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Fundraising Event Guidelines 
 
Thank you for considering The Heuga Center as the beneficiary of your charitable event. 
We are delighted that you are willing to put in the time and energy required to coordinate 
such an event. We deeply appreciate your efforts to further The Heuga Center’s mission 
to provide programs for people and families living with multiple sclerosis.  
 
We ask that you provide as much information to us as possible prior to your fundraising 
event so that we can assist with your efforts, maximize your success, and uphold the 
mission of the Center. Please keep in mind the mission of The Heuga Center. As a non-
profit organization, our resources are limited; however, we will strive to support you and 
your event as much as possible.  
 
 
GENERAL SUPPORT 
 

·  A Center representative may be able to attend your fundraising event. Attendance 
and/or participation by Center staff will be handled on a case-by-case basis. 

·  Please send the Center a list of all event donors, including donation amount, 
mailing address, phone, and email address within 30 days of the completion of 
your event. This ensures timely thank you letters to donors. 

·  The Center will acknowledge any organization, association or corporation that has 
made contributions toward your event as allowed by law as long as it benefits the 
Center. Please provide a list of those organizations, contact name, address, 
donation description, and proof of value. 

·  The event needs to comply with the mission of The Heuga Center and may not 
contain unlawful or unethical activities. 

 
 
PUBLICITY 
 

·  The Heuga Center can help coordinate press and media releases. Please contact 
our marketing director at least 90 days prior to your event to request assistance. 

·  We will provide a banner or other promotional materials such as a video or 
brochures for your event, upon request and subject to availability. 

·  Printed materials and other information should state: “Proceeds will benefit The 
Heuga Center.”  

·  The Heuga Center must review all promotional materials, including press 
releases, PSAs, scripts, posters, flyers, brochures, t-shirts, invitations, etc. before 
they are produced. Please allow five business days for this review process. 
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FINANCIAL INFORMATION 
 

·  The goal of all events intended as fundraisers is to net at least 70% of gross 
income (30% expenses).  

·  Expenses must have advance approval when they are to be paid by The Heuga 
Center. We strive to keep expenses less than 30% of funds raised. 

·  We recommend that any financial sponsors you contact be pre-approved by the 
Center to ensure there is not a conflict with other key sponsors or donors currently 
supporting the Center for other events. 

·  The Center must receive a complete accounting of all funds collected and 
expenses related to the event within 30 days of completion of the event. 

·  Please present the proceeds of your event to the Center within 30 days after the 
event, unless otherwise agreed upon.  All checks should be made payable to The 
Heuga Center. 

 
 
LAWS AND REGULATIONS 
 

·  Fundraising events must comply with all relevant state and local laws as 
necessary. Event hosts should secure any and all required permits and licenses, 
including, but not limited to state alcoholic beverage control, raffle or drawing 
licenses, event permits, etc. 

·  If you are selling admission tickets to your event and plan to issue receipts for the 
charitable donation portion of your ticket price, this amount must be clearly 
identified and differentiated from the “ fair market value”  of the event. 

·  Products or tangible items such as the purchase of raffle tickets, admission tickets, 
green fees and goods are not eligible as tax-deductive charitable contributions 
(unless the purchase price is greater than the value of the good received). 

 
 
L IABILITY 
 

·  The Heuga Center is not financially liable for the promotion and/or staging of an 
outside party event. 

·  Event organizers will have participants complete a waiver for release from 
liability when requested by The Heuga Center. 

·  All responsible parties should provide evidence of liability/property insurance 
applicable to the activities of the event. The event organizers may be involved 
with various vendors during the event. They should provide evidence of insurance 
and include the organizers as the additional insured. Depending on the extent of 
The Heuga Center’s involvement, we should be listed as well.  
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ACCESSIBIL ITY 
 

·  All fundraising events should be accessible to people with disabilities. The event 
should take place at a location that meets ADA regulations.   

·  Event organizers should promote and make arrangements for any special 
accommodation needs by participants, volunteers, and/or staff. 
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FUNDRAISING EVENT DESCRIPTION 
 
Event Host(s):             
 
Street Address:            
 
City:         State:    Zip:     
 
Day Phone:       Evening Phone:      
 
Email Address:            
 
Organization Name (if applicable):          
 
Name of Event:            
 
Type of Event:            
 
Describe Event:            
 
             
 
Event Date if known (estimate if necessary):        
 
Time of event if known:           
 
Event location:            
 
Target audience (age, group, geographical area, etc.):       
 
             
 
Anticipated attendance:      
 
 
Other event beneficiaries, if applicable:         
 
Method of fundraising (ticket sales, underwriting, auction, etc.):      
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Method of record keeping:           
 
             
 
 
Projected Budget 
 
Estimated Income: $    
 
Estimated Expenses: $    
 
Fundraising Goal (projected income – projected expenses): $     
 
Comments or questions?  How can we help?        
 
             
 
             
 
             
 
             
 
 

 
Please submit this application at least 60 days prior to your event. Submit it to: 

 
The Heuga Center  

Attn: Director  of Special Events 
27 Main Street, Suite 303 

Edwards, CO 81632 
 
 

Questions?  Call The Heuga Center at 800-367-3101 
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Event Supplies 
Order  Form 

 
 
I tem Qty / Date Requested 
The Heuga Center brochure  
“Beautiful”  Power Point Presentation  
Video PSA  
Media Packet  
Heuga Center letterhead   
Link to The Heuga Center website  
Online ticket sales through HC website  
Program participant to speak at your event  
Volunteers  
Heuga Center banner  
 
 
What else can The Heuga Center  provide? 
 
Leadership:             
 
Services:             
 
Other:              
 
             
 
 
 
 
 

Thanks for furthering the mission of The Heuga Center to promote health and create 
hope for people and families living with multiple sclerosis! 


