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Dear Run/Walk Organizer,  
 
Thank you for your interest in planning a Run/Walk 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 a Run/Walk 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 a runner or an 
athlete 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 Run/Walk event. Together we 
will ensure it is both enjoyable and successful.  
 
Best regards, 

 
 
 
 
 
 

Brooke Roberts   Marcia Maslo 
MMRF Independent Events Team  
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ORGANIZING A RUN/WALK: 
GETTING STARTED 

 
Thank you for signing up to organize a Run/Walk 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 a Run/Walk 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, 
advertising and other promotional tools, food and beverages for race day, 
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 race. 
 

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 
or successful race.  
 
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 races or events. Also think 
about how much time you will need to put into organizing the event and plan 
accordingly. 
 
A 5K is the standard length for a Fundraising Walk/Run. This distance will allow 
people of a wide range of ages as well as families to participate as walkers, yet is 
challenging enough for runners.  
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3) Set Manageable Goals & Deadlines 
This is another important piece of planning a successful event. If this is your first 
walk/run 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 Walk/Run Suggested Timeline provided in this packet to help you plan 
and set deadlines.  

 
4) Be Prepared 

Permits 
Without permits, you will likely not be able to hold your event. 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. 
 
Also make sure to have plenty of water available, a clearly defined course so that 
no one gets lost, and, if necessary, traffic control to avoid anyone getting injured 
by a moving vehicle. If the event is large enough, consider police support. 
 
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 Run/Walk 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.  
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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 all fundraising and training materials with plenty 
of time to spare. You might also want to charge an increased fee for late 
registrations and day-of registrations at the event itself. 
 

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. A good rule of thumb to keep in mind is that the total 
cost for a race will most likely equal the total amount collected through registration 
fees. So generally, if you are only charging a registration fee, you will likely break 
even.  
 
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.  
 
Ask for donations to your event to offset costs but remember that when your 
event is just starting out, people may want to donate products instead. Assemble 
a list of everything you will need, such as food, drinks, entertainment, prizes, 
printing, etc. so that you can offer sponsorship opportunities for specific items.  
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In return for sponsorship donations, offer free advertising on your flyers, 
brochures, t-shirts, and other event materials, as well as free or discounted booth 
space at the event.  
 
Additional Donations 
Ask people for additional donations at registration or at the event itself. If you 
have people signing up as a team, consider asking them to fundraise leading up 
to the event. If you have multiple teams, create some healthy competition to see 
which team can raise the most money. Advertise the fact that there is an award 
for the person or team that is the top fundraiser. 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. 

 
8) Awards, Prizes & Goody Bags 

Awards and prizes can be given for numerous accomplishments. Besides just 
first, second and third place awards, you can also reward teams or participants 
who have raised the most money or created the biggest team. You don’t need to 
spend a lot of money to promote healthy competition or raise spirits.  
 
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 Race 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 hire a clown or offer face painting.  

 
Refreshments 
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! 
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Volunteers 
These can be a huge asset to pulling off a successful event. Assign one of your 
committee members to recruit volunteers from local schools, groups and service 
clubs, which often require volunteer hours from their members.  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 stuffing 
goody bags, manning water stations, and set up and clean up.  
 
Necessities 
Your needs will likely depend on the size of your event and the more people you 
have, the more things you will need. For instance, don’t forget important 
necessities like restrooms and waste disposal - you may need to rent port-a-
potties and garbage cans. If facilities at your location are nonexistent then tent, 
table and chair rentals may also be necessary.  
 
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. Please use the 
Materials Request Form at the back of this packet to assist you in making your 
request, or email events@themmrf.org.  
 
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. 

 
Race Day Checklist 
Create a ‘Day Of’ checklist to help you stay organized and ensure you have all 
the basics for the big day. 
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RUN/WALK 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 race day so that everyone is on the same page. Another good rule of 
thumb is to plan for the worst but hope for the best! 
 
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 day’s Walk/Run event will generally consist of three parts: 
 

1) Pre-Event:  

• All set-up activities 

• Welcoming participants / Thanking Sponsors 

• Handing out bibs and goody bags (if applicable) 
 

2) Main Event: 

• The race 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 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) 
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FOLLOW-UP 
 
Congratulations, you organized a successful Walk/Run! 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 can go a long way, especially for Sponsors and Donors who you might 
wish to count on for future events. You will also want to thank your participants. Send 
them an email with a link to the race results, photos and/or a ‘thank you’ web page 
(consider repurposing your MMRF Event Page to be this ‘thank you’ page), and don’t 
forget to invite them 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 Run/Walk, it should only get easier. You know 
what hurdles to expect, what is successful and what is not. Additionally, you can likely 
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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!



 

 

RACE/WALK SUGGESTED TIMELINE 
 

12 MONTHS PRIOR 
 

Date Lead Complete Task Special Notes 
   Create preliminary budget worksheet  

   Determine event location & date  

   Build your Committee  

   Identify, begin to solicit and secure potential 
sponsors  

 

   Apply for city and park permit  

   Apply for event insurance (additionally 
insured) 

 

   Develop event promotion plan  

   Sign up and set up Independent Event page 
on www.themmrf.org/independentevents 

 

 
 
6 MONTHS PRIOR 

 
Date Lead Complete Task Special Notes 

   Create all event forms (individual 
registration, sponsorship, donations) for 
mass mailing and website 

 

   Send out blast invitation/registration email 
directly through your MMRF web page 

 

   Secure vendors  

   Meet with key 
sponsors/volunteers/supporters 

 

 
 
5 MONTHS PRIOR 

 
Date Lead Complete Task Special Notes 

   Work with Committee to send letters to 
vendors 

 

   Begin to craft event brochure, secure 
sponsor logos 

 

   Work with local businesses to secure 
sponsorship 

 

   Secure event announcer/emcee (if needed)  

   Save the Date – Finalize design & Mail out  

 



 

 

 
4 MONTHS PRIOR 

 
Date Lead Complete Task Special Notes 

   Create and send out press releases to local 
radio and TV stations 

 

   Marketing pieces – Finalize designs  

   Secure product donations from sponsors  

 
 
3 MONTHS PRIOR 

 
Date Lead Complete Task Special Notes 

   Marketing pieces – Get printed  

   Marketing pieces – Mail out  

   Order event medals, trophies & awards  

   Identify local banner printing company  

   Request banners & materials from MMRF  

   Optional items to consider at this time:  

• Identifying T-Shirt Vendor 

• Ordering / Creating bib numbers  

 

 
 
8 WEEKS PRIOR 

 
Date Lead Complete Task Special Notes 

   Secure local photographer  

   Order tents, staging, chairs & linens (if 
necessary) 

 

 
 
6 WEEKS PRIOR 

 
Date Lead Complete Task Special Notes 

   Design local sponsor banner  

   Design event t-shirts (optional)  



 

 

 

5 WEEKS PRIOR 

 
Date Lead Complete Task Special Notes 

   Receive bib numbers (optional)  

   Distribute event brochure to local 
businesses, organizations, gyms, etc. 

 

   Distribute event posters to key volunteers  

 
 
4 WEEKS PRIOR 

 
Date Lead Complete Task Special Notes 

   Create announcer’s script  

   Create ‘Day Of’ timeline  

   Send email to registrants, committee & 
volunteers with updates 

 

   Finalize event t-shirt & send proof to vendor  

   Develop volunteer spreadsheet/needs 
assessment 

 

   Create event location logistics plan  

 
 
3 WEEKS PRIOR 

 
Date Lead Complete Task Special Notes 

   Finalize local sponsor banner & place order  

   Acquire all goody bag items & prizes  

 
 
2 WEEKS PRIOR 

 
Date Lead Complete Task Special Notes 

   Send email to registrants, committee & 
volunteers with updates 

 

   Send timeline of events and announcers 
script to Committee members / emcee 

 

   Schedule pre-event interviews with local 
radio/TV stations (if applicable) 

 

   Notify volunteers of responsibilities, times to 
arrive, etc. 

 



 

 

 
1 WEEK PRIOR 

 
Date Lead Complete Task Special Notes 

   Goody bag stuffing with volunteers  

   Pick up sponsor banners, distribute to those 
responsible for set-up 

 

   Pick up t-shirts  

   Prepare a race tally spreadsheet to track 
runners' finishing times by age category and 
gender. 

 

   Review inventory of items (if applicable)   

   Assign participant bib numbers  

   Pick up all pre-event pick-ups (non-
perishable food, equipment, etc.) 

 

   Finalize location logistics plan  

   Prepare “Day Of” checklist   

 
 
POST EVENT 

 
Date Lead Complete Task Special Notes 

   Post race results & photos  

   Send out remaining medals & trophies  

   Send back all rented supplies  

   Work out financials with vendors  

   Clip and save local news clippings of event  
   Send thank you notes to Committee 

members, key volunteers, donors, etc. 
 

   Send out event survey (if applicable)  

   Send all checks to MMRF within 60 days  

   Email event photos with a summary of how 
event went for use on MMRF website 

 

 
 
ONGOING 

 
Date Lead Complete Task Special Notes 

   Cultivate relationships with participants  

   Secure corporate sponsorships  
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MATERIALS REQUEST FORM 

 
The MMRF provides Independent Event hosts with materials to augment their 
fundraising activities and increase awareness for multiple myeloma research. To request 
items, please complete the form below and return via one of the following: 
 

• Fax to 203.229.0572 | ATTN: Independent Events 
 

• Email to events@themmrf.org 
 

• Mail to: MMRF 
Attn: Independent Events 
383 Main Ave, 5th Floor 
Norwalk, CT 06851 

 
Shipping Information: 
 
Member Name: _____________________________  Event Date: _________________ 
 
Address: ______________________________________________________________ 
 
City, State: _________________________________  Zip: _______________________ 
 
Phone: _____________________  Email: ____________________________________ 
 
 
Requested Materials: 
Check all items you would like to receive along with requested quantity*. 
 

 MMRF Newsletters   Quantity: __________ 
 

 MMRF 3x5 Banners   Quantity: __________ 
 

 MMRF Brochures   Quantity: __________ 
 

 MMRF Donation Envelopes  Quantity: __________ 
 
 
* All requests subject to availability. Please allow 2-3 weeks for delivery. Visit 
www.themmrf.org/independentevents for additional event resources. 

 


