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Central New York Chapter

THIRD PARTY FUNDRAISING

EVENT AND PROMOTIONS REQUEST & AGREEMENT
INTRODUCTION

Thank you for your interest in the Alzheimer’s Association. Each year we receive requests from companies, organizations and individuals that wish to hold a promotion, event or sale to benefit the Alzheimer’s Association. We are grateful for dollars and awareness raised through these events as they help the Association provide vital services to individuals and families living with Alzheimer’s disease and related disorders.

Due to the volume of requests, the Alzheimer’s Association cannot participate in each event proposed. Therefore, we have developed criteria for participation, and carefully review each proposal received.

Please note: this document applies only to event organizers who wish to use the name of the Alzheimer’s Association or its logo in promoting a public event.  If you are a company organizing and internal event to benefit your Memory Walk team, you do not have to submit this form. 

Before an individual, company, or organization may proceed with a special event or promotion of this nature, the Alzheimer’s Association, Central New York Chapter must approve the attached proposal form. 
Rules and Regulations

OVERVIEW:

· A minimum of eight weeks lead time from the time this application is submitted to the date of your event is required. 

· A minimum of 60% of the event’s gross proceeds must be donated to the Alzheimer’s Association. A financial statement must be presented within five business days following the event. (Please see last sheet of this application for an example.)

· Association office equipment (copiers, printers, computers, etc.) are not available for use by event organizers. 

· The Alzheimer’s Association does not share private information and cannot provide you with vendor lists, mailing lists or the names of individuals to invite to your fundraising event.    

USE OF ALZHIEMER’S ASSOCIATION NAME AND LOGO:

· The use of the name or logo of the Alzheimer’s Association may not be used in any way without prior written permission. The official logo will be made available upon approval.

· If approved, the Alzheimer’s Association must approve all printed materials (press releases, advertisements, websites, posters/flyers, wearables, etc.) associated with the event, prior to printing and/or distribution, to ensure proper use of Association’s name and logo.

· The Alzheimer’s Association name, logo, and/or letterhead/stationary may not be used by any individual or organization to solicit prizes, sponsorship, underwriting or cash donations from another organization in order to support the event, promotion or sale. In addition, the Alzheimer’s Association will not solicit prizes for your event.

IRS REGULATIONS:

· All events must be conducted based on current IRS governing law.  Please see the IRS website for additional information:  http://www.irs.gov/charities/index.html

· An individual, company or organization may not offer free tickets, advertising or mentions in event programs, in exchange for cash donations, sponsorships, or underwriting on behalf of the Alzheimer’s Association.

· Items sold at your event are not tax-deductible.

· The Alzheimer’s Association strongly suggests that all event organizers coordinate all financial aspects of their event through a bank account that is separate from their company or personal accounts.  

INSURANCE:

· The Alzheimer's Association is not responsible for providing liability insurance for your event. Event organizers indemnify and hold harmless the Alzheimer's Association from liabilities, losses and expenses arising from the event or promotion.

MEDIA/MARKETING: 

· The Alzheimer's Association cannot guarantee media coverage (television, radio, or print). You may contact the media about your event or promotion, but must submit any press releases/talking points to the Alzheimer’s Association for approval.

· The Alzheimer's Association does not purchase advertising to promote third-party events.

· The Association may provide exposure through links or graphics on its website (www.alzcny.org). All items must be approved prior to being linked to the website. The Association will not link to websites containing inappropriate ads, links, graphics or text. 

· Association staff are not available to assist in the design and production of printed materials (brochures, programs, etc.). If requested, the availability of this assistance will be determined on a case-by-case basis, depending on staff resources. If approved, the Alzheimer’s Association must approve all printed materials (press releases, advertisements, websites, posters/flyers, wearables, etc.) associated with the event, prior to printing and/or distribution, to ensure proper use of Association’s name and logo.

ASSOCIATION ASSISTANCE:

· The Alzheimer's Association cannot guarantee Association staff or volunteers will be available for your event. Alzheimer's Association staff may be available for assistance upon approval and depending on schedules. 

· Event organizers will allow information distribution (information in golf team registration folders, table tents, a table with information about Alzheimer’s disease and the Alzheimer’s Association) at the event.

CENTRAL NEW YORK CHAPTER

EVENTS AND PROMOTIONS PROPOSAL 

REQUEST & AGREEMENT
Please answer every question. Mark N/A for any questions that are not applicable to your event. 

Contact Name: 












Company or Organization: 











Address: 












Phone:
 _______________________________   Fax:





E-mail:
____________________________________________



Event Name:










 

Date (s):










 

Location(s):










 

Time(s):














GENERAL INFORMATION

Please list all individuals, organizations, media, etc. involved with the event:

______________________________________________________________________________________

How many people do you expect to attend?  




Have you obtained liability insurance for this event? Yes ______ No _____ (Please note: as stated in this policy, it is the responsibility of the third party to obtain insurance for their event.)

Insurance Carrier and Policy Number: ______________________________________________





FINACINAL ESTIMATES

Total revenue anticipated $




Total expenses projected $




Total gross revenue anticipated: $ ___________________

Estimated amount that will be donated (minimum 60% gross revenue): $ 





PROMOTION & MARKETING PLANS

Will the Alzheimer’s Association be the only organization recognized on promotional and event materials?

YES


NO



IF NO, please list all other organizations included on promotional and event materials?

___________________________________________________________________________


Who is the target audience of your event?  










What assistance will you be requesting from the Alzheimer’s Association in terms of support and marketing?

______________________________________________________________________________

______________________________________________________________________________

What publicity mediums will use to publicize your event? Check all that apply.

· Media: Print 
; TV 

; Radio 

; Web


· Public Relations (agency or in-house)



· Paid Advertising





· Brochures/flyers





· Signs or Banners





· Direct Mail






· Other ( please describe)








OTHER

Please include any other pertinent information about your event.





Why did you choose the Alzheimer’s Association as the beneficiary of your third-party fundraiser? May we use your answer as a testimonial to encourage others to join our cause?



AGREEMENT

I understand and agree to comply with the Alzheimer’s Association’s rules and regulations for conducting a third-party fundraiser as stated in the “Events and Promotions Agreement”.  I further understand and agree that in exchange for being given permission to use the name and/or logo of the Alzheimer’s Association, I will indemnify and hold harmless the Alzheimer’s Association and its Central New York Chapter from any and all liabilities and damages arising from the promotion, event, or fundraiser I am proposing. 

Signature 







Date 




PRINT







Please return your completed form for approval to:

Toni Ann Walsh, Chief Development Director

Alzheimer’s Association, Central New York Chapter

441 West Kirkpatrick Street

Syracuse, NY 13204

315-472-4201 ext. 109 phone   ••      315-472-4206 fax    ••     twalsh@alzcny.org

For Office Use Only:

Original to CDO:  _____    

Approval: ____________

Letter Sent: _______________
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