
COMMUNITY EVENT TOOLKIT

events@sghottawa.com •  (613) 789-8210 ext. 237 

Ideas and support for hosting 
your own event!



homes for all. community for all. hope for all.

Did you know?

It all began with giving one hungry person a sandwich... 
Shepherds of Good Hope is one of the largest not-for-profit organizations dedicated
to the needs of the homeless and vulnerably-housed in the city of Ottawa.  Founded
in 1983 as a soup kitchen and emergency shelter, today Shepherds of Good Hope
operates eight facilities across the city, including a soup kitchen, emergency shelter,
five supportive housing locations and a social enterprise day-program. Shepherds of
Good Hope provides innovative programming and services to meet the needs of our
community's most vulnerable. 

Shepherds of Good Hope is the only organization in Ottawa to provide
comprehensive, round-the-clock services to all genders.

Shepherds of Good Hope has eight locations across the city of Ottawa,
from downtown to Kanata.

Shepherds of Good Hope relies on your support to ensure clients and
residents are provided with the care and support they need to live a life
of dignity.
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You can make a difference!
By choosing to host an event in support of Shepherds of Good Hope, you will make a
difference in the lives of the most vulnerable in our community. Hosting an event to
raise funds for Shepherds of Good Hope is easy and fun! 

The sky is the limit when it comes to the kind of event that you can host. Gather
some passionate helpers and get your brainstorming started!  

1Concert Fundraiser 
Scavenger Hunt 
Casino Night 
Fashion Show 
Car Wash 
Gala Dinner 
Auction 
Raffle 
Bake Sale 
Bingo Night 
Trivia Night 
Sporting Events 
Golf Tournament  
Employer Matched 
 Donations 
 

Arts and Crafts show 
Talent Show 
Garage Sale 
Book Sale 
Card Tournament 
Bowling Tournament 
Donations in lieu of gifts 
Something-a-thon 
Dance Event 
Play/theatre  
Car Rally 
Cocktail Reception 
Bottle Drive 
Sales of Items 
 
 

Food Drive 
Hockey Tournament 
Dress Down Day 
BBQ 
Board Games 
Pancake Breakfast 
Food Cook-off 
Jazz Night 
Loonie/Toonie     
 Collection 
Comedy Night 
E-Waste Collection 
Karoake Night 
Tea Party

Here are just a few ideas to get you started:

Irina Smith,  
Quota Club of Ottawa

It was a delight to see people at our
“Night at the Races” fundraiser
having fun, while at the same time
knowing they were contributing to a
good cause. It was easy to work
with Shepherds staff and they were
helpful at every stage!
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you have an idea...what next?
Choose a date/time/location for your event 
 
Set your fundraising goal & brainstorm unique ways of
fundraising 
 
Tell SGH about your plans! Contact us directly or fill out the
Community Event Form which can be found on our website
at www.shepherdsofgoodhope.com/events.   
 
Establish your event budget 
 
Identify key tasks, establish deadlines and form a committee 
 
Promote your event throughout your community 
 
Host your event and have fun 
 
Don't forget to thank your sponsors, guests and supporters! 
 

We couldn't do what we do 

without caring people like you!4

The gratifying rewards we receive from
Hope Living is seeing the difference we
are making in residents' lives. We try to
keep abreast of what the residence
needs, by hosting fundraising events to
try and help Shepherds of Good Hope
and Hope Living. 

Ruth Cameron, Hands for Hope
Volunteers (Hope Living)



FUndraising AGREEMENT
Standards and Guidelines 
Please be advised that by publicly naming Shepherds of Good Hope as the beneficiary
of your Community Event, you are required to donate the net proceeds raised on your
behalf. 

The Event Organizer agrees to:  

Provide Shepherds of Good Hope with
all revenue from the event along with
complete contact information  for those
donations that qualify for a tax receipt.  
 
Portray a positive, credible image on
behalf of Shepherds of Good Hope while
conducting all activities related to the
community event.  
 
Obtain all necessary permits, licences,
and insurance in accordance with local
event by-laws.  

Obtain authorization for the use of
Shepherds of Good Hope name and
logo in any event materials. 
 
 I/We understand that Shepherds of
Good Hope must strictly follow
guidelines set by the Canada Revenue
Agency (CRA) and cannot issue
charitable tax receipts for community
events in every circumstance.  

I have read and understand the Community Event Fundraising Guide
including all the details of the Fundraising Agreement. 

Name

Signature

Date
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how we can help

Once you have finalized your event plans and concept, we will ask
you to complete our online Community Event Application Form.  
 

We can support you in the following ways: 
 Provide you with the Shepherds of Good Hope logo 
Promote your event through the SGH's website and social media
Offer advice on your overall event and planning
Fundraising tools including donation and pledge forms, and online
fundraising pages
Assign a dedicated staff member to guide you through the event
process, answer questions and provide support
Issue official tax receipts (in accordance with Canada Revenue Agency
regulations)
Help organize an official cheque presentation with a Shepherds of
Good Hope staff member

Assume any legal or financial liability relating to your event
Solicit sponsorship revenue
Provide donor or sponsor lists
Offer prizes and auction items
Fund or reimburse expenses incurred throughout the planning or
execution of the event
Guarantee attendance or staff/volunteer support the day of the event,
although we will do our best to accommodate all requests
Apply for gaming and liquor licenses i.e: bingos, raffles, or insurance

What we cannot do:
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What comes next? 

Post-Event Wrap-Up 
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Remit the Proceeds

Once your event has taken place, arrangements can be made to drop off your cheque
in person at Shepherds of Good Hope, or you can send a cheque or money order
within 45 days, along with a note about how your event went, to your Foundation
Events Contact at:  

Shepherds of Good Hope Foundation 
Attention: Special Events 

233 Murray Street 
Ottawa, ON   K1N 5M9

Tax Receipting

Shepherds of Good Hope Foundation is committed to following rules and regulations
regarding the issue of official charitable receipts set out by the Canada Revenue
Agency (CRA). This is also important to protecting our registered charitable status. 
 
The Foundation can provide official charitable receipts when: 
 
 
 

1.    Confirmation that your event proceeds are eligible for tax receipts to be           
     issued; 
2.    We are providing tax receipts to individuals who donate $10.00 or more; 
3.    The tax receipt information and donations are submitted within 45 days of       
        your event

The Foundation will not provide charitable tax receipts to: 
 

1.     Donors who provide gifts-in-kind items for use at the event; 
2.     Corporations or individuals who provide sponsorship dollars to the event in   
        exchange for benefits like recognition, advertising, discounted or free           
        entrance/registration/ticket fees, etc.; 
3.     Corporations or individuals who purchase an item at an auction;



THANK YOU FOR YOUR SUPPORT !
We're looking forward to hearing about your event! 

If you have questions, please contact us  
at 613-789-8210 or email  events@sghottawa.com. 

Shepherds of Good Hope Foundation 
233 Murray Street 

Ottawa, ON 
K1N 5M9 

Charitable Registration Number: 87601 7609 RR0001 


