
 

 

Courage Kenny Foundation  
Third Party Fundraising Event 
Guidelines  

 
 

Thank you for supporting Courage Kenny Foundation and our mission to empower people 
with disabilities to realize their full potential in every aspect of life. In order for Courage 
Kenny Foundation to appropriately support your event, please fill out this form and submit 
to Megan Muske, Megan.Muske@allina.com at least 30 days prior to your event. 
 
DATE: ______________________ 
 

ORGANIZER INFORMATION 

Individual or Organization 
Name:___________________________________________________________ 

Contact Person and 
Title:________________________________________________________________ 

Address:_________________________________________________________________ 

City: ________________ State: ________________ Zip: ________________ 

Telephone: Day:______________________ Evening: ________________________ 

Fax: ______________________ E-Mail_______________________________________ 
 

Has your group previously raised funds or solicited goods for Courage Kenny Foundation? 

Yes      No 

What is your relationship to Courage Kenny Foundation? (client, family, staff, etc.) 

________________________________________________________________________

________________________________________________________________________ 

YOUR EVENT 

Description:______________________________________________________________ 

________________________________________________________________________ 

Date(s):_____________________________Hours:_______________________________ 

Location:________________________________________________________________ 

Sponsors/Underwriters:_____________________________________________________ 

What is the cost to attend the event? ___________________________________________ 

Have appropriate permits/licenses been secured:__________________________________ 

mailto:Megan.Muske@allina.com


BUDGET INFORMATION 

(Please attach budget details.) 

Projected Expense: __________________________________________________ 

Projected Income: ___________________________________________________ 

Projected Donation: _________________________________________________ 

 

Publicity/Promotional Efforts (Please note Event Marketing section of Guidelines) 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

Will any other charitable organization benefit from this event? If so, please name and 
describe extent to which they will benefit. 
________________________________________________________________________
________________________________________________________________________ 

 

Assistance needed from the Courage Kenny Foundation: 

 Phone consultation about event planning 

 Courage Kenny Foundation brochures for publicity 

 Courage Kenny Foundation representative(s) to attend the event when possible 

 Letter of support for event 

 Use of Courage Kenny Foundation video presentation 

 Use of the Courage Kenny Foundation logo 

 Use of a Courage Kenny Foundation banner 

 Other: ________________________________________________ 
 
 
Please return signed guidelines and completed form to: 
Courage Kenny Foundation 
Attn: Megan Muske, Director 
3915 Golden Valley Road 
Minneapolis, MN 55422 
Phone: 612.775.2104 
Fax: 612.262.6719 
megan.muske@allina.com  

mailto:megan.muske@allina.com


 

 

Courage Kenny Foundation  
Third Party Fundraising Event  
Procedures 

 
 
 
 
Thank you for your interest in helping to raise funds for Courage Kenny Foundation. The 
following are guidelines to assist volunteers and friends, such as yourself, as they plan a 
fundraising event to benefit Courage Kenny Foundation.  In order to use the Courage 
Kenny Foundation name, logo, or trademark in conjunction with your event, you must 
observe the following guidelines (note signature on final page) and complete the attached 
form. Thank you for your support! 
 

EVENT MARKETING 
▪ Third-party events may not be represented as events sponsored by Courage Kenny 

Foundation. 
▪ Promotions for the event, including any promotional materials, should reflect Courage 

Kenny Foundation as a beneficiary, and not conducting the Event (i.e. “a portion of the 
proceeds from [Event Name] will benefit Courage Kenny Foundation”). 

▪ Courage Kenny Foundation logo may not be used to give the impression that Courage 
Kenny Foundation supports or endorses a sponsor’s product(s). 

▪ Courage Kenny Foundation reserves the right to review all event materials that include 
our name and/or logo PRIOR to print, allowing at least 24 hours for approval. 

 
EVENT EXPENSES 

If you must buy goods for the event and expenses will be incurred, please consider the 
following: 

▪ Will the event generate enough income to reimburse you for expenses? 
▪ Courage Kenny Foundation will not reimburse for the purchase of goods for third-party 

events, and goods may not be charged to Courage Kenny Foundation for any reason. 
▪ Federal tax laws disallow third-party events from using the Courage Kenny Foundation 

Sales Tax-Exemption number or Federal Employer Identification numbers when 
purchasing any goods or services from suppliers/vendors. 

▪ Any expenses associated with producing the event are the sole responsibility of the 
hosting volunteers, and Courage Kenny Foundation will not be liable for any costs or 
expenses. 

▪ No one associated with the event may take a fee, commission or salary. 
▪ If soliciting for goods and/or services, the following wording can be used when asking 

for donated products/services. “I am part of (Group Name) that is organizing an event 
in which a portion of the proceeds will benefit Courage Kenny Foundation.” (Courage 
Kenny Foundation will provide acknowledgement letters for donated items stating the 
description, not the value, of the donated item. You will be responsible for providing the 
donor’s contact information as well as a complete description of the gift.) 

 



FINANCIAL  
▪ Bank accounts cannot be opened in the name of Courage Kenny Foundation for any 

reason. 
▪ Any check payable to Courage Kenny Foundation must be sent to Courage Kenny 

Foundation. 
▪ If the event is promoted as a fundraiser for Courage Kenny Foundation, all proceeds, 

after deducting expenses, must be sent to Courage Kenny Foundation. 
▪ A final accounting report from all event organizers is required within 60 days of the 

event. 
▪ Funds are to be given to Courage Kenny Foundation no later than 60 days following the 

event. 
TAX DEDUCTION/DONOR ACKNOWLEDGEMENT 

▪ Courage Kenny Foundation has applied to and been approved by the Internal Revenue 
Service as a charitable (qualified) organization as defined by the Internal Revenue Code 
Section 501(c)3, meaning that contributions to Courage Kenny Foundation qualify for 
the maximum charitable contribution deduction under the Internal Revenue Code. 

▪ Only checks made payable to Courage Kenny Foundation will be provided with a tax-
deductible acknowledgement.  

▪ If payments are made to the third party event organizer and it is not an IRS qualified 
organization, the payments will not be deductible for income tax purposes. A general 
acknowledgement will be sent with no value attached. 

▪ If you are deducting expenses before sending net proceeds to Courage Kenny 
Foundation, you may not state or imply to your donors that any funds given to you are 
tax-deductible, and you may not use the word “donation” as it implies that they are tax-
deductible. If you are selling goods and services (i.e. admittance to an event, food, or t-
shirts), you may not state that the funds paid are fully tax-deductible. 

▪ A donor or participant must be informed that the tax deductible amount of his or her 
donation is only the amount that is over and above what was received in goods and 
services. For example, if a participant pays $200 to participate in a golf outing and the 
cost per golfer is $50, the tax deductible amount is $150.  

 
MISCELLANEOUS 

▪ Courage Kenny Foundation cannot be responsible for event insurance liability, as this is 
the sole responsibility of event planners. 

▪ Courage Kenny Foundation cannot be responsible for liquor licensing. 
▪ Please contact the Courage Kenny Foundation if your event features games of chance or 

a raffle, as there are laws and regulations in various states that must be followed. 
▪ Courage Kenny Foundation will not assume any liability for the event. 
▪ Courage Kenny Foundation and event organizers/organization will remain as separate 

entities. The Courage Kenny Foundation may terminate the relationship at any time. 
▪ Courage Kenny Foundation will not associate with any events that are not wholesome 

family entertainment and that will not risk injury to any participant. 
 

WHAT COURAGE KENNY FOUNDATION CAN DO FOR YOU 
 Offer advice and expertise on event planning. 
 Provide a tour of facilities for event organizers and volunteers 
 Provide a letter of support to validate the event 
 Provide written acknowledgement to donors who make checks payable to Courage Kenny 
   Foundation  



 Provide Courage Kenny Foundation logo, banner, informational materials 
 Approve all logo and name usage prior to event 
 Upon discussion with event organizers, provide presence at the event 
 

 
On behalf of the 95,000 individuals served at Courage Kenny Rehabilitation Institute each year, we are 
grateful to you and your organization for proposing this event to raise funds for Courage Kenny Foundation. 
Please sign below, then complete the attached form. 
 
 
SIGNATURE: _____________________________ DATE:________________ 
 


