
“Day-of-Event Processes and Procedures”
Workshop: August 23rd, 2023



What you can expect today:

Soup-to-Nuts Procedures for:
• Check-in / Registration
• Taking Donations
• T-shirts
• Close-Out



But FIRST…



$346k!



EVENT-DAY Folder access at 
FSHDSociety.org/Walk-Roll-Volunteer-Resources



EVENT-DAY Folder in Toolkit



Registration Prep

The Walk Envelope: We will be mailing you an envelope of 
materials, including: 
• QR code flyers
• Waiver sheets
• Envelope for cash & check donations
• Donation log sheets
• A pre-paid return envelope 
• …and so much more!!



Registration Prep

Do your prep
• Thursday/Friday before your event, we will EMAIL you a copy of the 

check-in sheets: 

• You will need to print enough copies of this document so that EACH of 
your check-in volunteers has their own



Registration Setup
• “One Stop Shopping”
• Check-In/Register
• Donate

• Signs for designated lines (‘pre-
registered’, ‘need to register’)
• Registration Volunteers: cool, calm, 

collected 
• 1 for every 25 Registrants
• 1 shirt ‘runner’

• QR code flyers taped to table



Team
Captain?







Step 4: CLOSE-OUT Procedures

1. Ensure ALL DONATIONS RECEIVED ON-SITE have been logged completely and 
accurately on the yellow Donation Log sheets.

2. If there is any miscellaneous revenue/cash received, tally it up, log it on the yellow 
log sheet as ‘misc. revenue collected’, and enclose it in the large envelope.

3. On each donation log sheet, tally up the total amount of dollars that correspond 
with that donation log sheet. 

4. Pack everything in the self-addressed return envelope: All donations (checks, cash, 
credit card slips), donation log sheets, all check-in sheets, waiver petition sheet.
Ø Hand off to FSHDS Staff member.
Ø If there is no FSHDS Staff on-site: ensure the envelope has a pre-paid shipping 

label affixed to it, and drop it off at the closest Fed-Ex drop-off site as soon as 
possible.



Running Registration

Pro tips
• Registration Volunteers ideally 

work in pairs (No one handles 
money alone – Never leave the 
money unattended)

• Train volunteers in advance – 
share this video with your 
check-in volunteers

• Bring some random supplies: 
tape, clipboard or paperweights 
(rocks), pens, markers, etc.

• Open check-in WHEN YOU’RE 
READY



Questions??



Fundraising Week: Aug 28th  - Sept 4th

 &





YOU
Are making a 

difference for every 
family that lives 

with FSHD!

THANK YOU!


