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BUSINESS EVENT CHECKLIST –- FOR YOUR RECORDS ONLY

 FORMCHECKBOX 

Review the Business Event Guidelines in the Application Form

 FORMCHECKBOX 

Complete and Submit your Business Event Application at least 2 weeks before your event

 FORMCHECKBOX 

Receive approval from us via email with your BE number along with your countersigned application form.

 FORMCHECKBOX 

Receive your ID badge(s).
 FORMCHECKBOX 

Receive your starter pack and collection tin, if requested

 FORMCHECKBOX 

Review the Promotional Material Requirements (Schedule 2 of the Application)

 FORMCHECKBOX 

Submit any promotional materials that incorporate our name or logo for approval
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 FORMCHECKBOX 

Submit an Event Merchandise Order Form, if desired, at least 2 weeks before your event. The Order Form can be downloaded from our website.
 FORMCHECKBOX 

( ENJOY YOUR EVENT!!! 


 FORMCHECKBOX 

Return any collection tins, ID badges, merchandise and/or unused promotional materials within 1 week of your event, quoting your BE number

 FORMCHECKBOX 

Send funds raised no more than 4 weeks after event completion to us via direct deposit or cheque

 FORMCHECKBOX 

Submit Remittance Statement within 4 weeks of the event completion

 FORMCHECKBOX 

Receive thank you letter from us (usually within 2 weeks of receipt of funds and remittance statement)
