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(561) 775-9954

Director
Elizabeth Hugheslizabeth.hughes@lls.org




Our goal is that eagbarticipant ...
raise the designated minimum of funds
attend coached trainings and other team events
complete the target event
experience a sense of team spirit and camaraderie
feel supported in accomplishing these goals
receive one on one attention throughout the program

To be Eligible for a Mentor position, you must...
Be a previous participant in our Team In Trainimggram
Have met or exceeded your fundraising goal
Have successfully completed a TNT endurance event

A mandatory mentor orientation meeting will be hieédore or during the time of information meetings.
It is an opportunity to learn more about the menbbe, how to manage and encourage fundraising
participants, become more familiar with the missamial goals of The Leukemia & Lymphoma Society
and policies of the Team In Training Program.

, +
Attend at least two information meetings in additto the kickoff. Before the meeting, introduce
yourself to meeting attendees, ask questions &genh talking. After the meeting, answer questions,
welcome participants to the team, assist with teaisns, etc.

/| +
Call each participant to welcome them to the TéAppendix A)

)) 0L $
Contact assigned participants on a weekly basféo support in fundraising and other aspectdef t
program, pass along announcements, collect infoomattc. Mentors act as a liaison between the
participant and The Leukemia & Lymphoma Societyfst@his requires at least one regular (once every
other week at a minimum) phone call to each padiai, in addition to communicating via email.
Mentors must be able to commit to this scheduleeglilar communication with their participants.



Every other week you will need to contact yourfgpairson with an update on each of your participant
You will need to identify the following:

Whether or not they are utilizing their website

What techniques on their fundraising checklist hiéneyy accomplished

What new ideas do they have

What has been successful for them

What “type” of strategy they are usi@ppendix B)

What days they have attended training

2

Use provided checkligAppendix C) to assist each team member in creating a fundgpstnategy.
Completed checklists will be due to your staff @mttafter the first week of training. Keep a capy
the checklist and use it to keep your participamsrack throughout the season

3
Mentors should help coordinate at least one grangraising activity (i.e. car wash, garage salestju
bartending, etc.)

+

Know what the team goals are and encourage yoticipants to not only reach but exceed their
fundraising minimums. Remember, we will never Qerfe” with fundraising until cancer is cured.
Encourage each person raise money early in theseasl keep going!

4 +
Work together with the other mentors on your tedragplicable) to plan mini clinics after trainings
Plan fundraising topics to discuss and brainstounng coffee &/or breakfast.

5 -
Plan to be present at TNT clinics, Team Dinneis, &ncourage your participants to attend as well.

Talk to participants about their personal connexito the mission. If they have one, ask therhaf/t
are willing to share it at a training. Coordinatieo will share each week.

+

This is the reason we are here, always remindetly® tas to why the fundraising is so important to
saving lives.



3 # #

Must attend at least 75% of group training sess{dapending on the season, this means you can miss
only 2-4 trainings and they can not be consecutive)

Offer a group training opportunity during the week

Wear TNT gear & a nametag at all TNT events anditrgs. Introduce yourself to EVERYONE on the
team. Don't be shy- they need your support!

2 4 #
Check with the coach weekly to determine what sugpmeeded at training
Assist with water stop placement
Lead pace groups
Roll call/attendance

A great attitude

Belief in EVERY participant

Buy-in to staff decisions & policies

A proper fundraising mindset- Participants may hetheir “goals” but they are never “done”

2 518%
Website
0 Mentors must know how to use the website
o0 Team members should set theirs up within the Wnestk of signing up
o FAQs
Should my checks show up on my websiteRlo. They must enter this under
their offline donations
How do | edit my website? Each team member has a quick start guide. They
must go tavww.teamintraining.org/pb/registand enter their personal
information. They will get an email with a userrgmassword & link to their
site. They should print out their information ggep it in their notebook. They
will use it to make future edits.
How do | send it out? The easiest way is to just copy the link intceamail and
send it to everyone in their contacts list
o Follow up! People don’t always donate the firstéi Team members should update
their website frequently & send out email updatetheir potential donors.
Letters
Follow up
Other Ideas- keep it simple!




Best Practices
o The ideais to get each participant to raise ashnagqossible
o Team members can not transfer funds between eheh ot
0 Team members can not raise money for one evertramsfer overage to the next season
0 Injuries are the ONLY reason for transfers afteoramitment
Strategies & Checklists

First and foremost, please do not advise your @pénts who are injured. They need to speak
with a coach and or/a doctor.

MIAs: The coach is asked to make call to anyonertiases either of the first two trainings,
communicate to the coach and staff if you havedwadact with any MIAs.

Alert coaches and staff if anyone is having diffigikeeping up with the schedule or having any
other problems.

Encourage perfect attendance! The first five trajs are imperative to building a cohesive
team. Please stress to your participants the irapoe of attending all group-training sessions.
Encourage carpooling.

Assist the coaches in any way necessary. Whenagoze at training, ask the coach if you are
needed to set out water stops, lead pace groupsBetproactive, don’t wait to be asked, it may
delay the start time of training.

Offer mid-week trainings to all team members. #ynlbe more convenient for some participants
to attend training not being hosted by their MentOnce you have a set weekly training day,
time, and location, alert the coaches and TNT st@affve can advertise it to the team.
Encourage Team members to utilize the buddy listsraeet up with other team members
during the week.

++ +

Who: Everyone who has not yet reached their minimum

What: Participants guarantee their place on the teamavcredit card. If they have not yet reached
25% of their minimum by recommitment, they are deakthe difference. They have until the final
fundraising deadline to meet or exceed their mimmuParticipants can request reimbursement for out
of pocket donations when their minimum has been met

When: Recommitment is based on when our forms and lteavengements are due to our National
office- usually halfway between the kickoff & eveméekend. Exact dates are outlined on the
registration forms.

Why: Minimums are set to ensure we keep our prograns @5% of funds raised, maintaining our
credibility to all our donors and most importantlyaximizing the funds we are able to invest in our
mission to cure leukemia, lymphoma, Hodgkin’s dsgeand myeloma and to improve the quality of life
of patients and their families.



In the unlikelihood that you are unable to partatgin your chosen event due to injury, illnesstber
medical reasons and you provide a doctor’s note;may transfer to another event that takes place
within the same fiscal year (July 1st to June 30@)e Chapter will transfer the funds you haveedi
minus any expenses we have incurred related togriginal event.Participants may NOT transfer due
to inability to reach their minimum or lack of trang.

Fundraising credits are given ONLY for referralghie program. A credit means the minimum has been
reduced.

Refer —A- Friend: For each friend you recruit yeill receive $100 fundraising credit. In order to
receive your credit, the person(s) you recruit ncashplete the program. Completion is a combination
of reaching fundraising and physical goals. Ceedill be applied at the point of completion for

recruits.

Keep in mind that credit dollars are not usabldagasney nor are they transferable between team
members.

6 !

The Leukemia & Lymphoma Society utilizes Paycoraanounting center based in Cincinnati, Ohio to
process all Team in Training contributions. ThetiE@ant Donor Form must be sent in to the
Accounting Center with all donations.

All checks should be made out to The Leukemia & piwoma Society or LLS.
Participant Donor Form
o Page one of the Participant Donor Form is a sumimpagg that identifies you, your
chapter, the event you are participating in, améga total of the donations enclosed.
o Page two of the Participant Donor Form is
1. the Credit Card Donation section to list all inf@tion for credit card donations. List
all credit card donations here, do not send doacdc
2. the Cash Donation section used to record donornmdtion for cash contributions
that have been converted into your personal check.
INSTRUCT YOUR CONTRIBUTORS TO FORWARD ALL DONATIONSBIRECTLY TO
YOU. DO NOT HAVE YOUR CONTRIBUTORS SEND DONATIONBIRECTLY TO
PAYCOR OR THE CHAPTER OFFICE.
Send your donations to Paycor on a regular basishirweekly.) please don’t hold off sending
your checks until the end! Be respectful of yoonars, they are waiting for their checks to clear
and credit cards to be charged.
The Paycor Address is:
The Leukemia & Lymphoma Society
Palm Beach Chapter
Dept # 931
P.O. Box 145900
Cincinnati, OH 45250
DO NOT SEND YOUR DONATIONS VIA UPS or FEDEX - theyill not deliver to a Post
Office Box address. You may use Express Mail atifted Mail through the Post Office.
Please allow 10-14 business days from the timenyailiin your donations for them to be posted
to your account.

-7 -



Maintain a listing of your contributors until yoaaeive your statement, in order to verify that all
of your contributions have been properly postegaiar account. We suggest you keep copies of
your checks, money orders, etc. for your records.

Please review checks to ensure they are signedated. Also make sure your name & event are
in the memo line.

Matching Gifts should be sent to the Chapter offiteng with company forms, not to paycor.
Donations sent to Paycor will not be reflected oorywebsite. You must enter these donations
yourself as “offline” donations.

If you have any questions regarding the handlipgptessing of your donations, please contact
the TNT Staff.

-/ 51

TNT DOES train in the rain.

TNT will NOT be training in the event that we apgeriencing an impending weather condition such
as: Tropical Storm / Hurricane / Lightening. Tdadety of our Team Members is one of our top
priorities! In addition, the Coaches reserve igatrto cancel training at anytime if they find tbeurse
or conditions to be unsafe for you, the participant

Regarding travel, we do travel in the rain as wélthe destination we are headed to is expernenci
poor weather conditions, we still travel.

The Leukemia & Lymphoma Society staff members amy busy recruiting new team members &
providing customer service to current team membaedswe are not always in the office. If you nezd t
stop by to pick up letterhead, sponsor forms oewothaterials, please give us a call first so wegstnt
ready for you in case we are not here when yowuarrf you would like to meet with a staff member,
call ahead so we can be sure to be here for yau.office hours are 9:00 a.m. — 5:00 p.m. Monday -
Friday, but we can work around these times if yalllio advance and make an appointment.

The Leukemia & Lymphoma Society
4360 Northlake Blvd, #109, Palm Beach Gardens, 418
Phone: 561.775.9954; Fax: 561.775.0930



Q: Can | be reimbursed if | donate funds at the reommitment or final fundraising dates?

A: If funds continue to be received into a Team rherts Paycor account following the final
fundraising date, he/she may be reimbursed upet@atmount charged at recommitment and/or final
fundraising. There will be a 1-time reimbursem@&tdays following the actual date of the event.
Q: What if | recommit and then get physically injured?

A: If a Team member gets injured and cannot padie in the event we require an original doctor’s
note. The Team member also has the option tofenafusrds to another event within the fiscal year.

Q: Can | bring a friend to training?

A: Only if they are signing up. Otherwise- no.aifrings are a benefit & privilege to fundraising

team members.
Q: Can | wear headphones/ Can | bring my dog/ Can bring my child in a stroller?
A: No. For safety reasons none of the aboveasvald.

Please encourage Team members to contact a TNTfRapresentative with any questions regarding
“Program Policies and Guidelines.”

Can | switch events?

Events must be solidified prior to the RecomnatihDate.

Can | transfer funds to another event or season?

Donations are not transferable for any reasarepiinjury. We deal with each case individually,
ease direct team members to the staff beforagithem any information about fund transfers.

Can | make my own travel arrangements and deducthe cost from my fundraising goal?
No. All Team members must raise the predeteechifundraising minimum for their chosen
vent regardless of travel arrangements.

Whom do | call regarding my Paycor statements ad account?

Contact your staff coordinator at (561)775-99%4ease remember that it does take up to two
weeks for funds to post in your Paycor accounta dbnation is missing, please wait two statements.
Q: Whom do | contact regarding Matching Gifts?

A: Contact Amanda Thaw at (561)775-9954 xt. 21 wileer, each Team member is required to
follow up on Matching Gifts with his/her companyathdid the matching.

Q: Can | give funds | have raised to a friend if Idiscontinue with TNT?

A: As you will not be receiving TNT benefits (i&avel, hotel), 100% of funds raised thus far will
be distributed to patient service and researchrprmg. Although funds in your account cannot be
transferred to another, you may give donationsTeam member if you still have them in-hand.

»PO2 2022020

Q: If | raise more than the required fundraising minimum, can | transfer the difference to
another event?
A No. Monies cannot be raised for one event aadsferred to another. If a participant wants to

open a “new account” once they’ve completed theidfaising minimum they may do so. But, the
monies have to be delegated by the participant.

Q. When do | have to reach my minimum?

A. The final fundraising deadlines are set 2 waaksr to your event.

Please Note: Any funds posted to your Paycor adcoaimot be transferred. If you have reached yaodraising goal and
would like to register for another event, pleas# gaur Staff Coordinator before sending in the dtan.

-9-



Am | given a participant number to set up my acount?

No, each Team member’s account is set up hy tlaene and address.
Can the donors send donations directly to Payc@r

No. Donations should be sent to the individuahih member. The participant then sends the
onatlons to Paycor, after having made copiesetlithnations.

Where do | send the donations?

The Leukemia & Lymphoma Society

Palm Beach Chapter

Dept # 931

P.O. Box 145900

Cincinnati, OH 45250

Q: Do I receive Paycor statements?

2082020

A: Yes, each Team member receives a Paycor Repoet@month, during the first week of the
month. However, each Team member should be trgdksiher donations.

Q: Do | send individual donor forms with each donaiton?

A: No. The Participant Donor Form located in thedtaising manual is the form that needs to be
sent with each batch of donations sent to Paycor.

Q: How often should | send my donations to Payc@r

A: Keep in mind Paycor takes up to 2 weeks to ppeamnations. Therefore, to meet your
recommitment and fundraising goals donations shbaldubmitted accordingly.

Q: Can | send donations via UPS or Federal Expre8s

A: No, UPS and Federal Express will not deliveatP.O. Box. Donations can be sent through the
postal service via certified mail to the P.O. Ballgess.

Q: Who are Honored Heroes?

A: The inspiration behind Team In Training are H@nored Heroes and their families, who serve
as the motivation behind the commitment participdratve made. All Honored heroes sign up to be
included in Team In Training. They renew involvaerheach season, and range in age, diagnosis, and
involvement. They act as your motivation throughibie program and, in turn, you are an inspiratemn
them.

Q: My Honored Hero is sick. What should | do?

A: Encourage a conservative, written approach ¢aeds, flowers, cookie basket). All families
respond differently when in ill stages. Contaet staff for further information and questions.
Q: My Honored Hero is an adult. | thought leukemiawas a childhood disease?

A: Remind your Team Members of the statistics arkéenia & lymphoma.
- Leukemia strikes twice as many adults ranging fearty 20’s and up with no reasonable cause.
Leukemia is the second major cause of death ama&mgamd women 35 and older.
A leukemia or lymphoma patient is anyone suffeffrogn leukemia or lymphoma, regardless of

age.
Q: What if | want to participate in honor of someme else?
A: This is completely acceptable — Team Membersamuraged to participate on behalf of

whoever is their motivating factor!

Q: Should I contact my Honored Hero?

A: Participants are encouraged to contact theinTei@roes. A yahoo email address is set up for
your honored hero. You may write to him/her at tiddress at any time.

-10 -



Your main goal is to establish a relationship viittm and make sure they understand all the
components of the Team In Training prograRiease call your participants as soon as you reeeiv
their contact information. We will provide you with a list of your participgs. This call immediately
gives the new participants a personal contacterptbgram and the security that there is someone
supporting them.

Take time to talk. Don'’t do it if they are rush@ddon’t have the time. You can reschedule foitlaeo
time. This is their first contact with you and want them to feel supported and welcome. Many
people don't read the notebook and we want to nsake they understand the program. Don’t leave a
message either. If you can’t reach them the tiims¢, try back again at a different time.

A. Build A Connection

Introduce yourself and congratulate them on hapoiged the program. Find out about them, why thigned
up, their goals and expectations, if they haverageeal connection to the cause or what other reatb@my have
for being on the team (take notes). Write dowrspeal information about them so you refer backeortotes on
future calls. Make a plan as to how/when is besontact them. Don’t wait for them to call you felp!

B. Talk About You

Tell them your personal background with TNT and wbwy are a Mentor. Tell them what you wish fomthand
your commitment to their success. Let them know gce there to support them in being successfut@anthke
sure they have a positive experience.

C. Describe your Role

Explain how the Mentor program works and how thay be in contact with you. Discuss the roles efstaff
and coaches. Discuss what kind of support youhwilproviding...example: next week you will talk abou
fundraising in more detail and assist them in dgpialg a plan that will help them in achieving thgdials. Tell
them you would like to speak regularly both fordusising support as well as to relay pertinentrimfation. Ask
them to please return your calls within 24 hourg@o don’t have to track them down. Let them kribet you
are there as their partner, not to check up on threpnessure them about raising their money. péicipant
does not want to work with a Mentor, that is tfedioice as well.

D. Talk About Fundraising

Learn about their past experience with fundraisind how they feel about the fundraising part ofgregram.
Make sure they understand how the fundraising pagrorks...that they have committed to raise the mmumn
by the final deadline; explain the incentive deeli and encourage them to shoot for those datpsdelines
and how the credit card guarantee works. Be eaging and supportive and recognize that they mayeleous
about the fundraising. Share your own experieficaising the money. Be reassuring.

E. Develop a Fundraising Plan

Use the strategies & Checklist to determine wia¢ tof fundraiser they are and gather informatmrfdture
reference,

F. Schedule them for Training

Review the training program and schedule with themake sure they understand how it works. Rerttiath
to call their coach anytime they need advice oehguestions about their training. Make sure threyaavare of
any changes to schedules, guest speakers or seeigls. Confirm their attendance for the nexhtrgj session.
Make sure they know how to get there and that yewcaunting on seeing them there.

G. Wrap Up

Answer any questions they have about the progi@ive them your phone number. Schedule a reguleekly
call with them. Thank them for participating witleam In Training.

Don’t just make one initial Welcome Call. Personebntact is very important. Emails work great witur
hectic lifestyles, but please don'’t forget the inmfamce of a phone call

-11 -
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STRATEGY 1
(Ideal for 1st time participants with many contatiough family & friends. For those who feelstpossible to raise all of
their funds through their contacts.)
Set up your TNT fundraising website
o Send an email to all of your contacts with a liak/our website
Write your fundraising letter
o send it to all of your family & friends, include axtra copy & ask them to give it to someone who
wouldn’t be on your list, but may be interestedianating
o include your website address to make donating easie
o include a deadline (usually 2-4 weeks after youlgbe letters)
Solicit corporate sponsorships
Send follow-up emails & letters to those who hawedonated by your deadline

STRATEGY 2
(Ideal for 1st time participants with limited fami& friend contacts & also for TNT alumni)
Set up your TNT fundraising website

o Send out an email to all of your contacts & pastats, with a link to your website, & ask them toviard
your email to others who may not be on your list
Write your fundraising lette(see strategy 1)
Send follow-up emails & letters to those who hawedonated by your deadline
Ask your neighbors, co-workers, spouse’s contamts fdonation
Ask for donations from your church, synagogue, camity or clubs you belong to
Hold a fundraising event (get family & friendshelp!)
o Car Wash at a local Wal-Mart, McDonalds, 7-Eleventher business
o Highway “hold-up” (stand on the street corner & & donations)
0 Publix — have a table at Publix & ask for donations

STRATEGY 3
(For those with few family & friend contacts & faiNT alumni)
- Set up your TNT fundraising website
Send out an email(see strategy 2)
Write your fundraising lettel(see strategy 1)
Send follow-up emails to those who have not donbtegour deadline
Hold a fundraising event
o0 Garage Sale (ask others in your community to doitextes to your sale, hold a community sale & asthea
participant to donate a portion of their salesdanfundraising)
o Guest Bartending event (become a guest barten@eloatl establishment & serve shots for donations,
secure some items to raffle during the event &radfle tickets)
0 Bake Sale at work or your spouse’s work or at yghild’s school
0 Dress Down Day at work or your spouse’s work oyatr child’s school

STRATEGY 4
(For those who are “advanced” fundraisers & haveyr@ntacts)
- Set up your TNT fundraising website
Send out an email(see strategy 2)
Write your fundraising lette(see strategy 1)
Send follow-up emails to those who have not donbtegour deadline
Hold a fundraising event
0 Wine & Cheese Party (this event can be held at fioune or at a local establishment, get some wine &
cheese platters donated, secure some raffle iteotsagge per couple)
o Casino Night
o0 Tennis or Golf Tournament
o Silent Auction (secure items to be bid on by eattendees, charge per person)
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TNT Online Fundraising:
I use email for the following:
Close Friends and family
High school/ college acquaintances; people ingsdibelong to (clubs, etc.)

Work
Other

I know | can send an email with my website to:
At least 50 close family & friends Ten or fewer school acquaintances
At least 20 close family & friends or people in groups | belong to
Ten or fewer family & friends No school acquaintances or people
No Family members or friends in groups | belong to
At least 50 high school/ college At least 50 co-workers
acquaintances or people in groups | At least 20 co-workers
belong to Ten or fewer co-workers
At least 20 school acquaintances or NO co-workers

people in groups | belong to

Other ways | can use my website
Post a link on message boards (myspace, associadts.)
Include my link on my email signature
Print business cards with my website to hand out
Ask friends & family to pass it on to their contsic

I need
No help setting up my webpage A lot of help setting up my webpage
A little help setting up my webpage | need someone to do it for me

Comments re: online fundraising

Letter Writing

| plan to send letters to:
Family & friends
Members of groups | belong to People who provide me a service
People in my community People on my Holiday card list
People | do business with

| estimate | will send about:
200 or more letters 50 or more letters
100 or more letters Less than 50 letters

Comments re: Letter Writing

Other Fundraising
What other techniques will you use?(i.e. sponspsshaffles, car washes, garage sales,etc.)
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