
Thank you for volunteering to be a

HEART&STROKE FIT FOR HEART
EVENT COORDINATOR

LET’S GET YOU
READY TO MOVE!

EVENT COORDINATOR
GUIDELINES

Work with your Heart and Stroke Foundation (HSF) Representative to select an event day and time.

Record your event information on the Master Record Sheet enclosed and submit a completed copy of 

this sheet on your event day.

Promote online fundraising and the online registration promotion – it’s fast and easy. fitforheart.ca

Set a fundraising goal for your event. Put up the Goal Setting Thermometer in a high-traffic area and 

keep a daily or weekly tally of the fundraising total.

Distribute Pledge Envelopes to participants who have registered and enter each participant’s name on 

the Master Record Sheet. Be sure to have extra printed copies of the pledge envelope for participants 

that need more room. You can find this at fitforheart.ca. Participants can also set up for online 

pledge-raising profiles at fitforheart.ca, and make it easy for friends and family to give their support. 

Meet with volunteers; ensure they have assigned tasks for the day of the event.

Collect the pledge envelopes and ensure that all the information on the top is filled out and that the 

waiver form is filled out on the back.  It is equally important to ensure you enter each participant's total 

dollar amount received (online and offline) next to their name on the Master Record Sheet. After the 

event you can tally up the thank you prizes they are eligible to receive based on their fundraising 

efforts.

Count and verify amount raised per participant.

Hand out thank-you prizes if your HSF office has ordered them for event day.

Be sure to provide a copy of the Master Record Sheet to your HSF Representative who will then order 

prizes for your participants.

Thank Participants. Thank Volunteers. Enjoy Your Event!

TASK 

LET’S GET ORGANIZED.




