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We Canõt Do  
It Without You! 

Thank you for your commitment to those with autism, their families, and their teachers, and welcome to our 
premiere fundraising event of the year!    POAC has been providing education, recreation, and support to the 
autism community for over a decade and the impact of these services is evident throughout New Jersey.  
The needs of children with autism and their families are growing.  POACôs goal is to continue meet these 
needs in real ways every day.   Hope for a brighter future is also growing because of your participation in this 
walk. 

This handbook was designed to give you all the information you will need to make your walk-a-thon experi-
ence as successful as possible.  The handbook and the walk web site, www.poacwalk.org , will provide all 
kinds of tips, tools, and templates to make your job easy and fun.  There are so many ways to make the 
most of your efforts.  Of course if you have any questions, donôt hesitate to call the POAC office at 732-785-
1099 or email us at info@poac.net.   

Your Team Leader Kit Includes the Following: 
 
È Team Leader Responsibilities 

     A description of the team leader duties. 
Ê Tips for Team Leaders 

     Helpful hints for team leaders in recruiting walkers. 
Ê Team Building Tips 

     Helpful hints for team leaders to raise more funds. 
Ê Ten Tips To Successful Letter Writing  

     Tips to get the most from your letter writing. 
Ê Sample Letters 

     Examples of letters and emails used to fundraise. 
Ê Using Our Walk Site  

     Quick and easy steps to online fundraising 
Ê Importing a Photo to Your Webpage  

     How to get your personal photo on your Team Webpage 
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Getting  
Started 
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Step 1 
Register Your Team 
Go to www.poacwalk.org to register your team.  When you get to the home page, simply click on register, choose the option 
ñstart a teamò, and fill in your information.   
 
Step 2 
Build Your Web Site 
Once you have registered, you will be directed to your Event Headquarters.  You will be given a lot of opportunities for per-
sonalizing your event and how your team page and personal pages will look.  Start by going to ñmy webpageò on your 
ópersonal pageô and add a photograph and your own personal story about why you are participating.   

Next, work on your email options.  You can email everyone in your address book right from this site.  You can use an email 
template or create your own, either way a link back to your web page will be included automatically.  This makes it easy for 
your friends, family, and coworkers to make a donation and they can do this right on line.  The Kintera secure Donate With 
Confidence features insure no personal information is shared. Online donors will receive an instant receipt for tax purposes, 
along with a thank you note. Or, they can make a pledge and send their donation to you at a later time.  Immediately all do-
nors see their contributions applied to your goal and their name will appear on your scrolling Honor Roll. You can use this email to 
ask for a donation or to recruit more members for your walk team.   
 
Step 3 
Track Your Progress 
Your Event Headquarters gives you the opportunity to check on how your campaign is going and how close you are to your 
goal.  Click on the Reports tab for all the information you will need.   
 
You can change or edit your site any time you like, track your donations, send emails, track your members and communicate 
with them.  Now youôre ready start recruiting team members! 
 
 
 
 
 
 

If you have questions, POAC is 
here to help!  Call the office at 
732-785-1099 or email your ques-
tion to info@poac.net. 



 

Team Leader Recruiter 
Responsibilities  

4 

 

Recruit ten walkers to raise $100 each ð thatõs $1000 for your team!!  All team leaders should try to find 
at least ten people to walk on walk day. Friends, co-workers, vendors, family and neighbors are all great 
people to ask to walk or sponsor you. Whether you have ten walkers or two, encourage your team to 
raise at least $1000.  Here are some helpful tips: 

1. Recruit walkers face to face. 

2. Recruit a co-leader to help you build your team. 
3. Distribute flyers/brochures to walkers. Encourage them to pre-register as soon as possible. 
4. Consistently communicate with your walkers to remind them of their individual $100 fundraising 

goal and remind them of the date and time of the walk. 
5. Teach your team to fundraise. Keep your walkers motivated by giving them hints on effective ways to 

raise money. Send them articles with different ideas. 
6. Remind your walkers to bring their sponsor money with them on walk day (or drop off to you early). 
7. Have your committee contact or chairperson speak to your team to inspire more fundraising. 
8. Have special tee shirts or hats made to show your team spirit. Come up with a name for your group of 

walkers. It can be part of your name (Pieces Of  The Puzzle, Steps for Stephen, etc.) or part of your 
companyôs name (Team ABC Company, Dr. Smithôs Steppers, etc.). Be sure to write your team 
name on the flyers/brochures you pass out, so participants know to call you with questions. 

9. Get a local business to donate a gift certificate to the top fundraiser of your team as an incentive to 
promote competition within your team. 

10. Sincerely thank your team on behalf of the 1.5 million, people who have autism and their families 
that love them. 

Publicize the event!  

Let everyone know that participation is the key. 

1. Promote the event with posters, memos, newsletters and even paycheck ñstuffersò. Put up flyers/
brochures at your workplace, gym, church or school. 

2. Organize an office meeting (or take time out of one that is already planned) to get everyone excited 
about your walk-a-thon. 

3. Ask your company for incentive tee shirts, prizes, and matching funds (this will double your teamôs 
contribution). 

Congratulate yourself! Bring your team to the starting line and enjoy Walking for a Difference. Take pride 
in knowing you did your best to those who need it. 
 
   POAC can help by providing you with collection envelopes, sign up posters, and walk advertisement 
   posters.  Also visit www.poac.net and go to the free download section for articles on fundraising to 
   share with your team. 

http://www.poac.net/


Tips for 
Team Leaders 
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As a team leader for an autism walk-a-thon you may hear a lot of reasons why someone cannot come out and 
walk. Do not get discouraged!!! Stay positive and keep trying. Here are some tips you may want to imple-
ment: 

 

Here are some facts that may help your campaign: 

¶ In New Jersey 1 in every 94 children is diagnosed with autism. 
¶ More children will be diagnosed with autism this year than with AIDS, diabetes &  cancer combined.  
¶ Autism is the fastest-growing serious developmental disability in the U.S.  
¶ POAC is the largest provider of FREE autism training and education in the state. 
¶ POAC funded the first NJ  program for the early detection of and intervention for children with autism. 
¶ POAC provides a FREE speakerôs bureau to groups throughout the state. 
¶ POAC provides free family recreational activities all year long including: surfing, horseback riding, movies, 

indoor gym days, bowling and pizza parties, and an Annual FREE Family Picnic, one of the biggest au-
tism family events in the country. 

¶ 100% of the services POAC provides, including training, recreation, and support are FREE!!! 
¶ All this is without any government support!  We need your help in ñMaking A Difference Nowò.  

If They Say:  You Can Reply:  

ñIôm too busy.ò ñThat probably means you know many people who will want 
to sponsor you. Itôs a pre-paid walk, so you only have to ask 
your sponsors one time.ò 

ñI canôt ask people at 
work for money.ò 

ñFriends and family members are often a safe place to begin. 
Just ask ten people for $10. If you donôt feel comfortable 
asking in person, write a letter or an e-mail request.ò 

ñI spend weekends 
with my family.ò 

ñThe walk-a-thon is a family event. Make it an activity in 
which they can participate. You can spend the day together 
while helping others at the same time.ò 

ñI have plans that day.ò ñYou can still help me!! You can do the walk on your own 
time or simply raise money to make a contribution. Even if 
you canôt make it that day, youôre still eligible to win prizes. 
Youôll be with us in spirit!!ò 

ñNO! Leave me alone!!ò ñOkay ï I give up. Will you sponsor me?ò (Be sure to say 
this with a big smile!) 



 

Teambuilding and 
Fundraising Tips 

1. Set walker and fundraising goals and develop a plan to recruit walkers. Think about people who might 
participate in the Walk if you asked them. Target people like: 

 

¶ Family members and friends  
¶ Your child's school and classmates  
¶ You or your spouse's co-workers  
 

2. Talk the Walk. Talk and/or write to these people about the Walk and why you think it is important to sup-
port POACôs efforts to fund autism education. Don't just ask people to join your team; make sure they know 
why you want them to join you and what it is that you want them to do. 
 

3. Make sure that you know who is on your team. Encourage all of your team members to register online. If 
your team members don't have internet access, you can register for them, or have them complete and send in 
the registration form in the Walk Registration Packet. 
 

4. Stay in touch with your local volunteer Walk leaders or local staff person. Call and ask questions 
about the Walk and the teambuilding/walker recruitment/walker fundraising process if there is anything you 
that don't understand about it. Check regularly for new information on the Walk website (www.poacwalk.org).  
 

5. Hold your own Walk Kickoff event for family; friends and coworkers.  Have a POAC volunteer join you 
in making a presentation about the Walk and the autism education it will support. Show a POAC video so eve-
ryone can see first hand where their money goes. Pass out Walk Registration Packets and sign up people for 
your team right on the spot. 
 

6. Stress the importance of fundraising to your team walkers throughout the entire pre-Walk period. 
Remember the purpose of this Walk is very simple: To raise as much money as possible so that POAC can 
fund, promote and support autism education for families, teachers, paraprofessionals and emergency service 
personal. 
 

7. Get Vendor Sponsors whenever possible.  Think about vendors frequently used by you or your com-
pany.  Send them a letter on company letterhead asking for a donation to your walk team.   
 

8.  Consider doing an Add On Fundraiser.  These are smaller events that you hold to support your walk ef-
forts.  All of the following are great Add Ons: 
 
¶ Dress Down Days ï hold a dress down day at work or school, remember to get permission.   
¶ Have a Heart for Autism ï You can sell paper hearts at your school, office, or place of business.  The 

hearts are then signed by the purchaser and displayed on a wall of fame.  Have a Yard Sale, Bake 
Sale, Car Wash.  They are all great ways to get donations. 

¶ Try Canning outside a local grocery store, be sure to get permission. 
¶ Matching Gifts ï Make sure you ask your employer if they offer matching funds.  Itôs a great way to 

double your efforts.   
 

You can get all the information you need on Dress Downs and Have a Heart for Autism at www.poac.net  
in the Autism Champion Section. 
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Sample Letters 
And Forms 
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The most effective way to raise funds for POAC is through letter writing. 
TEN STEPS to Successful Letter Writing 

1.  Write the letter. Say what you are doing and why you are doing it. Include a photo when 
 appropriate. 
 

2.  Mail it to family members, friends, co-workers and business associates 3-4 weeks  
 before the walk event. (Try using your holiday card mailing list) 
 

3.  Enclose a copy of your walker pledge sheet with your personal pledge on it so that  
 everyone knows that you are personally contributing to the cause you are asking them 
 to support. 
 

4. State your personal fundraising goal in your letter. The higher the better. 
 

5. Include some information about the important work being done by POAC in the letter. 
 

6. Be sure to say that donations are tax deductible and that checks should be made pay
 able to POAC. 

 

7. State that you would like the donation by the date of the Walk so you can turn it in at the 
 event.  Enclose a return envelope if possible. (Donations should be returned directly to 
 you so you can thank everyone personally after the walk.) 
 

8. Remember to include on your mailing list any vendors, consultants and business people 
 with whom you do business. These people tend to make much larger donations since 
 they usually make them from a business rather than a personal checking account. 
 

9. Be sure to send thank you notes after the Walk to everyone who sponsors you. 
 

10. Remember the more letters you send, the more money you will raise to enable POAC to 
 help even more children affected by autism. 

Remember to use Facebook, 
Twitter, and any other social net-

working sites you may be involved 
with.  They are a great way to 
reach not only your friends and 

family, but their friends, and their 
friends, and so on! 



 

Sample Solicitation 
Letters 
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Sample Letter or Email: 
 
Dear Friends and Family: 
Did you know that every 20 minutes another child is diagnosed with autism? This occurred in my own family when my 
son was diagnosed 6 years ago. 
 

POAC is an organization that I am passionately involved with.  They have changed my sonôs life by working with his 
teachers and us.  They have provided so much hope for the future.  The have helped thousands of other children just 
like my son Christopher.  
 

This April, I am participating in POACôs ñWalk for a Differenceò walk-a-thon.  POACôs focus is teaching and reaching 
children already affected by this disorder.  Money raised will help to continue the parent and teacher  training, family 
recreational opportunities, and family support that POAC has been providing for the past decade.  POAC is committed 
to making a difference in our lives.  100% of POACôs services and programs are FREE to everyone who works with or 
loves a child with autism. 
 

I am asking for your help and support.  Any contribution you make to this walk-a-thon will be truly appreciated.  All con-
tributions are tax deductible.  Please make your check payable to POAC and mail back to me in the envelope I have 
provided. 
 

With heartfelt thanks, 
 
Sample Friends and Family Team Letter: 
 
Dear Family & Friends, 
On (insert walk date here) our family will be participating in POACôs Walk For A Difference Autism Walk-A-Thon to raise 
money for autism education, recreation, and support for the 1 in every 94 New Jersey children who has autism.  Our 
family has formed a walk team, "Mickeyôs Marchersò and would like you to consider supporting us and our dear Mickey 
in any of the following ways: 
 

¶ Join our Family Team, " Mickeyôs Marchers ", and help us fundraise to reach our $5,000 goal.  To join online visit: 
www.poacwalk.org or call the POAC office at (732) 785-1099 

¶ Donate to ñMickeyôs Marchers ñ with a tax-deductible contribution by check or credit card.  Please fill out the en-
closed donation form and note our team name, Mickeyôs Marchers, on your check. Please make your check pay-
able to POAC and mail back to me in the envelope I have provided.  Also, check to see if your workplace has a 
matching gift program.  If they do, consult your employer on their matching gift guidelines and attach the matching 
gift forms accordingly. 

¶ Create your own walk team inviting your co-workers, family and friends to join and set your own team fundraising 
goal!  To create your own walk team visit: www.poacwalk.org or call the POAC office at (732) 785-1099.   

 

Thank you for helping ñMickeyôs Marchers " reach our $5,000 goal and thank you for helping us to make a difference for 
every New Jersey family impacted by autism every day. 
 
Sincerely, 
The Smith Family  

http://www.poacwalk.org/
http://www.poacwalk.org/


 

Sample Solicitation 
Letters Continued 
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Individual Walker Sample Letter 
 
Dear Family & Friends, 
On (insert walk date here) I will be participating in POACôs Walk For  A Difference Autism Walk-A-Thon to raise 
money for autism education, recreation, and support for the 1 in every 94 New Jersey children born with autism.  I 
am proud to share with you that POAC is my charity of choice because it is the leading provider of autism educa-
tion and training in the state of New Jersey.  100% of POACôs trainings and programs are FREE to anyone who 
works with or loves someone with autism.  They are making a difference today and are committed to teaching and 
reaching every child with autism, providing them with a better tomorrow.  
WHY I WALK: 
 

Every 20 minutes another child is diagnosed with autism. 
More children will be diagnosed with autism this year than with AIDS, diabetes & cancer combined. 
The money I raise will make a real difference in the lives of children with autism. 

 
I need your support in order to reach my personal fundraising goal of (insert fundraising goal) and any amount is 
greatly appreciated!  To donate online please visit my webpage at www.poacwalk.org  or make a tax-deductible 
contribution by check or credit card by filling out the enclosed donation form.  Please make sure your check is pay-
able to POAC and mail back to me in the envelope I have provided.  Together, with your help, we can bring hope 
and a brighter future to every New Jersey family impacted by autism.  Thank you for your consideration! 
 
Sincerely, 
 
Sample Sponsorship Solicitation Letter 
 
Dear (Insert business name or contact name here) 
 
I am pleased to announce that POACôs annual Autism Fundraiser, Walk For A Difference, will take place on 
(insert date/location of walk).  POAC is the education leader for the autism community, providing FREE autism 
education, recreation, and support across the state.  They are making a difference today and are committed to 
teaching and reaching every child with autism, providing them with a better tomorrow.  (Describe why you are 
involved) 
 

A walk-a-thon provides an opportunity to unite our community while raising funds to help improve the lives of 
those affected by this disorder. Your support will allow us reach our goal, helping those with autism within 
our community. Please see the enclosed list of sponsorship opportunities and choose the one that best suits 
your needs. 
 

Please complete the sponsorship form and return it with your tax deductible contribution made payable to 
POAC to the address on the form. Thank you in advance for your generous support. If you have any ques-
tions, please contact the POAC office directly at 732-785-1099.   
 

Very Truly Yours, 

http://www.poacwalk.org/


 

Importing a Personal  
Photo to Your Webpage 
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It is very important to express why this cause is so important to you. A great way to do 
this is to have a picture of the child or children you are walking in honor of on your 
personal web page on www.poacwalk.org  Below are the instructions to get a picture 
up on the walk site. 

The Kintera system only allows .jpeg or .gif  
formatted pictures which are roughly sized to 300 

pixels x 234 pixels, and 50KB or less. 

Importing your image/picture 
 
1. Open your local Walk For A Difference web page. 

2. Click on ôEnter my HQõ link under the ôMy HQõ 
heading on the left hand navigation bar.  The login 
screen will appear. 

3. Type in your username, password and click on 
the continue button.  Your HQ page will appear. 

4. Click on the My Webpage tab. 
5. From the Webpage image section, click on the 
upload link. 
6. Click on the Browse button.  The choose file dia-
log box will appear. 

7. Navigate to where you saved your picture, select 
the file, and click on open. 
8. Click on the Submit button and this picture will 
now appear on your personal page. 

Resizing images using Microsoft Picture  
Manager Editor 
  
1. Click on Start > Programs > Microsoft Office > 
Microsoft Office Tools and click on Microsoft Pic-
ture Manager.  . 
2. Your pictures will appear here. 
3. Go to Picture on the Menu bar 
4. Click on Resize from the menu. 
5. Type in your width 300. (on the left hand naviga-
tion bar under Custom width x height.  Note:  Come as 
close to 300x234 without distorting as you can.  If your 
photo is longer than wide, reverse the numbers. 
6. Click on OK. 
7. Click on File > Save from the menu. 

http://www.poacwalk.org/

