
REGISTER participants for your event 

 
 

Important Forms in the registration process:  

1) Master Record Sheet – To keep track of the whole event – Follow Steps A to E 
 

 
 

 
 

 

 

 

 
 

 
 

 
 

 

 
 

 
 

 

Enter relevant information regarding 
the EVENT COORDINATOR and 
ORGANIZATION as seen below 

Prizes associated with level reached 

Enter relevant information regarding the 
individual PARTICIPANTS including: name, 

phone #, email and amount received 

Mark quantity of level 1 
per participant 
NOTE: Level 1 is always 
received if the participant 
raises $100 or more 

Indicate level achieved 
according to amount raised.  
NOTE: Different sizes are 
offered for the T-shirt 

Ensure all rows 
are tallied 

properly 

A 

B 

 

C 

D 

E 



 

2. Pledge envelope - to be distributed to each participant for collecting pledges 

 
This useful tool will help participants keep track of sponsors and money raised.  

Participants should fill in information regarding themselves at the top of the 
envelope and leave the table for sponsor information.  To ensure that correct 

receipting occurs, sponsors must completely fill in their information.  Don’t forget 
to tally your total amount fundraised which includes manual fundraising and online 
fundraising (discussed below) 

 

 
 

 
 

 
 

Remember to fill in: Amount 
Fundraised 

online 

+ Amount 
fundraised 

manually 

= 
TOTAL 

FUNDRAISED 


