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10 Simple Steps – You Can Do It!
Let’s find Sameer and Vinay a match! Hosting a bone marrow registration drive at work take some effort, but your drive can be a big success with the right planning and coordination. This playbook is designed to make it as easy as possible for you.  Since each company is organized differently, think of this as a general guide. The various steps are laid out in sequence, and sample emails are included for you customize for your own use. Replace the text in red with your own text.
The 10 Steps 

1:
Propose a date & ask Human Resources for approval

2: 
Inform your local registry (e.g., AADP, SAMAR, MatchPia, etc.)

3: 
Notify your Internal Communications team

4: 
Request setup from your Workplace Resources team

5: 
Sign-up volunteers

6: 
Promote the drive internally!

7: 
Inform local media and your PR team (optional)

8: 
Host the drive

9: 
Take some photos for your corporate Intranet (optional)

10: 
Send a thank you note to the volunteers and staff

Step 1: Ask Human Resources for approval

Hi Barbara, 

It was nice to speak with you via phone to inform you about the minority bone marrow drive that we want to hold at (company name here).
Here are the sites for the two patients that we want to host the drives for:

Vinay’s Information:

http://www.helpvinay.org 
Sameer’s Information:

http://www.helpsameer.org 
We will work with AADP – the Asian American Donor Program to facilitate the drive. You can learn more about AADP here: www.aadp.org.

Once approved, we (a small team of us internally) would like to host the drive next Friday from 11am – 2pm near the cafeteria. I will work with Internal Communications and Workplace Resources to coordinate everything else.

Please let us know what our next steps should be. Feel free to contact me if you need more clarification on setting up the drives.

           

Thank you for your support!

Best,
Your name here

Step 2: Inform your local registry (e.g., AADP, SAMAR, MatchPia, etc.)
Hi Asia,
Thanks for speaking with me via phone today. I received approval from my HR department to host a drive at (company name here). To confirm, we need you to visit us from 11am – 2pm next Friday at the following address:
Company name and address here

I will coordinate with my Workplace Resources team to have tables, chairs, and other facilities in place before you arrive. The drive will take place near our cafeteria.
Please call me at (000) 000-0000 if you have any questions.

Best,
Your name here

Step 3: Notify your Internal Communications team

Hi Peter, 
A small team of us are hosting a bone marrow registration drive at (company name) next Friday. We have received approval from HR, and the Asian American Donor Program (AADP) is leading the effort. 

I would like your team’s help to promote the drive to as many people as possible – particularly minorities. If appropriate, it would also be great to get a story up on our Intranet in advance of the drive.
I am happy to write the first draft of the communication…just let me know. Thanks in advance for your support.
Best,
Your name here

Step 4: Request setup from your Workplace Resources team

Hi Bob,
I need your advice and help on something. Several of us at (company name here) are spearheading a bone marrow registration drive to support our friends who have leukemia and need a bone marrow match. The event is scheduled for Friday of next week from 11am – 2pm. Here is our workplace resources request for what we need next Friday: 

· A space near the cafeteria

· 3 large tables and 15 chairs

· A screen + projector on a stand, or an LCD panel (optional)
Is it possible to get your team’s help? We already have approval from HR on hosting the drive. We are willing to take on as much of the setup as needed to minimize the work for your team.

Best,
Your name here

Step 5: Sign-up volunteers

Hi Everyone, 

I am spearheading a bone marrow registration drive here at (company name) next Friday. We need volunteers! Can you help?

I have already received approval from HR, along with support from Internal Communications and Workplace Resources. The drive will take place next Friday from 11am – 2pm near the cafeteria. 

Here is where we need help:

· Volunteer at the drive itself (minimum 1 hour slot)

· Promote the drive by putting up posters and sending out emails

AADP will be coming to campus to help with the drive (www.aadp.org). 

Please send me an email if you are available – thanks in advance!
Best,
Your name here

Step 6: Promote the drive internally

This involves 3 activities: 
1. An email from Internal Communications to all employees

2. A more personal email from you and others to various distribution lists and your internal network

3. Putting up posters and announcements (your Workplace Resources team may be able to do this for you). See the last page of this guide for a sample flier that you can post around your company.
Sample Email from Internal Communications

From: PF-CorpActivities 
Subject: Minority Bone Marrow Registration Drive

You have the power to make a difference and even save a life. 

A Minority Bone Marrow Donor Registration Drive, facilitated by the Asian American Donor Program (AADP), will be held on our campus on (date here). To register at the drive, all you need to do is to fill out a consent form and provide a swab of cheek cells for tissue typing. 

By registering, you become a member of the National Marrow Donor Program (NMDP), the hub of a worldwide network of more than 500 leading medical facilities in marrow and blood cell transplantation. Since it began operations in 1987, the NMDP has helped give more than 25,000 patients a second chance at life.

The Minority Bone Marrow Donor Registration Drive will be held:

Day and Date
Company Name

Company Address

11:00 a.m. – 2:00 p.m. 

Near Cafeteria

Please bring the following information for your consent form to register:
· Your general information including your social security number or driver’s license number.

· The information of two contacts (friends or relatives) who do not live with you.
Also note, you must meet the following donor eligibility requirements: (1) Be between the ages of 18-60, (2) Have no serious, ongoing lower back problems, (3) Be in good general health.
If you have questions about the Minority Bone Marrow Registration Drive, please contact: (employee name here). 
Register to be a bone marrow donor and be the one who can make a difference and save a life. Do it because you can. 

Sample Personal Email from You and the Volunteers

To my friends at (company name here), 
This email is a personal request for your help. 

My friend (Sameer or Vinay) was recently diagnosed with leukemia. To survive, (Sameer or Vinay) urgently needs a bone marrow transplant. Due to genetic markers his most likely match will come from a donor who is South Asian (Indian, Pakistani, Bangladeshi, etc.). But because so few South Asians are registered, his chances for finding a match are at best 1 in 20,000. The same also holds true for patients from other minority groups. 

Here is the good news - over the past several weeks a large number of volunteers have mobilized a nationwide campaign to help (Sameer or Vinay) and many others like him improve their odds of finding a donor. We’ve harnessed the power of the Web, the media, and an amazing Silicon Valley network to save lives. 

How You Can Help – Please Register
This week we are holding a minority bone marrow drive to get (company name) employees registered. The process is simple and takes just minutes – you need to fill out some paperwork and contribute a “cheek swab” sample. It is open to all minorities (not just Asians) free of charge.

The goal is (your target number) registrants – this will ensure that we beat the numbers from (optional: names of other companies who are your competitors here).
If you can, please stop by the café on (day & date) from 11am – 2pm and get registered. More details are below.

Donating marrow used to be scary and uncomfortable – these days, it is much easier and can be nearly as simple as a blood draw. Despite the narrow odds, if you are every faced with the decision of donating, it means you’ll have the chance to save someone’s life. 

To Learn More

If you’d like to learn more about (Sameer or Vinay), please visit (www.helpsameer.org or www.helpvinay.org). FAQs and more details are also available on this site.

Please Pass on the Message!

There are lots of South Asians at (company name here) – if you can, please pass this on to other folks that you know internally. I can reach dozens…but with your help we can reach hundreds.

Also, please pass on the URL above to your network outside of work. There are dozens of drives happening across the country. This campaign and your registration will benefit many others.

Finally – thank you for your help. Just drop me a line if you have any questions.

Truly,

Your name here
Step 7: Inform local media and your PR team (optional)

Some companies may want to attract media attention to highlight how hosting a drive supports their diversity or great place to work programs. Contact your internal PR team if you want to build some media buzz and get the event covered by the press.

Step 8: Host the drive

Make sure you send an email out to all of the volunteers the night before the drive to remind them of their time slot and where to show up. Also ask them to promote the drive amongst their internal networks if they haven’t done so already.

It may help to print out flyers, posters, or other information that you can find at www.helpsameer.org and www.helpvinay.org. 

Good luck!

Step 9: Take some photos for your corporate Intranet (optional)

Your Internal Communications team may want to write up a story about the drive and post some photos on the Intranet. Try to take some photos that can go along with the story. You can also share your stories and photos with Team Sameer and Team Vinay.

Step 10: Send a thank you note to the volunteers and staff

Congrats, your drive was a success! Be sure to send a note out to all staff members and volunteers that helped with the planning, promotion, and registration activities. 

To all supporters and volunteers,

I would like to thank you for all of your help with our bone marrow registration drive. It was a great success! We registered a total of (number here) individuals!

Our efforts will save lives – minorities are underrepresented in the national registry and our efforts have helped to improve the odds for those in need of a transplant. Thank you!
Best,

Your name here
*   *   *   *
You have the power to make a difference and even save a life!

A Minority Bone Marrow Donor Registration Drive
facilitated by the Asian American Donor Program (AADP),will be held at Your Company Name Here on Day and Date Here.
To register at the drive, all you need to do is to fill out a consent form and provide a swab of cheek cells for tissue typing.

By registering, you become a member of the National Marrow Donor Program (NMDP), the hub of a worldwide network of more than 500 leading medical facilities in marrow and blood cell transplantation. Since it began operations in 1987, the NMDP has helped give more than 25,000 patients a second chance at life.

The Minority Bone Marrow Donor Registration Drive will be held:

	Company Name Here

Day and Date 

Street Address
City, State

11:00 a.m. – 2:00 p.m.

Near Cafeteria




Please bring the following information for your consent form to register:

· Your general information including your social security number or driver’s license number.

· The information of two contacts (friends or relatives) who do not live with you and who do not live with each other.

Donor eligibility requirements:

· Be between the ages of 18-60

· Have no serious, ongoing lower back problems

· Be in good general health

Register to be a bone marrow donor and be the one who can make a difference and save a life.
Do it because you can.






