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El Hogar Walkathon [DATE]
End Poverty Through Education
Team Leader Instructions

THANK YOU, for volunteering to lead a team for the El Hogar, End Poverty Through Education Walkathon. These walkathons are taking place in various cities throughout the US in June. Your efforts will make a huge difference in the lives of poor and impoverished children in Honduras who have a chance to change their lives through the education and care provided by El Hogar.  Thank you!

Please use the following instructions to guide you as you plan.

Things to do Right Away
1. Pick a date for the Walkathon.

2. Find at least ten people to walk with you, but the more the merrier! Use the enclosed or attached brochure as needed to inform them as you enlist their help.
3. Advertise the event!  Use the enclosed or attached flyer, fill in the blanks, and distribute everywhere you can think of, including churches, the local library, coffee shops, etc. Spread the word and be sure to ask your co-workers and neighbors to help, either by walking or by sponsoring walkers!  Our goal is broad representation.
4. Meet with your team of walkers. Give them a pile of the brochures to give to each person who sponsors them to inform them about El Hogar. Have your walkers register on our website: www.elhogar.org.   Help your team understand the purpose and date for the walk, what their responsibilities are, and how much fun they’re going to have.  First things to do with your team of walkers:
a. Pick a route, with starting and ending points, perhaps choosing a location in the community other than your church.  We suggest a three-mile minimum for the walk.  See below for tips on choosing routes.
b. Set a financial goal for your team.  We suggest that $1,000 serve as a minimum team goal. One way to set a goal is to talk about what various amounts can accomplish:

1. $1,000 provides annual teacher training for all our teachers

2. $2,500 pays 1 teacher’s salary for 6 months
3. $3,000 pays for food for our 250 children for 2 weeks
4. $5,000 pays 1 teacher’s salary for 1 year
c. Come up with a name for your team, and register it on our website (this is required): www.elhogar.org. 
5. Send your team out to find sponsors. Sponsors will need to pledge fixed amount; we strongly encourage them to pay via the website: www.elhogar.org.  We suggest: 

a. Use email to contact potential sponsors and include this link: www.elhogar.org in the email where sponsors can donate online. 
b. If a sponsor cannot contribute online, use the enclosed or attached paper payment form.  Be sure to collect non-online donations before the Walkathon. All checks should be made out to El Hogar Ministries with “Walkathon” written on the memo line. It is helpful to keep a manila envelope for paper donations and checks. You will need to mail the checks in to the El Hogar Ministries office at: 70 Church Street, Winchester, MA 01890. Please indicate your team name.
6. Stay in touch with your team, cheer them on, and let them know how close they are to the goal.  The website will keep a tally (of online donations) for each team.
One month before the Walkathon

1. Send the enclosed or attached press release, after filling in the blanks, to your local newspaper to continue soliciting sponsors and to let people know about El Hogar and the Walkathon.

2. Keep checking in with your team!  Encourage them!
Two weeks before the Walkathon

1. Call your local newspaper and ask if someone wants to come and cover the race.

2. Make maps of the walk and have them ready for the day.

3. Identify someone who will come and take pictures of the walkers.

4. Identify someone who will help with registration the day of the walk

5. Identify someone who will help host a small party upon the team’s return from walking.

6. We will send you buttons for your walkers to wear; bring them to the walk.

Walkathon Day

Congratulations! You and your team have done a great job.

1. Set up a registration table with sign-in sheet for any last-minute walkers at the start of the race (welcome everyone, even if they have not gotten sponsors).  Collect any paper donor forms and donations.

2. Set up any decorations; balloons, flyers, music, etc.

3. Set up route markers if necessary.

4. Distribute route maps.

5. Greet photographers, news people, etc.

6. Begin to set up your post-walk party.

7. Distribute the buttons you have received from El Hogar Ministries to everyone who is walking.

8. Try to have everyone start at the same time. Walk and have fun!
The Day After

Thank you for being a team leader!  You’ve been the means for many more people to learn about El Hogar and provide support. Your leadership has been invaluable.

1. Prepare any paper donations for mailing.  We ask that you write a check to El Hogar Ministries for any cash that was donated, indicate it as such, and send it in along with the checks and sponsor sheets.  Send to: El Hogar Ministries, 70 Church Street, Winchester, MA 01890

2. Thank your team!  Send them all an email at the least.
Tips and Suggestions:

You have the opportunity to begin building long-term support for El Hogar with the Walkathon and we hope you are as excited as we are about growing the number of people who are enthusiastic and have fun helping to support the children. Here are some suggestions for logistics as well as fun:
· Find out if you’ll need any special permits from your community to hold the Walkathon and start working to secure those permits. If your group is large, and/or you are walking in a city, you may need one.
· See if a local business will partner with your team, providing drinks for the walk or food for the party afterward. You’d need to do this ahead of time.  Maybe your route can pass by a local bakery or coffee shop, see if they’d hand out water or cookies en route.  It’s a good publicity moment for them.

· Consider having ’virtual’ walkers – people who cannot make the walk, but are willing to get sponsors.  

· We are encouraging online registration for everyone, all team leaders and walkers, and on-line paying for the sponsors/donors.  Walkathon registration and payment is all at www.elhogar.org. 
· Have balloons at the registration table and have your team make a sign to put up that says El Hogar Walkathon – End Poverty Through Education – www.elhogar.org.  Be visible.

· Have walkers wear the same color shirt (and their buttons).
· Think about a certificate or small prize for everyone who finishes.

· Have music playing to get the spirit moving as well as the feet.

· Have food at the finish line – make it a party.

All checks received by El Hogar Ministries will receive a thank-you letter.  All on-line payments will receive a thank-you letter.  We can only send a thank-you letter to cash donors if we also have their contact information, which you are encouraged to get, using the paper form provided for this.
If you have any questions, contact the El Hogar Ministries office:  
info@elhogar.org 781-729-7600.
� EMBED PBrush  ���
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