


I’m an Event Planner – Now What?

An Event Planner plays a vital role in
rallying our community to support
individuals and families affected
by CACNA1A-related disorders.
As an event planner, your
responsibilities include:

● Recruit team members

● Communicate with team
members

● Motivate and provide tools for
your team to fundraise

● Coordinate and schedule fundraising and event
activities

● Serve as liaison to CACNA1A event coordinators



Event Organizing
Small Groups: Friends & Family

You’ve decided to gather your family and friends to
meet up to walk, run and roll TOGETHER! It’s a great
way to join the CACNA1A community for this important
and exciting event!



Event Organizing
Mid-size Groups: Friends, Family & More

An event of this size is a great way to involve your local
community along with your family and friends. Build
new friendships by engaging and encouraging new
supporters to participate & donate!



Event Organizing
Public Event: Open to All

This size event takes the most planning but has the
highest potential for raising funds and awareness. With
a public event, aspects such as advertising and venue
selection may require more planning than smaller
events.​



ACTION PLAN
Use this worksheet to plan your strategy for creating a
CACNA1A-tastic team!

Launch Tasks
Create your team, and register as a team captain. Recruit a
Co-Captain. Personalize your 5K fundraising page. Share why
you care. Review the fundraising and coaching resources
available to you.

_____________________________________________________
_____________________________________________________
_____________________________________________________

Due Date
_________________
_________________
_________________
_________________
_________________
_________________
_________________

Recruitment Tasks
Send email invitations to your co-workers, friends, and family.
Ask team members to recruit at least one additional member.
Follow up by phone, email, text, or face-to-face.
_____________________________________________________
_____________________________________________________
_____________________________________________________

Due Date
_________________
_________________
_________________
_________________
_________________
_________________

Fundraising Tasks
Make a personal donation. Send donation request emails to
friends and family. Post donation requests on social media.
Plan at least one fundraising event. Ask your HR department
about matching donations. Follow up on donation requests.
Send motivating messages, CACNA1A facts, patient stories,
and tips to your team. Give your team members ideas to get
their networks involved.
_____________________________________________________
_____________________________________________________
_____________________________________________________

Due Date

_________________
_________________
_________________
_________________
_________________
_________________
_________________
_________________
_________________



TEAM IMPACT
Research progress is costly, but everyone has the ability to make a
positive impact on the lives of individuals and families affected by
CACNA1A. Grassroots fundraising is what makes much-needed
research possible. Below are some example research initiatives that
your fundraising will help SUPPORT.



Team Planning & Goal Setting
Team Name  ____________________________________________
Company (if applicable)  ________________________________
Team Captain  __________________________________________
Team Co-Captain (if applicable)  ________________________

Team Fundraising Goal: $ ________________________________
How many participants do I want?  ______________________
Amount raised per participant: $250 or ___________________

____________ X ___________ = $ ___________
# of participants Average $ raised

per participant
Team Fundraising

Goal

Start things off
on the right foot!



Sample
   Recruitment Email



Sample Email to
Team Members



Visibility Matters

Be sure to download images for your CACNA1A 5K yard
signs and banners to have printed for display at your
in-person event, schools, local businesses and your
home. Going this extra mile can make a big difference
for your fundraising goal!

https://www.dropbox.com/sh/zqjjpddnezm1y50/AACgD5aRtdAfzQFftVIjG_aEa?dl=0



