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Dear Chapter Leaders,

We are so excited and honored that you have chosen to take on the
challenge of leading a SOAR chapter. While starting a chapter can be difficult, it is
extremely rewarding. There are many requirements for running a SOAR chapter.
You will be expected to contact companies for sponsorships, hospitals for your
services, plan events that take place inside and outside of your school and
manage your budget and tax exemptions. It may seem daunting at first, but we
have the utmost faith that using this guidebook, all your innovative ideas for
SOAR can become a reality.
If there any questions regarding the guidebook, please feel free to contact
Lauren Yang or Rahul Mathilakath. If there are questions that relate specifically to
a certain executive, do not hesitate to reach out. All executive contact
information can be found on page 1.

Best of Luck,
The SOAR Executive Team

P.S. Any sample or example documents in this guidebook can be found in the
Chapter Resources folder on Google Drive.
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Our Mission
The Students for Oncological Aid and Relief (“SOAR”, “We”, and/or “Our”) is a
student led, non- profit organization. Our mission is to make sure cancer patients
in our community do not feel they are fighting their battles alone; for while we
can't cure the disease or alleviate the pain, we can show them that they are not
forgotten.

Our Goals
• Assemble and deliver care packages for patients
• Spread awareness about the importance of cancer and its effect on people
and their families
• Provide other forms of relief and interaction with patients and their
families
• Fundraise for future projects
• Participate in/host various philanthropic projects regarding cancer
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Chapters
As a Chapter, your job will be to carry out SOAR’s mission with various
fundraising, philanthropy, awareness, or social events.

Requirements
Each SOAR chapter must host at least 1 event per semester and turn in semiannual reports on all activities and members. Near the end of each semester, a
Google Form will be sent out with all the information required from the report. A
semi-annual report should include:
a. Event description and results
b. Event photographs (to be placed on Executive website for recognition)
c. Budget report (include description of physical donations and total
estimated value)
d. Inventory Reports
More information on page 21, and example Inventory Report in Google Drive
folder.

Member/Officer Duties
President
- Spokesperson at events
- Supervise over all other positions
- Communicate with other various organizations and venues we partner up with for
events
- Lead meetings and discuss plans, including any information given by the Executive Board
- Delegate assignments to other officers
Vice President
- Records ideas at meetings
- Spokesperson if president is absent
- Help and educate new members
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- Manage inter-chapter relations and its relationship with the Executive Board
- Send in semi-annual chapter reports to be approved by the Chief Executive Officer
Secretary
- Records contact information for each member
- Records volunteer hours
- Records inventory (especially items to be sold like T-shirts, water bottles, tickets, etc.) to
be sent to Executive Board
- Records inventory for donated items and records their estimated fiscal value to be sent
to Executive Board
- Creates Annual event schedule
- Note: Example can be found in SOAR Chapter Resources Folder
Treasurer
- Makes Budget for events
- Records revenues and expenses
- Manages Tax Exemptions with businesses/stores
- Creates annual budget report and sends to Executive Board to file taxes
- Issues donation receipts to donors/sponsors for over $200
Historian
- Take pictures at all events
- Uploads pictures onto website/social media
- Creates promotional material
- Uses pictures in future articles and promotional material for SOAR
- Manages video/photo consent release forms for any individual being
photographed/recorded
- Send pictures of chapter events for the Semi-Annual Report to the Executive Board to be
featured on organization website
Members
- Volunteer at events
- Encourage donations and participation from peers
- Promote SOAR events
- Help obtain sponsors
- Contribute to the general welfare of SOAR and cancer patients
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Sample Event Planner

Note: This is the real planner we used as the basis of our planning
process for our first benefit concert. We followed through with every
goal listed in this chart and ended up raising over $8,000.
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Getting Sponsors
Getting sponsors can be an intimidating task, however, with the right
mindset and preparation it is extremely rewarding. The main method SOAR has
used in the past is door-to-door soliciting, producing substantial success, but we
have also contacted potential sponsors online. Remember, local businesses love
to help young people make a difference in their communities.

Where do I start?
The first step in starting is finding different local businesses in the
community that would be interested in listening to what SOAR is. The hardest
part is creating a list of areas and businesses that would be worth going to. For
example, in the Memorial area, City Centre and Montrose are large community
areas comprised of small businesses and restaurants. After creating a list (See first
column of table below), designate specific members to go out to the location and
ask about potential sponsoring.
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What do I say?
The best way to sell our organization is with something called an elevator
speech. An elevator speech is a clear and concise description of the mission
behind our company. An elevator speech commonly used at SOAR is as follows:
SOAR, or Students for Oncological Aid and Relief, is a completely student led
non-profit organization based here in Houston. (Omit “here” if your chapter is
not in Houston). Our mission is to create care packages for children with cancer
at Texas Children’s, Memorial Hermann, and other local hospitals (Change based
on the chapter’s local hospitals).

Note: It is best to take note of a few points you should make as
opposed to memorizing anything verbatim. Say what comes naturally to
you!
This is a bare minimum description of what we do, and if businesses are
interested or have further questions then they will ask. Be prepared to answer
questions.
After giving the elevator speech let the business know you are looking for
sponsors to help fund the care packages and fundraising events that SOAR holds.
Let the business know as a 501(c)3 we can provide tax exemptions and advertise
their store/products during our events. The business should respond with
whether they are able to help or not. Note as much information as you can as it
will be useful in the future.

Parameters for Sponsors
Each chapter should set their own parameters for their sponsors. On the
executive board we have categories separating our sponsors. We have Eagle
Sponsors--people that have donated more than $400--and Raven Sponsors who
have donated at least $200. Whether you have sponsor names, categories, yearly
sponsoring, etc. is up to you as a chapter, but make sure it is clear what your
parameters are.
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Online Sponsors
Potential online sponsors are oftentimes larger chains that have a section
on their website through which you can apply for sponsorships. Stores such as
H.E.B. and Grub openly advertise their non-profit sponsorship programs.

Sponsorship Form
Sponsorship forms help you keep track of the sponsors you have, who got
the sponsor, contact information, and more. An example form is attached on
page 14.

Overall
Finding sponsors is a lot of work and extremely nerve-wracking, but it is
worth it! Remember: if you remain professional and respectful of their
businesses, they will be open to hearing what you have to say. The worst they can
say is no. If that is the case, don’t take it personally. Larger businesses get a lot of
requests, and some smaller ones may not be able to afford it. Don’t stress, just
keep moving forward!
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Sponsorship Form
Note: This is only an example. Make sure to edit the form based on sponsorship
parameters and event specifics.
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Favorite Resources
Our favorite resources feature companies that have cost efficient
pricing or are SOAR sponsors.
Designing posters/social media banners
- Canva (free service but requires account. Hundreds of premade templates
for flyers, programs, social media posts, tickets, etc.)
Publicity Printing (Posters, Tickets, etc.)
- Uprinting.com
- Vistaprint.com
SOAR Merch
- 4imprint (for care package drawstring bags, water bottles, stickers, etc.)
T-Shirt Design/Order
- ooShirts
- CustomInk
Catering
- Lane & Simple (Eagle Sponsor based in Houston only)
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Fundraising Ideas
Each chapter must complete a solo fundraising project every
semester (If your school works on a trimester bases, complete a solo
fundraising project before and after Christmas break). The first step is
to think of an idea. These projects can collect physical and/or monetary
donations. Here are some examples of fundraising projects that have
been successful:
-

-

-

Toy Drive
Apparel Sale
Book Drive
Benefit Concert
Seasonal Gift Wrapping
Fun Run/Walk
Field Day
Car Wash
Garage Sale
Carnation Sale
Card Making
- “Thank You” cards for nurses
- Inspirational cards for patients
Socials
Auction
Bake Sale
- Note: If held during school hours, must comply with health
regulations of your state
Profit Share
- Partner with a local restaurant and set up a profit share with them!

These ideas are to help get you started or if you get stuck but try your
hardest to come up with new and unique ideas.
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Care Package Essentials
Just like project ideas, there are A LOT of ideas for items that can be in
a care package. It all depends on who the package is geared towards—
adults, children, or the elderly. Whether it be books, toys, or hygiene
products, care packages should be neat and organized.
Children:
- Toys
- Books
- Markers/Coloring supplies
- Notebooks
- Coloring Books/Crossword books
- Puzzles
- Board Games
- Hand sanitizer (unscented)
- Stuffed animals
Adults/Elderly:
- Socks
- Hygiene products
- Water bottles
- Pens
- Magazines
- Hand warmers
- Gift cards
- Tissues/Wipes
- Chapstick
- Small/Portable massager
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DO NOT INCLUDE
- Heavily scented lotions or hand sanitizer
- Extremely old items that are not presentable
- Food
As a little extra, have chapter members make cards to put into care
packages to make them more personal!
You can contact hospitals by finding the volunteering directors number
on the hospital’s website and asking what items they would like as well
as arranging a date for drop off. It’s best if several representatives from
the chapter go to the drop off.
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Promoting Events
Now that you have your events planned, it’s time to let the world know!
There are a lot of creative measures that can be taken to promote the events and
get the community involved in fundraising.
Flyers
- Hang at school, work, anywhere you go outside of school, neighborhood
(Grocery Stores, Restaurants, etc.)
Social Media
- Banners: Facebook, Instagram, etc.
- Posts: post pictures on Snap/Instagram/FB of preparation for an event or
what it may feature (for our benefit concert, we posted videos of our
performers displaying their talent)
- Add it as an event on Facebook: Facebook allows organizations to create an
event page that is dedicated to whatever it may be. Through this page,
people can choose from “going”, “maybe”, and “not going”. You can also
share this event page from the organization’s profile and the member’s
profiles as well.
Networking
- It is much easier to get a response from someone if they are asked in
person. Therefore, this is likely going to be your PRIMARY source of
fundraising (and sponsorship!). Tell parents, friends, family friends,
neighbors, teachers, literally anyone else you make eye contact with.
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Financials
Semi-Annual Reports
Chapters need to send in semi-annual budget reports. The Reports from the
Spring semester of a school year and the Fall semester of the following year will
be combined for tax returns in a calendar year. The Fall Report all events from
(June 1st to December 31st) is due on January 15th and the Spring Report (all
events from January 1st to May 30th) is due on June 15th.

Budget Report Example

Tax receipts are provided already made. Once a donation above $200 is
received, contact Chief Financial Officer Nina Solovyeva and inform them of the
donation amount, donor name, and donation date.
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Awarding Volunteer Hours
We are always grateful for the dedication and time that the members of
each chapter put into volunteering for our events. The hours that they
accumulate can be used towards their own volunteering log and the PVSA
(Presidential Volunteer Service Award) which is an award given to any U.S. citizen
who has completed the required number of hours in the span of 12 months (more
here: https://www.presidentialserviceawards.gov/the-award).
All volunteers of SOAR will have their hours tracked by the secretary and at
a certain point be awarded with an official soar certificate, recognizing the
amount of work done. Only the hours that are written on the certification are
valid.
SOAR is a registered 501(c)3 non-profit organization. Check with volunteer
hour organizations you are in (National Honor Society, Key Club, etc.) to see if
they accept 501(c)3 non-profit organization hours.
To obtain a SOAR certificate for your members, contact a member of the
executive board. Include a list of all names, number of hours, and event(s) that
the volunteer participated in.
To obtain a PVSA award for your members, contact Chief Operating Officer
Lauren Yang with the members name, email address, home address, phone
number, amount of hours (from both SOAR and other qualifying organizations),
dates of service, and proof of hours (if submitting hours from organizations other
than SOAR). A qualifying organization includes any 501(c)3 tax exempt
organization. Service from monetary donations or religious instruction DO NOT
count for the PVSA award.
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Grant Form
The SOAR Executive Board will award grants to chapters for
various events. Chapters can find the grant form in the SOAR google
drive folder.
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