Third Party Events Policies and Guidelines

These policies have been established to guide St.Vincent Hospital Foundation (SVF) and St.Vincent Hospital (SVH) in approving events by third parties to benefit St.Vincent Hospital programs.  A “community fundraising event” is any fundraising initiative brought forward by an individual, group, or business unaffiliated with SVF that wishes to support St.Vincent Hospital by performing a service project and/or raising money through a planned event that is organized, executed, and resourced by the external party.

These policies were developed to provide guidelines for usage of any of the SVH locations’ name and logo to ensure the maintenance of the reputation of SVF and SVH. In addition, these guidelines will ensure we are held legally harmless for these community events, and that these events are executed in a manner that promotes the mission, operations and reputation of St.Vincent.

Community supporters wishing to raise funds to support the mission of SVF are asked to complete a short Application. SVF staff will evaluate all submitted requests.  A complete packet of information will be requested from the applicant before an event will be approved.  General guidelines for approval include:  

· The event fits well with our mission or program priorities.

· Fundraising groups may only use our logo in a way that promotes our positive image, and must receive prior approval to display.

· In addition to good will, there should be an anticipated financial goal from the event proceeds in excess of $500/event.
· All expenses related to the event must be paid for out of event proceeds (SVF will not be held accountable for any outstanding expenses).

· All community events to benefit SVF and SVH must follow applicable laws and regulations.

· Fundraising groups need to have their own necessary insurance and permits/licenses.

· Event organizers will recruit their own volunteers.
· Any event utilizing a sales event must guarantee at least 20% of their proceeds.

General procedures for events:

· Event organizers are asked to submit the Application and other required documents at least 60 days in advance of the intended event date.

· Event organizers will be given the rights to use logo on brochures, promotional items, handouts and giveaways, etc. as approved by the St.Vincent Foundation.
· SVF and SVH will not release the names or contact information of any donors, prospects, Associates, physicians or vendors.
· A draft of any materials using the SVF, SVH, or Peyton Manning Children’s Hospital logo must be submitted to SVF prior to printing or distribution.  Logo art and guidelines for use are available from SVF.  Please allow at least five (5) business days to review your materials.

· Event organizers must submit a description of expected income and expenses to SVF in advance.

· Event proceeds must be submitted to SVF within 90 days of event.  Please make checks payable to the St.Vincent Foundation.
· SVF will provide each event with a letter of authorization to be used to validate authenticity.  Under special circumstances, individual donors to your event may be eligible to receive a tax receipt.  Please contact the Foundation for further information.
· As needed, SVF will also provide expertise and advice on event planning.

Standards for Charity Accountability that affect the community-based fundraiser:

· All event representatives and programs must follow all applicable local, state, and federal laws and regulations, including those dealing with financial disclosures.

· All solicitation and informational materials for the fundraiser must be accurate, truthful, and not misleading, both in whole and in part.  For example, if you promise to give donated funds to St.Vincent by a certain date or tell donors that you are fundraising for a specific St.Vincent program, you should make certain that these promises are fulfilled.  (Check with SVF staff in advance to make sure your intentions are realistic!)  The descriptions you provide to donors of St.Vincent and its programs must also be accurate, truthful, and not misleading.  SVF may be able to provide you with copy and preprinted materials about our programs and missions.
· You should make financial information about your fundraising available to members of the public upon request.  This can be a very simple document which shows revenue (i.e., gross receipts) and expenses (total amount spent on your event or activity).

We’re here to help. However, there are some services we are unable to provide:

· Use of our sales tax exempt number

· Insurance or liability coverage

· Mailing list of donors, prospects, Associates, physicians or vendors
· St.Vincent stationary or supplies
· Funding or reimbursement for expenses

· Celebrities or professional athletes for your event

· Publicity (newspaper, radio, television, etc.)

· Cash or in-kind donations

· Guaranteed attendance of patients, physicians or hospital staff

Hospital Fundraiser Event Sponsorship Compliance Review Program

The fundraiser event must be a bona fide charitable event intended to provide benefits to St.Vincent Hospital.

I have read and agree to the conditions of the above policy and fundraiser event guidelines.

Please sign and return this form to the St.Vincent Foundation with your completed Event Application Form.

_________________________________

____________________________
Name of Community Fundraiser/Sponsor

Signature of Event Representative

________________________________________________

Printed name of Representative
__________________________________

______________________________
Phone number and email of representative

Date
The Circle of Friends program benefiting the St.Vincent Foundations is an initiative created to provide opportunities for individuals to help their community and make a difference while having fun!  When you create your very own circle you will have the opportunity to support the many programs at St.Vincent Hospital in your own unique way.
St.Vincent Foundation is pleased to provide you and your organization with the following benefits when you participate in the Circle of Friends to benefit Peyton Manning Children’s Hospital at St.Vincent:

GOLD LEVEL
Commitment of $50,000 + within a calendar year

· Four tickets to the annual Monday Night Football networking event with personal appearance by Peyton Manning at the Colt’s Complex (typically scheduled for October)
· Tour of Peyton Manning Children’s Hospital with Peyton Manning on specified dates according to Peyton’s schedule
· Logo and information about your organization on the St.Vincent website and a link to organizational website

· Listing on the donor walls in the Peyton Manning Children’s Hospital and St.Vincent Hospital lobbies
· Recognition in St.Vincent Hospital, St.Vincent Foundation and Peyton Manning Children’s Hospital publications

· Promotion of event throughout St.Vincent Hospital community
· Listing in the Trilogy Sponsor Appreciation packet

· Membership in the Wagon Club at Peyton Manning Children’s Hospital, which includes a name on a wagon for a year and recognition in the lobby

· Articles in Spirit of Caring and Spirit of Giving publications

· Invitation to annual Circle of Friends event and opportunity to speak during event
· Promotion of event to St.Vincent Foundation Board for possible event sponsorship/involvement opportunities

· Use of Peyton Manning Children’s Hospital at St.Vincent and/or St.Vincent Foundation logo, as appropriate

· Formal check presentation at Peyton Manning Children’s Hospital at St.Vincent
· Peyton Manning Children’s Hospital at St.Vincent literature and promotional items at event for giveaway purposes

· Event (planned by the St.Vincent Foundation) with the patients at Peyton Manning Children’s Hospital at St.Vincent
· Membership to the Peyton Manning Children’s Hospital at St.Vincent Advisory Council 
· Peyton Manning Children’s Hospital St.Vincent sticker on approved products for a predetermined amount of time 

SILVER LEVEL
Commitment of $25,000 to $49,999 within a calendar year

· Two tickets to the annual Monday Night Football networking event with Peyton Manning at the Colt’s Complex (typically held in October).

· Listing on donor walls in the lobbies of the Peyton Manning Children’s Hospital at St.Vincent and St.Vincent Hospital.

· Membership in the Wagon Club at Peyton Manning Children’s Hospital at St.Vincent, which includes a name on a wagon for a year and recognition in the lobby

· Invitation to annual Circle of Friends event with key recognition
· Event promotion in Daily Doses (Hospital daily e-newsletter sent to approx. 7,000 people) and logo in Spirit of Caring
· Use of Peyton Manning Children’s Hospital at St.Vincent and/or St.Vincent Foundation logo

· Formal check presentation at Peyton Manning Children’s Hospital at St.Vincent
· Tour of Peyton Manning Children’s Hospital at St.Vincent
· Peyton Manning Children’s Hospital at St.Vincent literature and select promotional items for event giveaway purposes (see list of available promotional items)
· Event (planned by the St.Vincent Foundation) with the patients at Peyton Manning Children’s Hospital at St.Vincent
· Peyton Manning Children’s Hospital St.Vincent sticker on approved products for a predetermined amount of time 

BRONZE LEVEL
Commitment of $10,000 to $24,999 within a calendar year

· Membership in the Wagon Club at Peyton Manning Children’s Hospital which includes logo on a wagon for a year and recognition in the lobby

· Invitation to annual Circle of Friends event with key recognition

· Event promotion in Daily Doses (Hospital daily e-newsletter sent to approx. 7,000 associates)
· Listing on the donor walls in the lobbies of the Peyton Manning Children’s Hospital at St.Vincent and St.Vincent Hospital
· Use of Peyton Manning Children’s Hospital at St.Vincent and/or St.Vincent Foundation logo; subject to approval by the St.Vincent Foundation
· Formal check presentation at Peyton Manning Children’s Hospital at St.Vincent
· Tour of Peyton Manning Children’s Hospital at St.Vincent
· Peyton Manning Children’s Hospital at St.Vincent literature and promotional items for event giveaway purposes

· Event (planned by the St.Vincent Foundation) with the patients at Peyton Manning Children’s Hospital at St.Vincent
· Peyton Manning Children’s Hospital St.Vincent sticker on approved products for a predetermined amount of time 

DOVE LEVEL
Commitment of $1,000 to $9,999 within a calendar year

· Membership in the Wagon Club at Peyton Manning Children’s Hospital at St.Vincent which includes name on a wagon for a year
· Usage of the St.Vincent Foundation and Peyton Manning Children’s Hospital at St.Vincent flyer template
· Invitation to annual Circle of Friends event
· Listing on the donor walls in the lobbies of Peyton Manning Children’s Hospital at St.Vincent and St.Vincent Hospital
· Personalized tour of Peyton Manning Children’s Hospital at St.Vincent
· Peyton Manning Children’s Hospital at St.Vincent literature and select promotional items for event giveaway purposes

