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Dear Event Organizer,  
 
Thank you for your interest in planning an event to raise funds for the Multiple Myeloma 
Research Foundation (MMRF). These funds support urgent research to develop next-
generation multiple myeloma treatments to extend the lives of patient and lead to a cure.  
 
The MMRF spends 90% of its total budget on research and related programs, and it relies 
on supporters like you to fundraise throughout the country to support this vital research.  
 
Putting together an event is all about organization, attention to detail and a stick-to-it 
attitude that focuses on raising money.  You do not need to be an event planner to build 
a successful event.  
 
The following pages are simply guidelines provided by the MMRF to assist you in 
planning your event.  Each one is managed on a local basis and will likely be subject to 
numerous variables that are unique to your area. 
 
The MMRF stands with you to help shape your event, consult with you, and guide you as 
much as possible. We can help with everything except the physical execution of the 
event.  We urge you to contact us with any questions or comments you have at any time. 
Make sure to register your event at www.themmrf.org/independentevents to become 
an official MMRF Fundraiser and gain access to MMRF fundraising materials to help you 
plan your event. 
 
Please feel free to contact Brooke at: 
 
Office 203.652.0215 
Email: robertsb@themmrf.org 
 
We are looking forward to assisting you in planning your event. Together we will ensure 
it is both enjoyable and successful.  
 
Best regards, 

 
 
 
 
 
 

Brooke Roberts   
MMRF Independent Events Manager 
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ORGANIZING YOUR EVENT: 
GETTING STARTED 

 
Thank you for signing up to organize an event for the Multiple Myeloma Research 
Foundation (MMRF). You are helping to fund research that supports next-generation 
treatments to extend the lives of multiple myeloma patients and lead to a cure.   
 
Organizing an event can be an exciting, rewarding and challenging experience. In this 
packet you will find strategies, tips and guidelines for creating a successful event.  
 

1) Build an Executive Committee 
It is of the utmost importance to have a well-developed strategy for this type of 
event. Consider recruiting a few other individuals to act as your executive or 
organizing committee. An effective committee will help to determine the success 
of your event. 
 
Responsibilities of committee members can include obtaining sponsors, prizes, 
auction items, advertising and other promotional tools, food and beverages, 
recruiting volunteer staff to assist the committee and on the day of the event, and 
supplying signage. 
 
Work with your committee to establish goals, timelines of activities and deadlines 
leading up to and throughout the day of the event. 
 

2) Choose a Location and Date 
Location, location, location! Make sure it is an easily accessible and safe spot 
with lots of parking opportunities to ensure a good turnout. Are there bathrooms 
facilities easily accessible? Try using a location that already hosts a well-known 
event.  
 
When choosing a date, make sure that it fits with the location and season but 
check that it is does not compete with other local events. Also think about how 
much time you will need to put into organizing the event and plan accordingly. 
 

3) Set Manageable Goals & Deadlines 
This is another important piece of planning a successful event. If this is your first 
event, it may start small with a handful of friends, family and co-workers, or 
perhaps you can attract a larger group. The important thing is to accurately judge 
how many participants you expect so you can plan accordingly. 
 
The size of your Committee will also play a role in determining your goals and 
timeline. A large committee may enable you to acquire sponsors and get more 
outreach and exposure, which may mean a larger turnout. 
 
Use the Event Suggested Timeline provided in this packet to help you plan and 
set deadlines.  
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4) Be Prepared
Permits
Many events will require permits. Once you have chosen the location, contact
your Town Hall to get the necessary permits and make sure your desired date is
available.

Safety 
Safety always comes first, and while you may feel most comfortable with an EMT 
present, depending on the size of your event you may only need to educate your 
participants to call 911 at the first sign of any issues. Know the shortest routes to 
local hospitals. You may also be required to, or want to, acquire single day 
special event insurance for the venue. This can be expensive but very necessary. 

If your event is sports related, make sure to have plenty of water available. Make 
sure all rules of the game are clearly defined and mapped out.  

Capture participants’ emergency information when they register, and always 
make sure that they carry adequate personal information on the day of the event. 

5) Event Promotion
When all of the pieces are in place, you are ready to start getting the word out
about your event. Visit www.themmrf.org/independentevents or contact
Brooke Roberts, Independent Events Coordinator at robertsb@themmrf.org or
203.652.0215 to sign up and create your free event page on the MMRF website.
You can send this link out to your friends, family and co-workers as well as list it
on flyers, letters and posters.

Remember to send out invitations to friends, family and co-workers. This does 
not have to be expensive - there are many online invitation services that are free 
and easy to use, plus you can include your event page link.   

Pursue press opportunities with local newspapers and TV stations. A great way 
to do this is to create a press release and send it out, along with letters 
requesting race day coverage and detailing your event’s charitable roots. Once 
you have signed up for your event, you will have access to a sample MMRF 
Press Release that you may use as a template for your event. 

6) Registration
There are many options for managing registrations, from manual registrations to
sophisticated online programs. If participants are required to register for your
event, make sure that they have ample time to do so. You might also want to
charge an increased fee for late registrations and day-of registrations at the
event itself if applicable.
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7) Managing Costs & Getting Sponsorships
Keep an eye on your expenses from start to finish and plan carefully to ensure you
do not exceed your budget.

Costs can add up quickly with charges such as obtaining permits, providing
refreshments, creating marketing and signage, awarding prizes, and more.

So how do you end up with money to donate to the MMRF?

Sponsorships
You should get sponsorships to help underwrite the cost of your event. Consider
pursuing sponsorships from local businesses and ask people you already know
for sponsorships or leads. You might be surprised at the buzz that can be
created through good networking and word-of-mouth. Engage an overall
presenting sponsor and then sponsors for activities and items (i.e. entertainment,
printing and food) A sponsor get the opportunity to attach his/her name and
receive recognition through signage, program listing, etc.

As well as, free advertising on your flyers, brochures, t-shirts, and other event
materials, as well as free or discounted booth space at the event and/or a
banner.

Additional Donations
Ask people for additional donations at registration or at the event itself.  Remember
that you can also use your MMRF Independent Event website page to collect
donations at any time and your web page link can also be sent to friends and family
around the world.

Auctions
Auctions - both live and silent - are proven moneymakers, and should be considered
for your event.

A live auction is fun and can be quite rewarding if you have good items and a
competent auctioneer.  Generally speaking you should limit the number of items to
be auctioned to five or less, since not everyone will bid and a lack of interest can be
a detriment to your event.  But, if you have some great items such as vacation trips,
autographed sports memorabilia and celebrity contributions, give it a try.  And, be
sure you have an auctioneer who can “sell” each item for more than a pre-set
minimum bid.

You also can have a silent auction that is easier to run and perhaps even more
rewarding.  A silent auction costs you nothing and offers a no-risk approach to
fundraising.  The preferred way to run a silent auction is to solicit donations of
collector’s items, other memorabilia, and additional attractive or hard-to-get items
such as vacation trips, restaurant packages, and so forth. The items cost you
nothing and you keep all the money raised.
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Managing Costs & Getting Sponsorships 
Auctions – cont’d 

Look for and solicit celebrity items - autographed baseballs, footballs, other 
equipment such as jerseys, shoes, gloves and hats - photographs, scripts, even 
guitars and other instruments - hard to get tickets to sports events and other 
entertainment - vacation trips, up-scale restaurant packages - and any other 
normally hard-to-get memorabilia and collector’s items. Display the silent auction 
items on tables with descriptive sheets that note the minimum bids that will be 
accepted, with space for the opening bid and succeeding bids.  You will need a 
few volunteers to set up, supervise and promote the auction.  All in all, you 
cannot lose with a silent auction.  And, at the very least, a display of “name” 
celebrity items and other popular gifts will be an attractive addition and of lead 
importance to your outing. 

8) Goody Bags
Goody bags, besides being a nice way to say thank you to all of your
participants, are also great opportunities for sponsorship materials and free gifts.

9) Other Event Day Considerations
Entertainment
Plan according to the size of your event. An emcee is always good to have on
hand, even if it is just you or a well-spoken member of your committee.  Consider
renting a microphone and even a riser for the emcee to stand on, as well as
putting together an opening and closing script with all the important messages.

Music always makes an event feel more festive, and often local musicians and 
school bands will donate time and equipment for a good cause and to advertise 
their names to the community. Also consider your audience – will there be a lot of 
families with children? If so, you might want to choose something family friendly.  

Food/Beverage 
The amount of food and drink you need will also depend on the size of your 
event. Remember to include volunteers and committee members in your 
calculations and account for different dietary restrictions. If nothing else, ample 
water is always recommended. And don’t forget to have lots of trash cans! 

Volunteers 
These can be a huge asset to pulling off a successful event. Assign one of your 
committee members to recruit volunteers.  Volunteers can be utilized leading up 
to the event as well as on the day of. They can help with everything from handing 
out flyers and encouraging registrations, to soliciting sponsorship and stuffing 
goody bags, manning water stations, and set up and clean up.  



SAMPLE EVENT BUDGET

Food & Beverage

Other:

Volunteer Expenses Totals =

Miscellaneous

Insurance

Photography

Meetings

Office Supplies

Travel

Tips

Other:

Misc. Totals =

Total
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Photography 
This can be as easy as recruiting a friend or family member to take pictures, or, if 
you have a larger event with lots of sponsors, you may want to hire a 
professional. To keep costs down, consider offering a partnership with the 
photographer to let the photographer send the photos out to all participants and 
offer them for sale in exchange for shooting the event at a discount or for free.   
 
Don’t forget to send the MMRF some event photos so that they can be 
highlighted on the MMRF website and even featured in promotional materials!  
 
Banners & Materials 
The MMRF provides Independent Event hosts with materials for their event such 
as newsletters and brochures, banners, and donation envelopes.  
 
Visit www.themmrf.org/store to see MMRF branded items for sale, such as 
wristbands, hats and shirts. The MMRF may be able to provide a discount to 
event organizers, please contact your Independent Events Coordinator for 
details. 

 
Event Day Checklist 
Create a ‘Day Of’ checklist to help you stay organized and ensure you have all 
the basics for the big day. 
 



SAMPLE EVENT SOLICITATION LETTER

(Date) 

(Corporate or individual address block) 

Dear (name):  

Please join us in an exciting new venture to raise urgent funds and awareness for multiple 
myeloma research. Multiple myeloma is a rare and incurable blood cancer.  
The (name of event) is scheduled for (date) at (name and location), with all net proceeds to benefit 
the Multiple Myeloma Research Foundation, the world’s largest private funder of multiple myeloma 
research.  

As you may know, our (friend, neighbor, colleague), (name, with perhaps additional information) 
has been touched by this disease. This event not only will honor (name), but will also provide us 
with a fun day while helping thousands of patients and their families. Your support as an individual 
and/ or corporate sponsor will help speed up progress in offering hope to those concerned.  

Since its inception in 1998, the Foundation has raised over $225 million to support research, 
clinical trials, and related educational programming.  

Information is enclosed on both the event as well as the MMRF, and we look forward to working 
with you to make this a truly wonderful event.  

Sincerely, 

(Event chair, or committee member)



SAMPLE THANK YOU 

Dear [Donor], 

Thank you for donating to my fundraising campaign for the MMRF!  Your 
donation has helped to raise money that will allow the MMRF to relentlessly 
pursue innovative means that accelerate the development of next-generation 
multiple myeloma treatments to extend the lives of patients and lead to a cure. 
Did you know that almost 90% of the MMRF total budget goes directly to 
research and related programming? This is why events like these are so 
important to raise much needed funds for the MMRF’s mission. 

I truly appreciate your contribution. 

Sincerely, 

[Your Name] 



SAMPLE EVENT BUDGET

BUDGET ITEM DESCRIPTION COST
Awards / Prizes

Gift Bags

Committee Member Thank You's

Sponsor Thank You's

Other:

Prizes Totals =

Decorations

Banners / Signage

Centerpieces

Candles, votives, etc.

Other:

Decorations Totals =

Entertainment

Lighting

AV Equipment

Other:

Entertainment Totals =

Event Supplies

Stage

Tents

Tables & Chairs

Linens

Event Supplies Totals =

Facility Rentals

Room Rental

Facility Rentals Totals =

Food / Beverage

Morning snacks / coffee

Lunch

Dinner

BUDGET ITEM DESCRIPTION DONATED? COST
Bar / Beverages

Ice

Other

Food / Beverage Totals =

Printing & Postage

Brochures

Programs

Press Releases

Thank You Letters

Other:

Printing & Postage Totals =

Volunteer Expenses

Volunteer T-Shirts
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YOUR EVENT: THE DAY OF 

The big day has arrived! Hopefully everything is going according to plan, but remember 
that as an event coordinator, there is only so much you can control so a good backup 
plan (or two) can be extremely useful just in case anything unexpected pops up. There is 
no need to drive yourself crazy thinking of every possible scenario, but make sure you 
have alternate ways to handle things.  

Some hurdles you may encounter are bad weather, an on-site emergency, or a late 
vendor or emcee. If you have already considered these surprises you will find yourself 
ahead of the game. Remember to discuss your backup plans with your Committee and 
Volunteers before the event day so that everyone is on the same page.  

By the day of the event you will probably know the day’s timeline by heart, but make 
sure it is readily available so that everyone supporting the event knows what is going on 
and when. This way you have a better chance of staying on schedule. Keep your 
checklist on hand and check things off as they are set up and accomplished. 

The event day will generally consist of three parts: 

1) Pre-Event:

• All set-up activities

• Welcoming participants / Thanking Sponsors

• Handing out goody bags (if applicable) and/or materials

2) Main Event:

• The Event itself – once it starts, all your hard work has paid off!

• Remember to enjoy it and have fun!

3) Post-Event

• Celebrate the success of your event!

• Have the emcee or host thank those that helped make it all possible –
sponsors, donors, participants and volunteers

• Plan ahead to have volunteers stay for clean-up and break-down (you may
want to bring in a fresh team of volunteers for break-down if it is a long day)



MMRF PRESS RELEASES 

1,000 MMRF Supporters Raised More $2M For Cancer Patients At Fairfield County’s Largest 
Cancer Research Benefit 

Motown Founder and Recording Legend Berry Gordy Honored at Mega-Fundraiser Event 

Norwalk, CT — November 11, 2013 

More than 1,000 supporters showed their commitment to the Multiple Myeloma Research Foundation 
(MMRF) Saturday by attending what was Fairfield County’s largest charity benefit of the year. This year, 
the organization raised $2 million at its 17th annual Fall Gala. 

A who’s who of the region’s most generous and active philanthropists filled the Hyatt Regency in 
Greenwich, where they rocked to Motown music, the sound that changed America, and celebrated this 
vital cause to support research and treatments for patients suffering from multiple myeloma, an incurable 
blood cancer. Well-known attendees included Clive J. Davis, Chief Creative Officer for Sony Music 
Enterprises; Brian Williams, NBC news anchor; Lucy Danziger, SELF Magazine Editor-in-Chief; Monte 
Lipman, Co-President and CEO of Republic Records; Avery Lipman, Co-President and COO of Republic 
Records; Steve Bartels, President of IDJ Records; Rick Krim, Executive Vice President of VH1; Patrick 
Moxey, President of Ultra Records; and John Amato, President of Billboard Publications. 

A highlight of the gala included Motown founder and recording legend Berry Gordy being honored with 
the coveted MMRF Spirit of Hope Award, awarded in recognition of extraordinary contributions for the 
greater good. The star studded event wowed the crowd with an unforgettable concert that included 
performances by Grammy Award-winning Motown recording artist NE-YO, along with Motown performers 
Chrisette Michele and Kevin Ross, and Broadway star Charl Brown, who currently appears in Motown: 
The Musical. 

“Over the years I’ve witnessed monumental changes occurring in our nation and around the world 
revolutionizing the way we think and feel about each other,” said Mr. Gordy. “Now we have the 
opportunity to see a whole new revolution in the area of cancer research. The MMRF is leading that 
charge with its unique approach to collaborative research and patient empowerment.” 

Past recipients of the coveted MMRF Spirit of Hope Award include Clive J. Davis, Diana Krall and Stevie 
Wonder. Along with honoring Mr. Gordy, the MMRF bestowed its Courage and Commitment Award on 
TouchTunes President and CEO, Charles Goldstuck, a renowned leader in the music industry, as well as 
a digital marketing and entertainment entrepreneur. 

“Seeing the power of amazing performers—like NE-YO and Charl Brown—captivating a room of this size 
is a perfect metaphor for the MMRF, where the work of just a few affects so many,” said Mr. Goldstuck. 
“The MMRF has transcended its small size to dramatically transform the way cancer research takes place 
today, harnessing technology to create a unique and collaborative model that’s putting speed and 
efficiency into finding cures for uncommon cancers like myeloma.” 

“It’s awe inspiring to see so many outstanding people come together to support our mission,” said Kathy 
Giusti, MMRF Founder and CEO and a multiple myeloma patient. “The MMRF has always recognized the 
power of the individual to create change, and that’s how we’re creating a revolution in the treatment of 
cancer—one person at a time.” 

The MMRF is a leading cancer research foundation with a four star Charity Navigator rating, the highest 
rating possible for exceptional fiscal responsibility, that is developing new models and innovative means 
for accelerating the next generation of myeloma treatments as quickly as possible. The organization is 
currently spearheading the world's first and only open access data platform in multiple myeloma, which 



will empower patients with information to make decisions about their individual medical choices and 
enable researchers and others to make faster treatment discoveries for this incurable blood cancer. 

About Multiple Myeloma 
Multiple myeloma is an incurable blood cancer. The five-year relative survival rate for multiple myeloma is 
approximately 41 percent, one of the lowest of all cancers. In 2013, more than 20,000 adults in the United 
States will be diagnosed with multiple myeloma and nearly 11,000 people are predicted to die from the 
disease. 

About the Multiple Myeloma Research Foundation (MMRF) 
The Multiple Myeloma Research Foundation (MMRF) was established in 1998 as a 501(c)(3) non-profit 
organization by twin sisters Karen Andrews and Kathy Giusti, soon after Kathy's diagnosis with multiple 
myeloma. The mission of the MMRF is to relentlessly pursue innovative means that accelerate the 
development of next-generation multiple myeloma treatments to extend the lives of patients and lead to a 
cure. As the world's number-one private funder of multiple myeloma research, the MMRF has raised over 
$225 million since its inception and directs 90% of total budget to research and related programming. As 
a result, the MMRF has been awarded Charity Navigator’s coveted four-star rating for 10 consecutive 
years, the highest designation for outstanding fiscal responsibility and exceptional efficiency. For more 
information about the MMRF, please visit: www.themmrf.org. 
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FOLLOW-UP 

 
Congratulations, you organized a successful Event! You are on the home stretch. Below are 
pointers on a successful follow-up after your event to ensure success year after year. 
 
Thank You’s 
A thank you note is very important, especially for Sponsors and Donors who you might 
wish to count on for future events. You will also want to thank your participants. Consider 
also sending them an email with a link to photos and/or a ‘thank you’ web page, and 
don’t forget to invite them all back for next year!  
 
Thank your volunteers, too. If they enjoyed the experience, you may be able to count on 
them again which means you will have not only a volunteer, but a very valuable 
experienced volunteer. When applicable, also say thank you to local authorities and 
police if they were involved.  
 
Event Evaluation 
You will likely receive emails from participants who want to say thank you, as well as 
some who may have constructive criticism or even complaints, but this is an opportunity 
to better plan for your next event. Don’t take anything personally; simply answer as 
nicely as you can and let everyone know they have been heard.  
 
Consider sending an event evaluation to participants and key volunteers. This is another 
opportunity to improve your planning for next year. There are many companies which 
offer free online surveys. Utilizing a service like this will ensure an organized and easily 
reviewable evaluation. 
 
Send Funds to the MMRF 
Within 60 days following the event, please deliver all net proceeds, made payable to: 
 

The Multiple Myeloma Research Foundation 
Attn: Independent Events 
383 Main Ave, 5th Floor 
Norwalk, CT 06851 

 
Plan for Next Year! 
Now that you have completed your first event, it should only get easier. You know what 
hurdles to expect, what is successful and what is not. Additionally, you can likely expect 
more participants, sponsors and exposure as your event becomes annual. As you 
probably learned organizing this event, the sooner you start planning the better.
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