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I.) Pre-Event Requests

Guidelines for specific event requests

Will I have a single point of contact aligned with my event?

Yes, usually. Of course there are always exceptions! Typically, you will be working with either your Regional Director or Event and Program Manager although there are times depending on your relationships as well as size of your event that you may be working with both! We want to give your event as much attention and support as possible.
Should I use the new ALS TDI logo for my event? How do I get this logo?

Yes, if you are currently using the old ALS TDF logo please email your ALS TDI contact and we will email you back a JPEG version of the logo. 

Can a member of the ALS TDI staff be present at my event?

We will make every effort to attend your event if we can justify the cost of travel.  Please let us know at least two months before your event who you would like to attend and in what capacity. Are you looking for someone to speak? Are you looking for someone to assist during the event? Please let us know your specific needs and we will accommodate them the best we can. 

There will be specific people at my event who have contributed a lot financially as well as individuals who have volunteered to make the event a success. Should I let you know ahead of time who these people are?

Yes, we would like to connect directly with individuals who are important to both the success of your event and the research in our lab. Individuals, who are important to you, are important to us. 

My committee chairpersons have been so helpful and will make my event possible. Will you send them a special thank you after the event?  

YES! We always send all committee members a hand written thank you card to thank them for all their hard work. We will also want to make sure we have all of your committee member’s contact information so we can continue to keep them updated about the work that is being accomplished in our lab to find a cure.  Please provide their names, addresses, and email addresses.  
II.) Pre-Event Requests

Guidelines for Submitting Donations to ALS TDI

In order to make the process of submitting donations as efficient as possible we want to gather the most information we can before and during your event.  Below are questions and answers that will guide donations to be mailed to ALS TDI. If you have any additional questions, do not hesitate to call your TDI contact through the process of preparing. 

I have a committee helping me with my event, should I assign one person to be the treasurer to handle the money throughout the event up until TDI has received it?

Yes, that is a great idea! Assigning one person to be responsible for the money will make organizing the donations less confusing and more efficient. As a committee chair, it is important to not spread yourself too thin, we encourage you to have others help as much as possible. Please contact your ALS TDI contact if you would like advice in how to set-up an effective committee.

How should I plan to submit funds collected to ALS TDI?

We strongly recommend using the “Fund Tracker” spreadsheet found on our website. All the information we require to process donations is listed on that spreadsheet so this is the easiest and most efficient way for us to receive and process funds. We also ask that you keep donations / payments for different items in separate envelopes. For examples, if you are selling entry tickets, have a raffle, a silent auction, and are accepting straight donations we ask you to keep these all separate. Please send all donations to the attention of your ALS TDI contact with a hard copy of the Fund Tracker spreadsheet. In addition please send the Fund Tracker spreadsheet in electronic form to  your ALS TDI contact. 

What do I do if I receive money gradually from my event, before, during and after? How should I send the money?

The most important thing is to keep the money organized. You can send the money in gradually as long as each batch has a corresponding fund tracker spreadsheet with the completed information. 

I thought I could just send in all the payments we receive. Why are you asking us to fill out all this information?
Good question! We need all this information (names, addresses, item purchased, actual cost of item purchased, and amount paid for item) because we want to provide all donors with a tax receipt and thank you card in the most timely and effective manner. 
 
Why do you need to know the Actual Cost of an item and where do I find this out?
The actual cost, often referred to as Fair Market Value (FMV), is important as a donor can only get a tax receipt for the amount he/she paid minus the Fair Market Value. This is according to IRS Tax Guidelines. An item can include:

· tickets to your event (types of tickets may have different FMV’s)

· auction items

· hole sponsors

· corporate sponsors

· cost of items to be sold (ie., cookbook, bracelets, notecards, etc.)

If you or someone else purchases an item for your event, you will be able to determine the actual cost by looking on your receipt. For any items that are donated, you should find out from the donor what the fair market value would be. 


How do I determine the Fair Market Value of a ticket price?

If you are having a dinner and charge a ticket price you will have to determine how much the dinner will cost per person. For example, if the ticket price is $100 and the cost of dinner per person is $50, their tax receipt would be for $50.  You may also have different types of tickets.  For example, if you are hosting a golf tournament, you could have three (or more) ticket types.  For example, golf and dinner, golf only, or dinner only. 

How do I determine the Fair Market Value of an auction item?

If the item was purchased by you or by a committee member you can determine the value by looking on the receipt. For example, if a donor won a clock as an auction item that was valued at $50 and they paid $75. We would issue them a tax receipt for $25. If there are numerous items in a gift basket simply add up the value of all the items. If the total is worth $150 and the winner paid $300 they would receive a tax receipt for $150. If the item is donated be sure to ask the person what the retail value of the item is. For more complicated costs please call your ALS TDI contact and he/she will help you determine the value. 

Is there ever a time where someone will not receive a tax deduction? 

Yes, there are two instances where someone will not receive a tax deduction. The first is a raffle item; due to IRS guidelines no deductions are given for raffle tickets purchased because it is considered gambling. The other instance is when the value of the auction item exceeds what the donor paid for the item. For example, if a painting was valued at $50 and the donor paid $40 then they would not be eligible for a tax receipt. 
Do you want me to send cash?

No, we recommend that you turn the cash into a cashier’s check made out to ALS Therapy Development Institute or Driving4Life if you are hosting a golf event.

Why are you requesting email addresses from my donors, invitees and guests?

It is important for ALS TDI to have contact information from the people who have donated to your event. Many times questions arise when entering in data, and email is a great way to get in touch with people. More importantly, we would like to keep our supporters informed by way of our newsletter, annual report and upcoming events.  Avoiding printing and mailing costs enables those funds to go directly to research in our lab. 
How soon after my event should I send the package of donations?

Donations should be sent as soon as you have organized the money and filled out the fund tracker form. The package should be sent no later than 2 weeks after your event, if possible. If you need help organizing or need more time, please make sure to contact you ALS TDI contact. The more communication we have the more smoothly closing of an event will be. 

Should I arrange for a conference call with the TDI Event Team prior to my event?

Absolutely! Speak to your contact person about having a conference call regularly during the planning process. It is especially important to have a call two weeks prior to your event. This will help to clarify the process and answer any last minute questions you may have. Our goal is to support your event in any way we can, keeping an open dialogue will make this possible. 
Will ALS TDI provide me with information about ALS TDI for my event?

Please notify your contact at ALS TDI.  We can send you marketing materials, brochures, and copies of our recent newsletter to further educate your audience on ALS and the research being conducted in our lab.
Will ALS TDI provide me with a banner for my event?

ALS TDI will provide you with a banner if we have one in stock for your event. To ensure that there will be one available, please request from your ALS TDI contact a banner as early as possible (at least 2 weeks prior to your event) and we will mail it to you. We try to send them out to every event so it is important to request one ahead of time. We will include a return FedEx label for you to return the banner to us so please hold on to the box it came in. 
How do I return the banner after my event?

If you live in the Boston area you can drop off the banner to our office in Cambridge. Otherwise we ask that you mail us back the banner within 10 days of your event using the enclosed FedEx form we sent you with the banner. 
Your efforts are directly fueling the research being conducted in our lab. 

Our goal is to find an effective treatment for patients living with ALS today.

Thank you for your support, passion and dedication.
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