Outaouais’ role is being broadepeatt as a community builder.
In this capacity, it identifies the most pressing neefdsgvents issues from escalating
and funds innovative solutions.

A contribution to Centraide Outaouais is a direarribution to better living conditions in
your community, whether it is in Gatineau or in tliegional municipalities/districts of
Pontiac, des Collines-de-I'Outaouais or Papineau. Gédé¢ Outaouais serves a
population of 226,000 people.

Thanks to rigorous control of expenditures, the numesosponsors and the work of



volunteers, Centraide Outaouais ensures that administr@and campaign
expenditures are maintained at the lowest possible leve

Healthpartners/Partenairesanté

For more information about
Healthpartners/Partenairesanté and its
members, visit:
www.healthpartners.ca

Health: It Touches All of Us

Mothers. Fathers. Sons. Daughters. Spouses. FriemdleaGues. Everyone is touched
personally and directly by either their own healthues or those of their loved ones.
This phenomenon is not age-dependent — from people irirtheenties whose children
struggle with childhood illness to retirees facing agdated diseases, the issue of
health touches each and every one of us.

Healthpartners/Partenairesanté is a group of sixteenQznada’s most trusted health
charities, and we offer federal employees and reir® opportunity to invest in direct
services; public education; health promotion; and resbahrough our unigque
partnership.

CHOOSE HEALTH: When you choose Healthpartners/Partesainé, you have a
unique opportunity to make a difference. HealthpartnéPsirtenairesante lets you
invest in your health, the health of those you careuat) and the health of all
Canadians.

United Way/Centraide Ottawa

For more information on United
Way/Centraide Ottawa, visit:
www.unitedwayottawa.ca

United Way/Centraide Ottawa’s mission is to bring peojpled resources together to
build a strong, healthy, safe community for all. Ouomise to donors is

“to invest donor dollars where they are needed most amere they will have the
greatest impact.”

To do that, we support hundreds of essential agenagpams and services. We also
lead or play a strong role in developing long-term solosdo complex challenges in
our community — like Ottawa’s aging population or new Cdraas seeking
employment.

Our priorities are well defined. We invest in programpsyjects and partnerships that
make a difference in the following six impact areas:



- promoting healthy development for children and youth
. reducing isolation and enhancing seniors’ quality of life
- reducing barriers and increasing participation for peopléh disabilities
. strengthening individuals and families in times of need assis
. reducing barriers and increasing engagement for immigrants and
. strengthening agency, neighbourhood and community capacity
The true measure of our success is lives changechfobetter.

Section lll: Your Role as Special Events Coordinato

In conjunction with the Campaign Leader, the Spéd&aents Coordinator is responsible
for planning and executing events. Generally, thare two types of events: those which
raise campaign awareness and visibility, and thaggch raise money to help support
important community initiatives.

A special event can last all day, a week, or jusiwple of hours-- the point is that you are
the project manager for the event and will need to plamd coordinate everything from
start to finish AND have fun doing it. The most portant step in getting started to plan
an event for your campaign is to inform yoursefipeak with your Campaign Leader and
find out which events have worked best in the pagthin your department.

As well, make sure to find out if you will nesp eyl llimamnsimg for an event, if you will
havetentiniozd Iresuireementssto deal with, and of couitéhere are costsissociated
with running a particular event. This guide is eegt starting point to help you become
knowledgeable about running activities aimed atsimg awareness and funds for the
GCWCC.

Timing is everything!

In most workplaces, special events generate approxatyat 0% of the overall
campaign goal, With that in mind, it is key that evebis heldadféz reenmbdyeedsinze e
beenaamrassgihs participants should not perceive that their finaatcontribution
to special events replaces or lessens their persoleglge . Réemeenbee thiad speeiahl
events should complaewnyounfEeeto-face sullciiation campaign,not replace it.

The proof is in the pudding!

Events should be strategically chosen, and should nonh¢anore than two or three.
When planning a special event, choose one that has alrpealyen effective in your
workplace and see our list of special event ideas towahe end of this document. One
of the most important goals of a successful evergnsployee involvement



The sayind ppan the work and work the plan” really applies tpexial events. Sound
logistics planning is absolutely essential to the sucaafsan event. It is wise to have a
contingency plan and be prepared for every possible sitna(e.g.- if it rains on your
outdoor event!).

Section IV: Planning a Special Event — Before you
start ask....

What do you want to accomplishRaise campaign awareness/visibility? Boost
employee morale? Raise money?

Has your department triedhiseeeahbeédoe@?\Was it successful? How mucheyo
did it raise/cost? How many employees participateti?as senior management
involved?

How much time is needetbtplplaarmh d>ead@@Vhat are your resources? What is
your budget? Who will organize it? Who will be youy lepeakers and invitees? Who
will write the speeches?

Do you need special approvalliedinsaweapermit?AVhat are the timelines
involved to obtain this approval, a license or permit?

Did you sttereyyourrproposedcaidaicida od eveatsatht ly youCampaignleader and
GCWCOManngee sittazam bee paattaffyourr dbgyaathrenttss qeaipai g a2

Special events can incur substantial costs. If yoyadtment/agency head approves,
you could approach outside organizations to donate/sponsupplies, services or
prizes, make it clear that this is in addition to tlmeormal contribution to the
GCWCC. Use the sample letter on page 25 at the etinisadocument, if desired.

Due to some department’s internal policies, a requestincentives is not feasible. In
this case, look for internal departmental incentiveschuas “a day off”, lunch with your
DM, or the use of a coveted parking spot. Find wisatpecial within your department
that could be used as a prize? Creativity is k&g well, take a hard look at the amount
of money you can realistically expect to raise. FHewgs are as disheartening as a well-
intentioned special event that fails to meet its finant@bjective.

Both United Way/Centraide and Healthpartners/Partenairegé offer @ueestt Syeskens
in English and French, year-round, to give testimonials oa thany positive benefits of
United Way/Centraide and Healthpartners/Partenairesantéograms in the National
Capital Region. Visit www,gcwcc.org complete a “Speaker Request” form.

Liven up your special event with a campaign video, proimeadl banners, posters, flags
and balloons. You can request these items by visitimgv.gcwcc.organd completing




and submitting an “ltems on Loan” form.

For any special event that involves gaming, suchadfiesffauctions, or bingos among
others, you will need to obtain an approval from thgyof Ottawa and a license from
the province of Ontario. The application form must fiéed out in the name of your
department/agency and have a letter attached with théteorization signatures from
United Way/Centraide as well as approval fro m theycifThe application is then
mailed to your provincial licensing bureau with the reged application fee and
supporting documents.

*It can takeup to six weekt receive youfitiersad herefore, if you anticipate
needing a license, please contact your provincial licensimggau as soon as possible.

Important Notice

The information provided on licensing and income tax recéigt is the most accurate
information available at this time. However, new proviamicand Canada Revenue
Agency (CRA) guidelines may be issued after this docurtaedimtal edits, which may
affect issuing of licenses or receipts. All rules aedulations are subject to change
without prior notice and United Way/Centraide, the GCV@Care obliged to comply in
order to retain its charitable status.

Licensing of Charitable Gaming

Charitable gaming refers to games of chance permittgallicense under the Criminal
Code (Canada). They typically include bingos, raf@50 draws, and other social
gaming events, such as a charity casino or raildicénsemusttbee alited mextliffed| | aff
the following conditions are met:

* A prize can be won (money, goods, services—etdonated prizes
are included) and

» An entrance fee must be paid to be entitled tohance to win (e.g., a ticket) and
* There is an element of chance
Notes:

1. Applications must be filed with the provincial ofé,attl et B0 dbaysshefbree
the start of the event.

2. The GCWCC office has been instructed by the progihceefilse mumiss
from charitable gaming, if a license was not obtainedtfaat event.

3. Thedsaatmentiizaenoyyisesspusibiefor the lioeErssgapplication and
report).



OverviewttoQhihdaunmng alli cemse

#1. Applying for a license

A governmental organization may apply for license by
» determining what type of activity will be conducted

» obtaining the appropriate application forms from theovince in which the activity
will be conducted; and completing the form accordingtke instructions

» obtaining a letter of acknowledgement from United Wagf@raide Ottawa (please
discuss with your GCWCC Manager)

Once the application is approved, the gaming authorityl véisue a license directly to
the applicant. UnitieeldWéyyCeertaddede ssnostathboide ddda istrib e || ceemesss.

#2.Recording the event proceeds

Once you have conducted your activity in complianggh all rules and regulations, it
is required thatadll |py ooeseissod fthecexesT thieer embad @ ometiiROS\CVBEEGxalal
Event Form and that the money be deposited sepdsateom other donations or
other event proceeds, as required by the gamindhatity. Consult your Treasurer
for the procedures applicable in your departmentagency.

#3.Reporting the results

The gaming authority issues licenses for which an acjivéport is requirechoddtger
than 30 days after the completion of the event. &alto submit a report in the
prescribed timeline may have an impact on your depagtmtis or agency'’s eligibility for
subsequent license applications as well as United Wagt@ede’s ability to secure
licensing for other organizations. In addition to thepmrt, you will need to provide the
gaming authority with a copy of the deposit slip, whits unique to every license.
Consult your Treasurer to obtain a copy of the depas$ip. Similar to the application
process, send a copy of the report and of the destip to your GCWCC Manager.
You should also keep a copy for you records.

Event Licensing Contacts

Ontario
Maggie Gorgiev
Alcohol and Gaming Maggie.Gorgiev@agco.gov.on.ca
Commission of Ontario 1-800-522-2876 ex: 68099
90 Sheppard Ave. East, Suite 200 or (416) 314-0539

Toronto, Ontario M2N



Quebec Information Hotline 1-800-363-0320 or (W43-3577

11 Sepss tw Ol imyy) a8 Geaminigideosse

A) Province of Ontario:

1. Obtam raawitier ippamssnfroonthb gD Odtawa
Please send an e-mail to Natalie Algie with your evegtaidis. She will
promptly send you a written permission and you can th@oceed:

Jill Merkley

A/Senior Lottery Licensing Officer

Emergency and Protective Services

City Operations, City of Ottawa

(613) 580-2424 ext. # 41363 or Jill.Merkley @attaw

2. Obtamrandtompldtaahbdinggblatié ddomm
To obtain the forms, please visit:

BINGO - %%%' "' +00 1
RAFFLE - %%%' ' +00)1'

For assistance in completing the forms, call 1-800-2826 or (416314-0539.

3. Sign the form

Two members of your organization must sign the applicati(United
Way/Centraide does not sign).

4. PFRrpace ¢ youcedifidéd ¢lobgue ® omoonessemer

(Made to the Ministry of Finance)No personal cheques will be acceptdlease
contact Ryan Scheller at 1-800-522-2876 if you regassistance with
calculation of license fees and minimum/maximum prizelwes for the event.

S, Fax or mail a copy of the application form and yotertified cheque or
moneyorder to your@GOMCTRAnaggettn:

Attention: Your GCWCC Manager
United Way/Centraide Ottawa
363 Coventry Road

Ottawa, Ontario KI1K 2C5

Fax: (613) 228-6722

/0



6. The GOWCC afficenlliher p epass @aaekhowddgegrrentilditeo toebe
signed by the United Way/CentraideGhieff Fimamcial Officer, amd willl

send it to youexpeditiously.

7. Mélihitomplete gy ozt ioom sancidroddnooviesitpamest tl édteartto:

Alcohol and Gaming Commission of Ontario
90 Sheppard Ave. East, Suite 200, Toronto, OntarioN M&4

8. Théaemeivice ® DOOTH avilliissise e gliné ne e smt] ssedittdi resat by too o

9. For accountingnurposessddbées raised from the event must be deposited
separatelyfrom all other special events or fundraising

10. Prepare the Final Beqrdrt
» A report must be filed within 30 dayd the end of the event.

* To obtain reports:
Bingo- http://www.agco.on.ca/pdf/forms/6348B.pdf
Raffle -http//www.agco.on.ca/pdf/forms/6002.pdf

For assistance in completing them, please contAznda Roy at 1-800-522-2876

* The same two members of the organization must signréport (United
Way/Centraide does not sign

» Deposit slips must be attached to the report
e The report is mailed to the Alcohol and Gaming Corssinn of Ontario (see 9)

11. Send a copy of the final report to yoGCYWWVINAnageedyy feaxarr meill

B) Province of Quebec:

1. Bingos

In Quebec, the government has placed a moratorium owgdilicenses, which
means they do not issueevehingo licenses.

2. _50/50 draws
50/50 draws in Quebec ail¢éeijabal

I



Receipting Monetary Gifts and Gifts In-Kind

CRA guidelines state clearly that a gift is a voluntaansfer of propertyfdomhichithiee
donor receives no benefits in return. In other werén income-tax receipt cannot
be issued if the donor receives anything in return for armatary gift or a gift in-kind.

The term “gift in-kind” usually refers to propertytioer than cash and gifts of service.
Issue of an official receipt may not acknowledge cdmiition of servicesas a gift must
involve property. Services, such as time, skills fares, are not considered property
and do not qualify for tax receipting.

** Do not promise tax receipts without gaining prapproval for the receipt from
your GOWCO®dnagee -or additional information, consult the Canada Revenue
Agency website link on charitable giving; www.cra-arc.gc.ca

Generally, a gift is made_if ALL THREE OF THE CONDINS(@sted below are satisfied.

1. A donor transfers some property — usually casho-a tegistered charity;

2. The transfer is voluntary (any legal obligation to reakdonation would cause
the donation to lose its status as a gift); and

3. The transfer is made without an expectation of netu With limited exception,
no benefit of any kind may be provided to the donor.

Departments and agencies are often in situations where éfigibility for a tax receipt
may be questionable. Here is a sample of some é8f giRdelines on specific
fundraising events and activities.

Tickets for Lotteries, Draws, Raffles and Other Gaimg Events

If an individual purchases a ticket for games of chammgch as a lottery, draw or raffle
to win a prize, a receipt cannot be issued becausetuarn for the ticket price, the
individual receives an opportunity to win a prize. Simph payment for a lottery ticket
or other chance to win a prize is not a gift.

Auctions

All monetary gifts and some gifts in kind donated for lacity auction may be
receipted iftheir value can be determined. Note that the valuaftem is not
determined by the price at which it was sold. Mamxgeptions apply. Please discuss
receipts with your GCWCC Manager prior to promising aeipt. Only gifts which
meet CRA guidelines will be considered for receiptiRpquests for gift-in-kind
receipts together with supporting documentation must ewarded to your GCWCC
Managemmuol ez rthzantecfirst wesdk adilee eembleeand must notbe included in
regular campaign envelopes.

In all cases where you have an offer of a gift-in-kglethation for which a tax receipt is



requested, contact your GCWCC Manabefdef @ e enmooitmeimssmadde. The United
Way/Centraide Chief Financial Officer must approve aftgin-kind receipts. It is our
organization’s policy to comply with all CRA requiremerfbr receipting and, where
necessary, to consult with CRA representatives to detaamligibility for income-tax
receipts.

Golf Tournaments

CRA has strict guidelines concerning tax receipts and diyagolf tournaments. Prior
to undertaking such an activity, please review the CRA glings and be sure to
consult your GCWCC Manager.

**Eor more information regarding this issue, please vibe following link:

http://www.cra-arc.qgc.ca/tax/charitessthmonshmemee . html

Section V: Fun Guide

Intent - Raise Campaign AWARENESS/VISIBILITY

Barbecue: Sizzling Fundraising

Cost of running event: Higiyh

Degree of difficulty: Higilg h

This event raises: Avavenesss& Kohmyey
License required: Nolo

Keys t0 succssss:

Advertise in advance what you will be serving at the leae.

Have your tickets on sale at least 1 week aheadwé 80 you will have an
idea of how much food is required.

Purchase meat at a reduced cost based on volume.

Visit a wholesale distributor to negotiate a donatioh supplies (plastic
plates, utensils, etc.).

If you are feeding a large number of people, haveast four to five gas
barbecues.

Encourage Senior Management to participate as key gueseslkers.
Decorate, provide music/entertainment.

Provide the chefs with GCWCC aprons.

Make sure you have vegetarian menu items (i.e.: vegggebs)

Bake Sale: Cooking Up Some Fun

Cost of running event: Laww

Degree of difficulty: Laww

This event raises: Awaranessss Kldheyey
License required: Nolo

I



Keys to success:

Arrange for employees to donate baked goods
Advertise in advance with posters, memos and bulletins
Recruit volunteers to help set up, serve and clean up

Jeans Day: Casual for Today

Cost of running event: Laww

Degree of difficulty: Lavww

This event raises: Awaranessss Kldheyey
License required: Nolo

Keys to success:

Get permission from Senior Management to have a casaglavery Friday
throughout your departmental/agency campaign

Create and sell stickers. Each sticker purchasedtlestthe holder to dress
casually on the designated casual day(s)

Only those wearing a sticker on the designated casuas @ag allowed to
dress casually

Elevator Toll: The Ups and Downs of Fun

Cost of running event: Ldww

Degree of difficulty: Lavww

This event raises: Avavenesss& Kohmyey
License required: Nolo

Keys to success:

Get Senior Management approval to charge a toll fortadsie using the
departmental/agency elevator on a particular day

Ask an employee to collect a toll from every patronngsihe elevator
Give each toll payer a label to wear to avoid beinggbad on subsequent
elevator rides

Interdepartmental Pentathlon: Friendly Competition

Cost of running event: Ldww

Degree of difficulty: Mitidmnotélidigh
This event raises: Awarenessss
License required: Nolo

Keys to success:

/)



Schedule noon-hour events each day of the week (tbezefr pentathlon)
Schedule fun events like: a paper airplane throwing cant&sooting
crumpled paper into wastebaskets, an obstacle raceg@ded twist is to
push Senior Management sitting in chairs/tricycles aroun@@urse of
pylons), a briefcase toss

Encourage departmental/agency sectors to enter employeesach event
Hold finals in the main lobby where employees canarhen their co-
workers

Encourage interdepartmental competition

Mini-putt: A Stroke of Genius

Cost of running event: Metidmm

Degree of difficulty: Miidmm

This event raises: Awaranesss& Kldheyey
License required: Nolo

Keys to success:

Advertise in advance for foursomes to enter (BYOP —AdByiour own
putter)

Charge a flat fee per foursome. Solicit prizes frmmmtacts/suppliers
Develop a scorecard for participants

Set up mini-putt golf course throughout hallways, ofs, elevators, etc
Be creative. Construct water traps with buckets, sdraps made out of
popcorn, etc

Lowest score wins

Coffee Cart: Midnight Madness

Cost of running event: Ldww
Degree of difficulty: Lavww

This event raises: Awaranessss
License required: Nolo

Keys to success:

Arrange for volunteers to push a coffee and doughnut/goodiag through
building during night shifts

Distribute coffee and doughnuts/goodies along with GCWE&npaign
information to all shift employees

P enny (o Lo e Chnteestt: Meddee Catts

Cost of running event: Ldww

Degree of difficulty: Migtiginm

This event raises: Awarenesssé Kldheyey
License required: Noélo

/*



Keys to success:

Advertise a penny collection competition between departmalfdgency

sectors
Identify a drop-off location for rolled pennies

Award prizes to those departmental/agency sectors atileg the most

pennies

Carnival of Fun:FidaaVdek&tssBBokISakssPahaikiBaings

Cost of running event: Ldww

Degree of difficulty: Mitidmm

This event raises: Awaranesss& Kldheyey
License required: Nolo

Keys to success:

Arrange for people to donate used articles (i.e., botdgs, etc.)

Have volunteers available to sort, price and displayesalnclude a fortune
teller/palm reader booth where Senior Management walad your fortune

Fun with Feathers: Who's the Turkey?

Cost of running event: Ldww

Degree of difficulty: Lavww

This event raises: Awaranesssé Kldheyey
License required: Nolo

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 beBiggest Turkey of the

Day!
Can tie into Thanksgiving theme

Chili Lunch: Hot Fun

Cost of running event: Metidimm

Degree of difficulty: Migtidimm

This event raises: Awaranesss& Kldheyey
License required: Nolo

Keys to success:

Ask staff members or a wholesale distributor for @anétion of supplies or a

discount
Advertise in advance with posters, memos and bulletins
Sell tickets in advance to help make the luncheon rurosthly

[+



Prepare chili, rolls and salad in advance

Set up early in the morning, simmering chili in slow ceok

Approach Senior Management to do the serving

Have a chili cooloff and invite employees to bring in a batch of their best!
Co-workers can judge the chili on taste, texture arré fralue

Potluck and Cookbook: Gourmet Fun

Cost of running event: Ldww

Degree of difficulty: Lavww

This event raises: Awaranesss& Kldheyey
License required: Nolo

Keys to success:

Ask each staff member to contribute a dish for thetlpok luncheon
Encourage them to bring in the recipes for their dishes
Organize the recipes later to create a staff cookbook

Sell the cookbooks later to raise money for your gagn

Hunger Awareness Event: Educational

Cost of running event: Metidmm

Degree of difficulty: Miidimm

This event raises: Awaranesss& Kldheyey
License required Nbio

Keys to success:
Hold the event during lunch time when people will bertgry
Ask each participant to pay five or ten dollars as drery fee ticket price

Participants each pay the same amount, but do not kribthey will receive
the “wealthy” lunch (i.e.- many & various food item#)e “normal” lunch
(i.e.- moderate amount of food items), or the “impogbed” lunch (i.e.- very
little food at all)

Participants get to experience the daily meals forg@rvery different socio-
economic classes

The aim is to raise awareness about hunger in the comityu

Homelessness Awareness Event

Cost of running event: Ldww

Degree of difficulty: Mitdmm

This event raises: Awarenessss Kdheyey
License required Nbio



Keys to success:

Prior to the event, have volunteers collect change topsrptheir stay as a
homeless person for a day

Have volunteers collect cardboard boxes and create eshkt homes to put
in the lobby of the building

Volunteers take shifts sitting in boxes as employeeskvy and take notice

The result is to show that homelessness does erisiir community,
whether you see it or not

Intent: Special Events that raise MONEY

Loonie// T &= RReoe

Cost of running event: Ldww

Degree of difficulty: Laww

This event raises: Moheyes; Awaran@ssss
License required: Nolo

Keys to success:

Stick a strip of double-sided tape on the floor or a table along a
designated route

Collect coins a few weeks before the event

Ensure volunteers are available to encourage participatio
Encourage passers-by to give loonies or toonies

50/50 Draw

Cost of running event: Ldww

Degree of difficulty: Lavww

This event raises: Mohey;, Anaremness
License required: Yé&ss

Keys to success:

Verify with your GCWCC Manager regarding licensing obligasidillegal in
the province of Québec)

Designate volunteers to promote and collect moniestfa event

Ensure that all employees have an opportunity to pepate

Tickets or coupons are utilized to identify the winners

Auction: Bidding Wars

Cost of running event: Ldww



Degree of difficulty: Lavww
This event raises: Mohayey, Awaranessss
License required: Nolo

Keys to success:

Reserve a room for the auction

Ask each employee to donate one item of interest t@betioned off
Ask Senior Management in your department/agency to be guesélority
auctioneers

Advertise the auction in advance, and perhaps even comivingth a
potluck lunch

Bingo: Under the B

Cost of running event: Metidimm

Degree of difficulty: Mighidimm

This event raises: Mohayey, Awaraen@ssss
License required: Yées

Keys o SucCess:

Negotiate with contacts/suppliers for donation of pes
Reserve and set up bingo location early

Have Senior Management call out numbers

lllegal in the province of Québec

The “Idol” contest: Talent Show

Cost of running event: Medium

Degree of difficulty: High

This event raises: Money & Awareness
License Required: No

Keys to Success:

Why?
Creates awareness of the GCWCC Campaign
Popular, high energy and entertaining event
Generates a positive work atmosphere
Increases dollars raised for GCWCC

How?

Schedule event later in the campaign, aft@nvassing is complete

Find a location conducive to music stage set-up; higtificaopen space area,
which provides good visibility for audience; can be nightb type venue
Advertise for musical talent, performing individuals or gnos



Benefits

Screen test all acts to ensure quality and content

Recruit judges and emcee for main event

Get donated prizes for winning acts

Signal the day with GCWCC balloons at all entrances

Set agenda to finalize timing

Include opening remarks by Senior Management on the important
GCWCC support, impact to community and campaign update
Publicize main event with names of participating acts
Decorate the location with posters, balloons, other

Plan for food and/or refreshments

Decide on voting system (judges’ decision, audienceotsalbther)
Set-up_informationtable on GCWCC

Allows everyone to have fun in support of GCWCC

Allows everyone to learn a little more about impactdemmunity
Generates departmental pride and good morale by demaistg musical
talent

Good team building for managers and employees

More Special Event Ideas

Door decorating contest

Paperclip sculptures contest

Paper airplane toss

Walk-a-thon at lunch time

Shoe shine by Senior Management

Jelly bean jar counting contest

Jail and bail Senior Management

“Popluck” in the lobby (for $1 or $2, employees pdpalloon that may
contain a prize)

Silent auction

Around-the-world potluck lunch

Coloring contest for employees’ children ($1 or $2 geiry)
Mini-Olympics (three-legged race, briefcase toss)



Section VI: The one-day blitz: A successful campang
strategy

The most important thing to keep in mind with the one-ddpjitz is that you must
coordinate the event with the strategies put in placeymur Campaign Leader and core
team. Blitzes come in a variety of formats, includihg tone-day, two or three-day, one
week, and many others. Consult with your Campaign Le&d¢D with your GCWCC
Manager to find the blitz strategy that would work befsir your department.

Why hold a itz

How?

A motivating kick-off event

Intense campaign for only one day

Raises participation, increases dollars raised foaritable organizations
Fun, good for corporate morale

Fosters team work

Publicize in advance and have countdown before the aeslért people of
the event

Hold training for Canvassers and managers before the blitz

At training, ask Canvassers and managers to domet#®re anyone else and
count totals at start

Post names of Canvassers one week before, add onenfidaéinvasser
Get donated prizes as incentives

Hold event on first day of campaign in central location

Signal the day with GCWCC balloons at all entrances

Ensure visibility of Senior Management

Set up tables for Canvassers who decorate using themdecostumes

Post floor plan and make special name tags for Canvasse
Refreshments (coffee, juices, donuts etc.) and enienm&nt

Make “voting booths” where donors can complete theimhs privately
Include an info fair of agencies from United Way, Centsaahd
Healthpartners/Partenairesanté

Sign up a runner to take info to treasurer and post runniogals during day

Incentives

Popular incentive prizes: hotel stays, meals, ganuggjdge, spa — from
corporate donors

Draw prizes for returned completed gift forms evenyffitzour/hour
Announce first winner by e-mail during the first hour oféhblitz
Incentives for Canvassers to volunteer (T-shirt), fortffisished, highest



pledge rate, best decorated table, costume, for hafirsgdonor

Advantages

Allows staff to participate at lunch, coffee breakghout taking much time
from work

Staff can come and go

Canvassers work as a team filling in for one another

Managers participate

Can be done in only half a day or one full day

By the end of September, possibility of only twengr pent of staff left to
canvass

Can still hold Special Events during the remainder of tampaign

Section VII: Educational/Awareness Tools

In addition to the ideas listed in the previous pagessources are available from the
GCWCC office to support educational events: Health€kse Speakers Bureau, and
GCWCC videos. These events are designed to educate dambrsise awareness in
your workplace.

Health Checks

Healthpartners/Partenairesanté actively promotes hdaih Canadian workplaces
using a unique and fun approach. Our health is oneurfgreatest assets and we want
to ensure the well being of all Canadians.

HEALTH CHECK is a free educational program designed aixerpeople more aware of
their health and to show how simple lifestyle changes make a real difference. They
are fully interactive displays that provide informatcabout physical activity, managing
stress and healthy eating choices. Our volunteers previte program right in your
workplace.

During the Government of Canada Workplace Charitable Caigp (GCWCC),
HEALTH CHECK's are offered to Government of Canada eya@s at their workplace
and are available to departments/agencies upon request

To book a HEALTH CHECK display, please contact yocall coordinator.

Speakers’ Bureau

The GCWCC Speakers’ Bureau is made up of volunteéafaad beneficiaries of
Centraide Outaouais, Healthpartners/Partenairesanté dodited Way/Centraide
Ottawa. Speakers tell their compelling stories of hawrogram or service funded
through the GCWCC, has changed their lives or the lofgeople they know. They



speak from the heart and their messages will motivatel inspire your colleagues to
continue to support the campaign. Speakers are avadldbt both French and English
audiences. Bilingual presenters are also available. @bysur Campaign Leader to
gain information on any potential speakers you may hawarfrwithin your
department, or book a trained GCWCC speaker by loggintbemvw.gcwcc.org

Seeing is Believing Tours

Seeing is Believing (SIB) tours are great opportunitiesi$it the agencies and
organizations that receive funding from Centraide Outaagidinited Way/Centraide
and Healthpartners/Partenairesanté. Here you can adtusee for yourself how your
donations are helping people in our community. The respe for these tours is
tremendous; therefore we strongly encourage you and ange@tampaign volunteers
in your department/agency to register for the SIB tourSpace is limited so register as
early as possible with the GCWCC Coordinator.

Day of Caring

Another valuable experience for campaign volunteers or apantal staff is to
participate in the Day of Caring (DOC). The DOC bripgeple together from all over
the community to provide a helping hand for one dayhis can become a great team
building event for campaign teams or employee groups. Midldial participants and
smaller groups can also be matched up with otherfoton a team.

United Way Supported Organizations:
http://www.gcwcc-ccmtgc.org/downloads/GCWCC 2006.pdf
GCWCC website:
http://www.gcwcc.org
Campaign Tools:
http://www.gcwcc-ccmtgc.org/tools _e.html

Special Event Checklist
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Additional Resources
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ONLINE SUBMITTABLES:

WWW.GCWCC.ORG

Items on Loan Form

Speakers Bureau Request

Speakers Bureau Evaluation Form
Leadership Presentation Request
Leadership Speaker Evaluation Form



