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ANGELS

CYSTIC FIBROSIS

PIPER'S ANGELS FOUNDATION BOARD OF DIRECTORS
~ Established 2016 ~

Dear Crossing Adventure Series Event Host,

On behalf of the entire Board of Directors for the Piper's Angels Foundation, we would like to thank you for
showing up with the courage and commitment to produce a Crossing For Cystic Fibrosis Adventure Series
event. Our mission of supporting families affected by CF is only successful and possible with your vision,
dedication, and unwavering commitment.

During the time that the foundation has existed, individuals like yourself who are willing to 'show up' for those in
need has helped Piper's Angels Foundation become one of the most far reaching and influential grassroots
organizations in the US and globally for families with CF. Since 2017, the Piper's Angels Foundation has
achieved some amazing milestones:
o Raising over $4,000,000 in support of the CF Community
» Donating over $167,000 back to over 20 other non-profit organizations that participated in The Crossing
o Piper's Angels Foundation is listed on the National Directory with the CF Foundation as a globally
recognized primary support system for CF families
o Leading the charge pioneering life-saving critical developments for CF children through our Angels
Abroad initiatives in lower income countries like Mexico and India.
o Supporting over 1,400 CF families with Urgent Financial Assistance and other life enhancing programs
o ... and so much more!

Through the Crossing For Cystic Fibrosis Adventure Series events, we can raise more funds that will help us
deliver more Piper’'s Angels Foundation programs and resources to more individuals affected by CF that are in
great need of it.

We look forward to joining you in the epic event you add to the Adventure Series! When we look out upon the
vast universal expanse dating back over 1.2 billion years, we can become one with the ‘why' that brought all of
us there, and as we face this crossing — together - being BOLD IN THE FACE OF FEAR, we will INSPIRE
EVERY BREATH.

Thank you for all you do. We love you, and we appreciate you!

Sincerely,

Travis Suit, Vanessa Calas, Sean Dunleavy, Paul Smolchek, Gary Stellges, Nikki Stellges, Kathy Aponte, Heidi
Kaye, Matti Antilla, Melissa Foster, Scott Ames
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YACF ADVENTURE SERIES
EVENT HOSTING GUIDE

The following is a general overview. Additional
documentation, assets, and information is provided
by Piper’s Angels Foundation in your specific events
Google Drive folder. Please use all documents to help
organize and produce your event. For questions
please contact info@pipersangels.org

MEMORANDUM OF UNDERSTANDING
EVENT CHECK LIST

APPLICATION, APPROVAL, SUPPORT
EVENT FORMAT & OVERVIEW
COMMITTEE/SPONSORS/VOLUNTEERS
EVENT PROMOTION

EVENT GIVEAWAYS & MERCH

EVENT PRODUCTION
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MEMORANDUM OF UNDERSTANDING

This is an agreement between Piper's Angels Foundation Inc., hereinafter called “PAF,” and the
participant of the Crossing For Cystic Fibrosis Adventure Series Event Host hereinafter called “Host.”

Both parties agree that collaboration and clear communication are essential to ensure the event's
success and alignment with PAF's mission. Failure by either party to fulfill their responsibilities may
result in termination of this agreement.

Purpose & Scope

The purpose of this MOU is to outline the roles and responsibilities of both PAF and the Host in
order to successfully organize and produce a Crossing For Cystic Fibrosis Adventure Series event.
This partnership seeks to extend the mission of PAF by bringing communities together through
epic challenges in nature, while raising awareness and funds for cystic fibrosis programs. The
agreement between Host and PAF is to establish a mutually respectful relationship in support of
this mission.

Disclosure

Crossing For Cystic Fibrosis Adventure Series events are of Piper's Angels Foundation. The name,
products, or services developed herein after for the Crossing For Cystic Fibrosis Adventure Series
events are solely owned by PAF and must have express consent for use.

Piper's Angels Responsibilities
PAF agrees to provide the following support for each Adventure Series event Host:

e Create and manage the official event listing (Facebook and/or Eventbrite)

e Create and maintain the event registration page on PAF’'s fundraising/registration platform,
Classy

e Provide monthly check-in meetings with the Host to review progress and offer guidance

o Offer resources, templates, and support materials outlined in the Event Host Guide

Host's Responsibilities
The Host agrees to:

e Take full responsibility for producing and executing the event, including all logistics and
planning

e Commit to following through with hosting the event on the agreed-upon date

e Secure local sponsors, volunteers, and in-kind support necessary for event success

e Ensure all safety measures and plans are in place

e Communicate openly with PAF regarding challenges or areas where support is needed

e Represent Piper's Angels Foundation with respect, integrity, and professionalism at all times

e |earn, understand, and share PAF's mission and programs accurately

e Follow the Event Host Guide and align the event with the proposed Adventure Series event
format
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— EVENT PRODUCTION CHECKLIST —

Application

Approval

MOU

Monthly Zoom Meetings with PAF

Event Outline

Create a Committee

Create promotional graphics and flyers

Complete all documentation provided by PAF

Promote Event: |G, FB, Eventbrite, Email, etc

Obtain Sponsorships

Volunteer Sign Ups & Assignments

Order event merchandise & giveaways

Event preparation: purchase gear, confirm vendors,
Complete Adventure Series Event Host Follow Up Survey
Submit photos and videos to Piper's Angels Foundation

Complete participant follow-ups for feedback
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Application & Approval

X4CF Adventure Series Application

e Complete the online application for review by the Piper’'s Angels
Foundation staff. We ask that your submission provides as many details
as possible to understand your event for approval and also help us set up

your Classy event campaign, promotional materials, etc.

Review & Approval

e Piper’'s Angels Foundation (PAF) reviews submitted details to confirm
alignment with our mission. You will receive an email with more details
and to schedule your first event planning meeting with Piper’'s Angels

Foundation.

Memorandum of Understanding_ (MOU)
e The MOU outlines expectations for both PAF and the Event Host, covers
commitments for follow through and funds distribution, serving as our

official event agreement.

Ongoing_Support

e You will have access to PAF support via email and phone. Monthly group
Zoom calls with PAF will take place to ensure you are on track with event
production, in alignment with X4CF format, and provide feedback or

guidance if needed.
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EVENT FORMAT & OVERVIEW

Event Format

e Paddle challenge, run, bike ride, hike, or other creative outdoor land or water
based adventure/challenge

e Organization: Use the Google Drive folder sent to you from PAF to access all
event production documents. This will ensure you stay organized, on track,
and give PAF the assurance that your event is running smoothly.

e Registration: Registration will happen through Classy, PAF's official event
registration & fundraising platform. PAF will create your event campaign.
Make sure you have a registration open and close date.

e Communication: Be sure to maintain consistent and open communication
with your registered participants, as well as volunteers, sponsors, vendors,
etc. Send an email, text message, or call each participant after they register
to thank them and ask if they have any questions, encourage their
fundraising efforts. Let your participants and event support know they can
reach out to you with any questions or needs. Be sure to send updates via
email and especially two weeks and one month prior to the event. Confirm
sponsors, vendors, and volunteers one month and one week prior to the
event.

e Promotion: Promote your event via social media, email, and flyers using PAF
approved graphics/logos/branding. You may create your own promotional
materials (with approval from PAF) and/or use what is provided by PAF.
Promote your event daily in exciting, creative, informative ways.

e Preparation: Have a plan two weeks prior to the event on how you are going
to organize all event gear, setup, volunteer roles, etc. Get these things
prepared, organized, packed, and ready to go at least one week prior to the
event.

e PAF & Cystic Fibrosis Awareness Component: You'll want to connect your
participants and supporters with the cause. Include CF awareness/education
and information on PAF in your event promotions, printed materials, and at
the event. This could be a speech explaining what cystic fibrosis is and how
Piper's Angels Foundation empowers individuals battling this disease
through our programs, or showing the PAF Mission Video, and including

official PAF print materials to hand out at your event.
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EVENT FORMAT & OVERVIEW

Event Format

Attitude: It is imperative that you and your event support/volunteers
have the best attitude towards all event participants and supporters
before, during, and after the event. Maintain a positive, encouraging,
grateful, helpful, calm and collected mentality so that your participants
feel empowered, supported, confident, and excited.

Opening Ceremony: Have an opening ceremony that fits your event’s
personality. This will bring the people close to the cause, hype them up
for the adventure they're about to take on, and will give you an
opportunity to express your gratitude for their support of PAF.

Event Execution: Use Event Resource Binders (documents/outline
provided by PAF) to have as a guide at your event so if a volunteer or
someone has a question or need, the information is available to them
without needing your help. Follow the day-of schedule so you meet
participant expectations and can stay on track.

Closing Ceremony: Whether it is a small, informal awards ceremony or a
evening party, plan a way to close out the event so each attendee feels
appreciated. Have physical awards, trophies, medals, prize bags, or swag
to give out so they have something tangible of value. Include elements
like music, food, entertainment, and an inspiring speech to make the
closing ceremony feel well-rounded.

Participant/Vendor/Supporter Follow-up: Be sure to follow up with key
players in your event like volunteers, vendors, and sponsors to show
gratitude and get feedback on their experience. As well, follow-up with
your participants thanking them and giving them a recap of the event's
success. Provide an opportunity for their feedback on improvements for
future events or what they enjoyed most.

PAF Follow-up & Wrap-up Report: PAF wants to know how your event
went! Provide a detailed Wrap-Up Report with event statistics: number
of participants, how much the event raised, what sponsors and partners
supported, how many volunteers helped out, what worked/what didn't
work, photos, and any other important information. Schedule a Zoom

call with PAF staff to follow up on your awesome event.
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EVENT FORMAT & OVERVIEW

Reqguired Elements

e Event committee and volunteers.

e Official rules for safety and fairness.

e Participant fundraising.

e Event participant guide.

e Participant registration and fundraising process.

e Opening and closing ceremonies.

e A cystic fibrosis awareness component (speaker, tribute, or educational
material).

e Clear participant communication and responsive updates.

e Safety Coordinator to oversee risk protocols.

e On-site safety professionals (EMS, police, fire rescue, lifeguards, or
paramedics, etc)

e Appropriate safety gear (escort vehicles, spotters, VHF radios, GPS, etc.)

e Weather contingency plan.

e Participant liability waiver (template provided).

e Day-of Insurance.

e Emergency Action Plan (EAP).

e Event Resources Binder(s).
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EVENT SUPPORT

COMMITTEE

Having a dedicated, motivated group of individuals that will support the
preparation and production of your event will be a key factor for the
workload you will have to take on. Find 8-12 individuals that can manage
main aspects of your event, such as sponsorship, ordering, packing,
volunteer coordination, safety, logistics, etc. Have weekly or bi-weekly
meeting with an agenda to help keep the meeting productive and
efficient. Find ways to make your committee feel motivated, encouraged,

and empowered.

SPONSORS

Sponsorships are essential to make the event financially profitable.
Sponsorships help cover costs of the event from insurance to participant
awards, and everything in between. Utilize your committee and network
to ask local businesses if they would be interested. Have a sponsorship
deck that you can provide to potential sponsors to show them the
different options, levels, and benefits. You can simply walk into a
business and speak with the manager or owner and present the
sponsorship deck. Let them know how excited you are and how much it

would mean if they could be part of the event.

VOLUNTEERS

e Without volunteers, events are not possible. Your Volunteer Coordinator

will help recruit volunteers, organize volunteer communication, manage
sign ups, and create a volunteer schedule. Show your appreciation to
your volunteers with a written thank you, a post-event get together, or

simply a phone call.


https://online.fliphtml5.com/uhvht/cxbe/#p=1
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EVENT PROMOTION

SOCIAL MEDIA

e Social media is one of the main methods of marketing. Use your
personal social media accounts to share about your event and include
the registration link, volunteer opportunities, and sponsorship needs.
Tag/collaborate with @crossingforcf and @pipersangelsfoundation on
Instagram so we can share your event posts. Ask friends, family, and
colleagues to share your posts to help spread the word. Videos
explaining what you're doing and why are very effective because people
who know you connect better when they can see and hear you talking
about the event and what you seem excited for. Be sure to post daily!

FLYERS

e Handing out printed flyers to local businesses to hang in their window
or on their countertop will help to get the word out easily. Having
something tangible to give someone goes a long way because if they see
the flyer again, they will remember to be part of your event and get
signed up as a participant, sponsor, or volunteer.

WORD OF MOUTH

e Talk about your event to everyone you see. You never know where a
conversation with a stranger may lead!
EMAIL
e For the email contact you have, if appropriate, send an email with all
your event information and opportunities to be part of it. Email is a great
way to communicate the event because you can include all the digital
assets that promote your event. Encourage those individuals to share it

with their networks as well.
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EVENT GIVEAWAYS & MERCH

EVENT GIVEAWAYS

e What is it that you're going to provide with registration - a shirt, hat,
medal, challenge coin, swag bag?

e Make sure to have your design complete months ahead of time and
order all event giveaways and merch at least 8 weeks or more from the
event date. Companies take anywhere from 4-6+ weeks to make the
products and ship them out. Always give yourself extra time and account

for any production backups or delivery delays.


https://online.fliphtml5.com/uhvht/cxbe/#p=1
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EVENT PRODUCTION

EVENT PREPARATION

e Work on your event consistently so that you don't get backed up on tasks.
Prepare for the event day weeks ahead of time by filling swag bags, packing
your event bin, printing materials and organizing your event binders,
ensuring volunteers are prepared, etc.

DAY OF EVENT

e Have a final check list so you can make sure you have all your event gear.
Provide a Event Resource Binder to your main volunteers and support so
more people than yourself can find answers and information on the event
production when needed. Know that things usually don't go as planned
and there could be mistakes or issues. Stay calm and find a solution. Most
people won't even notice, so simply work with what you have. Go into the
event knowing that Piper's Angels Foundation is infinitely grateful for all
your time, energy, effort, and intention to help support out mission and the
CF community.

EVENT FOLLOWUP

e By following up with your event participants, volunteers, sponsors, vendors,
etc, you will give them the opportunity to feel heard if the event didn't go
well for them, to hear what they liked most, and to allow space for
constructive feedback. If you plan on hosting the event again the following
year, this last step is imperative to improve on your processes and get better
outcomes. Within your followup - phone calls are best, be sure to convey
your gratitude for their support and participation. You will provide a Wrap
Up Report to Piper’'s Angels Foundation with information on your event

statistics, photos, etc, and a close out Zoom meeting.
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