TEAM CAPTAIN TOOLKIT

INTRODUCTION

CONGRATULATIONS!
Thank you for registering your team for the 16th Annual Community Link Buddy Walk! We are very excited that your
team will be joining us on Saturday, October 8, 2022 for a day full of fun and excitement. Remind your friends and
family to mark their calendars. Whether this is your first walk or your 16th walk, this toolkit will provide you with all the
tools and information necessary to prepare for the event and/or achieve your fundraising goal!
First thing first, upload a photo of your buddy and a quick story of your buddy to your team’s page. After you have
customized your page, encourage your friends and family to go to www.commlink.org/buddywalk and register to
walk with your team or make a donation. You can do this with phone calls, emails and social media posts. Ideas of
how to do this and other tips are included in this team captain toolkit.
We encourage you to read through this toolkit to make sure you are aware of deadlines, standards and tips that
you need to be successful. All elements of this toolkit can be found in the Team Captain Corner of Community
Link’s Buddy Walk website (www.commlink.org/buddywalk). Have a party for your team, explore the website and
get excited!
If you have any questions anytime, please contact me at 618-526-3989 or by email at michelled@commlink.org.
This is a special year as we will also be celebrating our 50th Anniversary! I’m grateful for your support and knowledge as
we plan this walk together. Best of luck and thank you for all that you do!
Michelle Delfel
Director of Donor Engagement
1665 N. Fourth Street
Breese, IL 62230
618-526-8800 | www.commlink.org
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DATES TO REMEMBER/REGISTRATION
September 16
 Last day to be guaranteed a t-shirt

October 5
 Last day for online registration (t-shirt not guaranteed after Sept 16)

October 8
 16th Annual Community Link Buddy Walk

December 31
 Last day donations may be submitted for the 2022 Buddy Walk

Registration Note:
We have 2 types of registrations for walkers this year:
 The regular registration is the same as in the past, $15 online or $20 offline, and includes a t-shirt
 The 50th Anniversary registration is $50 online or offline, and includes a t-shirt, photo book, and
goodie bag
We are creating a photo book with pictures of Community Link, past and present, that will be included with
the 50th Anniversary registration. We also plan to have them available for donation at the walk. If you would
like to submit photos for the book, please contact Michelle at michelled@commlink.org.
We will not have a 5K run this year, the day will begin with the opening ceremony at 10:30am followed by the
walk. So no 5K registration will be available.
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FUNDRAISING METHOD
We are so thrilled that you have decided to fundraise for the 16th Annual Community Link Buddy Walk®. We
have pulled together a quick four-step method to assist you in your fundraising.

STEP ONE: PLAN
Before you begin fundraising, we suggest creating a plan for your fundraising efforts. We have included a
fundraising timeline to provide you with an idea of good times to push your fundraising efforts throughout
the Buddy Walk season. We want you to be successful with your fundraising!
Build your network! Think about a list of people or businesses who might donate to your efforts this year. We
recommend starting with:
 Friends and families
 Current or former colleagues and classmates
 Neighbors
 Church/Religious network
 Local businesses your family frequents (restaurants, retail stores, etc.)
 Social media connections

STEP TWO: TELL YOUR STORY
 We encourage you to tell your story. Your child or the individual who inspired you to create a team
for Community Link’s Buddy Walk® is a great start to your story. The questions below can help you
practice your story:
 Why do you walk in Community Link’s Buddy Walk®?
 How has certain programming impacted you and your Buddy?
 How has Down syndrome (or other developmental disability) impacted your life and why do you
believe it’s important to raise money for Community Link?
We have included a sample fundraising letter on the next page to help you start telling your story. We do
encourage you to customize this letter and include a photo of your Buddy.

STEP THREE: REMIND YOUR NETWORK
We understand that reminding your networks about your fundraising can be difficult given how long the
Buddy Walk fundraising season is. We suggest using stories of your Buddy to promote your fundraising
efforts throughout the year. Sending out notes to remind your network about a milestone your Buddy has
reached can also be a great way to solicit for additional donations at different times of the year. The more
personal you can make it, the better!

STEP FOUR: THANKING YOUR DONORS
Don’t forget to thank all those people who supported your team this year. The Community Link Buddy Walk
website makes it easy to download your donor report with addresses, so you can send a quick, but heartfelt thank you
note.
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FUNDRAISING IDEAS
We encourage you to choose some creative ways to fundraise for our team, aside from soliciting donations
through letters and social media. Think outside the box! Here are examples of some fun fundraising ideas.
INVOLVE THE COMMUNITY
 Corporate Matching: Ask your company to match donations made by other employees.
 Garage Sale: Ask friends to donate items for a garage sale. The profit is your donation.
 Mow-a-Thon: Get neighborhood kids involved. Mow lawns for a $20 donation.
 Fundraising in Your Office: Your workplace is a great venue to find support.
 Tribute Pledges: Ask people to make a pledge in honor or in memory of someone.
 Change Jar at Local Restaurant: Ask your favorite restaurant to put out a jar for donations of spare
change.
 Loose coin challenge: Have yourself and your team go around your houses/cars, find loose change
and pool it together.
 Local Sponsor: Identify and ask a local company to sponsor your team.
 Delegate: Ask 10 friends to email 10 of their friends about joining your Walk Team.
 Easy Hundred: Ask 10 friends for $10 in 10 days.
 Ask your doctors or dentist for pledges.
 Ask your chiropractor, therapist or yoga instructor.
 Ask your lawyer or insurance agent.
 Ask your child’s school teachers.
 Swear Jar: Every time a family member or co-worker swears, have them pay a dollar to your fund.
 Free Rent: Get your apartment complex to donate one month’s rent to sponsor you.
 Tip Jar: Get businesses to put out a “tip jar” at the register. Put a picture of the person with Down
syndrome whom you may be walking for.
 Join/Start a walking club and every time someone misses a walk have them contribute $5!
 Gym: Ask your gym if they can teach a Zumba or Pilates class with the proceeds going to your
Walk Team.
 Hair Salon: Ask your hair salon if they would donate $2 of each haircut over a weekend to you.
 Extra Change: Empty pocket change every day into a donation box. Give decorated donation boxes to
five friends and ask them to join in.
 Certificates: Ask a local business to sell a service or package at a reduced rate (e.g., $20 for a $40 oil
change). Create certificates that can be sold ($30 for a $40 oil change) and the team keeps the profit.
 Dress Down for Down Syndrome: Employees pay $5 to dress down one day at work.
 Dimes for Down Syndrome: Kids collect dimes and other pocket change from classmates at school.
 Crazy Hair Day: Employees pay $2 to wear their hair in a crazy way throughout the work day.
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FUNDRAISING IDEAS (continued)
HOST AN EVENT
 Theme Dinner: Hold a themed dinner event for 10 of your friends. The ticket is a $50 donation.
 Visit your favorite restaurant and see if they will host a Dine & Donate, where a certain percentage of
sales for a day (Typically 15-25%) goes towards your team’s fundraising goal.
 Car Wash: Hold a car wash either in your neighborhood or at work.
 Benefit Concert: If you know musicians, ask them to perform a benefit concert.
 Movie Party: Hold a movie party at your house/apartment. Pick a code word and every time that word
is said in the movie, everyone antes up $1 in pledge bowl.
 Facebook fundraiser: Create a fundraiser on Facebook, set a goal, and share with friends.
 Birthday: In lieu of gift for your birthday, ask your friends and family to make a pledge. You can do
this on Facebook too!
 House Warming Party: In lieu of a gift for your house warming, ask for donations.
 Wedding: In lieu of gifts, ask your friends and family to make a pledge.
 Costume Party: Host a costume or theme party. If a guest doesn’t wear a costume, fine them $21
made payable to Community Link.
 Gala Night: Host an elegant or formal party.
 Karaoke Nights: Collect a pledge for each song you sing.
 Have a Wine-Cheese Tasting Party: Have your guests bring a donation and a bottle of wine to share.
 International Food Tasting Party
 Sweets Party
 Bake Sale at Work
 Pet Birthday Party
 Retirement Party
 New Job Celebration Party
 T.V. Show Party: Gather friends for the premiere of your favorite show.
 Dance-a-thon
 Disco Night
 Chef night: Offer to cook for your friends in exchange for cash.
 Host a Picture Party: Share your family pictures and others with friends.
 Host a Movie Theme Night
 Popcorn Party: Show a new release video and charge $6 at your home.
 Monopoly or other Game Night
 Poker for Pledges: Host a poker night or card game where players’ “buy-in” goes to your Walk Team.
 Pizza Nights: Ask your local pizza place to donate pizza, and ask friends for $7 at the door, all you can
eat.
 Bowling Tournament
 Fishing Tournament
 Chili Cook-Off: Charge an entry fee for dinner and have a cook-off with your friends.
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FUNDRAISING IDEAS (continued)
BOOST OUTREACH
 Voice Mail: Change your voice mail message to include your participation in your
fundraising/awareness Walk and how people can help.
 Labels: Create return address labels that state “I’m participating in Community Link’s Buddy Walk.
Will you sponsor me?”
 Pin: Create a pin that says “ask me about the Buddy Walk” and wear it around town.
 Social Networks: Post a message on your favorite social media page asking your friends to
support your efforts. Be sure to use the hashtag #CommunityLinkBuddyWalk or
#CommunityLink
 Colored Pledge Forms: Print your pledge form on colored paper so it will stick out in a stack of bills
and other correspondence.
 Email Signature: Include your team name in your email signature.
 Business Cards: Make up business cards with your walk information—your name and address to
send donations or to the web address. Hand them out to everyone you meet.
 Share the Passion: Tell your story. The more you talk about your why you’re involved in your Walk,
the more people will share in that excitement and want to donate or join your team.
 Classmates: Ask your child’s teacher if she can send home a Walk flier in his/her classmates’
backpacks.
 Dear Neighbor: Write to all your neighbors on your block or in your apartment building. Attach an
update on your fundraising progress.
 Meet the Press: Get an article in your company newsletter. Ask them to publish an article about you in
which you request support.
 Bulletin Boards: Post a Buddy Walk postcard on bulletin boards at the gym, community center,
coffee shop, etc.
 Personal Assistant: Offer to be your friends’ and coworkers’ personal assistant for a day (or few hours)
in exchange for a donation.
USE YOUR TALENTS
 Make-Up Artist: If you are a make-up artist, do $75 donation makeovers.
 Photographer: If you are an artist/photographer, do portraits for pledges.
 Baby-sit
 Pet-sit
 House-sit
 Water the Garden: Or any chores you or a family member would normally do for free for
neighbors, friends or family, this time, ask them for a team donation.
 Personal Vending Machine: Take a trip to the store and load up. Let your co-workers know to come to
you instead of heading to the vending machine.
 Computer Graphics: If you are good with computers, make nice cards and give them for pledges.
 Temporary Tattoos: Give a Buddy Walk temporary tattoo to your friends for a pledge.
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FUNDRAISING IDEAS (continued)
A LOT OF EFFORT, BIG PAYOFF:
Look for sponsors for the event! Sponsorship packages are below or can be downloaded from Community
Link’s Buddy Walk® website at www.commlink.org/buddywalk. These sponsorships will count towards your
team’s fundraising goals. Note: Existing or past Buddy Walk sponsors are not eligible for team totals.

Sponsorship Information
PRESENTING SPONSOR - $2,500
 Your company featured on our promotional materials and advertisements.
 Your company logo featured prominently on Buddy Walk t-shirts distributed to all registered walkers, event
signage, and Community Link website
 Name listed on all marketing and public relation-related materials and recognition at event
 Premium location of exhibitor table at event
 Receive static clings displaying your company as a Proud Supporter of Community Link’s Buddy Walk®
 8 complimentary registered walkers (t-shirts included)

GOLD SPONSOR - $1,000
 Your company logo featured prominently on Buddy Walk t-shirts distributed to all registered walkers, event
signage, and Community Link website
 Name listed on all marketing and PR related materials and recognition at event
 Opportunity to have exhibitor table at event
 Receive static clings displaying your company as a Proud Supporter of the Community Link’s Buddy Walk®
 6 complimentary registered walkers (t-shirts included)

SILVER SPONSOR - $500





Your company name on Buddy Walk t-shirts, event signage, and Community Link website
Name listed on marketing and PR related materials and recognition at event
Receive static clings displaying your company as a Proud Supporter of the Community Link’s Buddy Walk®
4 complimentary registered walkers (t-shirts included)

BRONZE - $250
 Your company name on Buddy Walk t-shirts, event signage, and Community Link website
 Receive static clings displaying your company as a Proud Supporter of the Community Link’s Buddy Walk®
 2 complimentary registered walkers (t-shirts included)
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If you have any questions regarding sponsorship opportunities for the 16th Annual Buddy Walk in 2022, please
contact Michelle Delfel at michelled@commlink.org or at 618-526-3989.
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DONATION INFORMATION
CAN I ENTER DONATIONS RECEIVED VIA CHECK TO MY WEBPAGE?
 No, you cannot enter donations received via cash or check on your team’s page. Only an authorized Community
Link employee can enter donations received via check or cash. Please send all donations directly to:
Community Link, Inc.
INSERT BUDDY WALK TEAM NAME
1665 N. Fourth Street
Breese, IL 62230-0157
WHAT IF PEOPLE WANT TO GIVE ME CASH?
 It is safest and best for record-keeping that you convert all cash received to a check or money order. If you are
able, the safest option is to send a personal check covering the full amount, along with the corresponding
donation forms to Community Link. We will be able to credit your friends and family for their generosity (as
long as the forms are clearly completed with all information—name, address and amount given). If this is not
possible, you can also always bring the cash donations and appropriate donation forms to Community Link’s
office or to Community Link’s Buddy Walk and turn it in at Registration.
WILL MONEY TURNED IN AT THE WALK SHOW UP ON MY WEBPAGE AND MY DONATION REPORT?
 Absolutely! If the corresponding donation forms were completed and submitted along with your donations at
the Walk, then you should see your fundraising efforts reflected on your team webpage and donations report
by October 31, 2022.
ARE DONATIONS TAX DEDUCTIBLE?
 Your gift is tax deductible to the fullest extent allowed by the law. Community Link Inc. is a registered 501 (c)(3)
organization. Our tax ID number is 37-0955971.
WHERE DO I GET DONATION AND REGISTRATION FORMS?
 Donation and registration forms are enclosed in this packet. You may also print additional forms from the Team
Captain’s Corner on Community Link’s Buddy Walk® website.
 Use the donation form for people wanting to make a donation only. Individuals wanting to participate in the
Walk or 5K need to complete a registration form so they can receive a t-shirt.
WHO SHOULD BUDDY WALK CHECKS BE MADE PAYABLE TO?
 For tax purposes, please make checks payable to Community Link. Checks should not be written to Buddy Walk
teams, team captains or individual participants.
 Please ask teammates to submit their corresponding donation tracking forms with their checks so your team
will be properly credited for your fundraising efforts. If this is not possible please ask donors to indicate which
walk team they are supporting and your name on the memo section of the check.
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I TURNED IN A PACKET AT THE WALK AND DO NOT SEE ALL THE CHECKS PROCESSED YET.
 All donations to Community Link will be deposited, processed and posted to your team page by Oct 31, 2022.
If a month or more has passed and you still do not see your donations on your team webpage, please contact
Michelle Delfel at michelled@commlink.org.

DO I HAVE TO SEND IN MY DONATIONS? CAN I BRING THEM WITH ME TO THE WALK? CAN I CONTINUE TO
COLLECT DONATIONS AFTER THE WALK? WHAT IF MY DONOR’S DON’T WANT TO DONATE ONLINE? WHERE
DO I SEND THE CHECKS?
 While you can always bring your donations to the walk, it is preferable that you mail them to us as soon as you
can to the address below. We will continue to accept donations for Buddy Walk through December 31, 2022
Community Link, Inc.
INSERT BUDDY WALK TEAM NAME
1665 N. Fourth Street
Breese, IL 62230-0157

CORPORATE MATCH FAQs
I THINK MY COMPANY MATCHES. HOW DO I GET THIS STARTED?
 Every company handles its own matching gift program differently. Please contact your company’s Human
Resources department for instructions on how to double your fundraising efforts through matching gifts.
Please be aware that some matching gifts can take up to six months to receive, so please plan accordingly.
WHERE DO I SEND MY MATCHING GIFT FORM?
 You can send your matching gift to the same address where you would mail donations. Please make sure to add
your team name on the envelope.
I SUBMITTED A FORM FOR MATCHING GIFTS BUT DO NOT SEE THE DONATION ON MY PAGE. WHERE IS IT?
 Community Link cannot post a matching gift until the corporation involved approves it. Unfortunately,
corporations match gifts on a different timetable during the year. If you have questions regarding your
matching gift, please contact your company to see if the donation has indeed been matched. If it has, please
contact Michelle Delfel at Community Link at 618-526-3989, and she will do everything she can to ensure that
the donation appears on your page.

AUCTION/RAFFLE ITEMS
 We do plan to have a silent auction and/or raffles depending on the types of item donations that we receive. We
would appreciate any items that you, or any businesses you contact, would like to donate.
 Please email Michelle Delfel at michelled@commlink.org to let her know what you’ll be donating. The deadline
to drop off items is Friday, September 30th.
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FREQUENTLY ASKED QUESTIONS
WHAT IS THE REGISTRATION FEE?
 The registration fee is $20 per person for the Walk and $35 per person for the 5K. Both the Walk and 5K
registration fee includes an official commemorative Community Link Buddy Walk® t-shirt. Registration for the
5K allows you to participate in the Walk. You do not pay an additional fee. YOU CAN SAVE $5 PER
REGISTRATION BY REGISTERING ONLINE AT WWW.COMMLINK.ORG/BUDDYWALK
SHOULD I REGISTER MY KIDS?
 Yes, please register everyone who will be attending (even toddlers in strollers). This helps us plan for the day of
the event, plus only those who register receive t-shirts.
I HAVE A FAMILY MEMBER WHO WANTS TO JOIN MY TEAM BUT MAY NOT BE ABLE TO ATTEND THE WALK.
CAN THEY STILL JOIN MY TEAM?
 Yes, family members can still support you by joining your team and fundraise as a team member even if they
are unable to attend.
WHAT IS THE CUT-OFF TO JOIN A TEAM?
 You can register online until October 5th until 11:59 PM. And, you can register at the event, but we encourage
everyone to register before September 16th to be guaranteed a t-shirt.
SOME OF MY FAMILY WOULD LIKE TO COME, BUT NOT WALK. DO THEY NEED TO REGISTER?
 We encourage every participant to register by September 16th. If they would like an event t-shirt, they MUST
register. T-shirts may not be available the day of the walk. Only those who register and pay the registration fee
ON or BEFORE September 16th will be guaranteed a t-shirt.
SOMEONE DONATED TO MY TEAM, BUT MEANT TO REGISTER FOR THE WALK. WHAT SHOULD THEY DO?
 Everyone must complete the registration process online. If a donation was made and now someone can attend
the walk, we will require them to complete the registration process online and pay the $15 registration fee to
receive a t-shirt. Although all donations are very generous, donors will NOT receive an event t-shirt unless they
register for the event.
IF I AM REGISTERED, DO I NEED TO DO ANYTHING ELSE TO BE PRE-REGISTERED?
 No, if you have already registered online, you are all set.
IS IT BETTER TO REGISTER ONLINE OR REGISTER THE MORNING OF THE WALK?
 Pre-registering online is best! You will save $5 per registration if you register online. Also, it helps us plan for a
better event if we know how many people will be attending. Community Link, event sponsors and vendors
order items based on how many people we have pre-registered for the walk. Plus, registering before the walk
will alleviate registration lines at the event and you will be able to enjoy the event from the moment you get
there. Each individual and team that registers will receive a webpage within the Community Link Buddy Walk®
website. This will give friends and family a place to go to donate directly to you online. You can also customize
this page with a photo and special message.
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