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OTTAWA AND RENFREW COUNTY
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LA payse-cAFE 13" Annual Alzheimer COFFEE BREAK™

HOST REGISTRATION FORM

Please send this form to Shaun Cawley via one of th e following:
Email: scawley@asorc.orqg
Fax: 613- 523-8522
Mail: 1750 Russell Road, Suite 1742, Ottawa, O N K1G 576

CONTACT INFORMATION

First Name Last Name

Organization (if applicable)
Address

City Prov. ON Postal Code

E-mail

Phone Ext.

Fax Number

Have you hosted a Coffee Break before?
Yes, | have hosted before and would like to host again this year.
No, | have not hosted before and would like to be contacted with more information.

The following information would be very helpful to us, even if you must give an estimated guess

EVENT DETAILS

Date of Event: # of participants

Contact Person: Location:

SUPPLIES REQUIRED — Please fill in attached order form and return to us.

1750 Russell Road, Suite 1742, Ottawa, ON K1G 576
Tel: 613-523-4004 Fax: 613-523-8522 Email: info@asorc.org
Website: www.alzheimer-ottawa-rc.org

Charitable Registration No. 11878 5013 RR0001



GUffE_£ _B_REHH Société AlzheimerSociety

OTTAWA AND RENFREW COUNTY

LA PHUSE_EHFE 13" Annual Alzheimer COFFEE BREAK™

SUPPLIES ORDER FORM

Name: Telephone: _
Organization: E-mail:
ITEM QUANTITY REQUIRED

Donation Boxes
Blue; 4” high x 4” deep ¢ 6” wide
- Shipped flat, easy to assemble

Donation Envelopes

For your guests’ use, particularly if they
(not as shown) wish to have a tax receipt

Information Brochures

“What Is Alzheimer Disease? ”
“Dispelling the myths”

“Heads up! For Healthier Brains”

Coffee Break Decals
- 6% x 3%in.
- can insert name of supporter

Posters
- Small: 8%2x 11 OR
Large: 11 x 17

Tent Cards
(6%2in.)

Coffee Break Banner
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LA PRUSE-CAFE

1750 Russell Road, Suite 1742, Ottawa, ON K1G 576
Tel: 613-523-4004 Fax: 613-523-8522 Email: info@asorc.org
Website: www.alzheimer-ottawa-rc.org
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13"™ Annual Alzheimer COFFEE BREAK™

HOW TO HOST A COFFEE BREAK
Steps to a Successful Event

Hosting a Coffee Break is a very simple and successful way to raise funds for a great cause.
Last year, Coffee Break hosts across Canada turned the coffee break ritual into a very special
gesture by bringing in over $1.13 million!

Pre-Event

Fill out the Supplies Order Form and return it by fax 613-523-8522.

Request the supplies you would like in your kit (e.g. brochures, posters, envelopes,
donation containers, tent cards, etc.).

Check the contents of your kit when received to ensure you have everything you need.
Secure a location(s) and set a time for your Coffee Break ™.

Place your event posters in prominent areas one week prior to your Coffee Break™.

How to promote your Coffee Break

Event

Post notices about your Coffee Break on bulletin boards, pass out flyers or send out
invitation e-mails.

Advertise in your company newsletter, church bulletins and local community newspapers.
Ask local companies to support your event by making a cash donation or by donating items
(e.g. baked goods, cups, cookies or prizes).

Ask your company about matching the money you raise.

Day

Find a secure, but visible location for your donation containers.

Provide donation slips to participants who wish to receive tax receipts. We issue receipts
for donations of $20 or more.

Provide coffee cups, stir sticks, sugar, milk, cream and any other items you would like to
make available.

Try to determine the number of participants who came to your Coffee Break™.

Post Event

Please count the donations and contact Susanne Zorzella with your total. Forward the
proceeds and your leftover materials to our chapter. If you are providing a cheque to us,
please make cheques payable to “Alzheimer Society of Ottawa & Renfrew County ”
Please take a few moments to fill out the Host Evaluation and Records form and return it to
us with everything else.

Thank participants and let them know about the success of your event (e.g. in your
company’s newsletter, e-mails or phone calls).

1750 Russell Road, Suite 1742, Ottawa, ON K1G 576
Tel: 613-523-4004 Fax: 613-523-8522 Email: info@asorc.org
Website: www.alzheimer-ottawa-rc.org
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