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CASA Parties 
Guidelines and Application  
Thank you for your interest and enthusiasm in hosting a CASA Party to benefit CASA of Memphis & Shelby County, Inc. We appreciate your efforts to help Memphis CASA to accomplish its mission. We have put together the following guidelines and procedures so all participating parties are clear on their roles and responsibilities. 

Please review the guidelines and procedures, then fill out the CASA Party Application and Contract and submit to Memphis CASA no later than three months out from your party date.  You may submit by email at anorris@memphiscasa.org or by mail at 868 N. Manassas, Memphis, TN 38107.

If you have additional questions regarding CASA Parties, please contact: Amber Norris, Director of Development for CASA of Memphis & Shelby County at 901.522.0200 x 13 or anorris@memphiscasa.org.

CASA Party Guidelines

CASA of Memphis & Shelby County (herein Memphis CASA) has a set of guidelines that we ask all individuals, businesses, and organizations to follow when fundraising on Memphis CASA’s behalf:

1. The CASA of Memphis & Shelby County name and/or logo cannot be used to promote an event without prior approval by Memphis CASA’s Development Department. All approved CASA Party fundraisers should submit copies of print materials which include the CASA of Memphis & Shelby County logo/name prior to printing.

2. Memphis CASA asks that you do not organize a CASA Party that includes lotteries, gambling, raffles or drawings without first discussing it with the Memphis CASA Development Department. Any party that requires any type of license should first be discussed with and approved by Memphis CASA.

3. Keep accurate accounts of your event. Memphis CASA will not be responsible for any expenses incurred for a CASA Party activity.

4. The CASA Party activities should be ones that do not conflict with the mission of Memphis CASA (if unclear, contact Memphis CASA).

5. Your CASA Party should not conflict with an existing Memphis CASA fundraising event.

6. Memphis CASA does not insure any CASA Parties.

7. Memphis CASA reserves the right to request you not approach a particular donor, business, or organization for the purpose of underwriting or contributing to your party due to potential conflicts of interest that may arise among other income development initiatives and your plans.

8. Contact us with any additional questions you may have.

Application Procedure

1. Submit the application for your CASA Party three months prior to your party date.

2. Include the following information in your application: (see application below)

· A full description of the party (Memphis CASA is required to know what the party involves)

· Date, time, and location of the party

· What is expected of Memphis CASA (volunteers, promotional assistance)

· Anticipated costs of and fundraising goal for the party

· Plans, if any, for corporate sponsorship and who prospective sponsors are 

· Contact information of the host(s) of the party

3. Director of Development, Amber Norris, will contact you, after submission of your application, to set up an appointment to discuss your party.
CASA Parties 
Application and Contract
(Please Type or Print)

PROPOSED CASA PARTY
Name of Party (May use “CASA Party”): ___________________________________
Date of Party: ________________________________________________________
Location and Address of Party: __________________________________________
       ____________________________________________
Detailed Party Description: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
EXPECTIONS FOR MEMPHIS CASA
Please describe in detail the support expected from Memphis CASA. (i.e. Volunteers- numbers, times, duties; Promotions – press releases, invitations, etc.)

______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
FUNDRAISING GOAL & ANTICIPATED COST FOR PARTY
Fundraising Goal: $__________________
Source(s) of Income: (i.e. pay at the door, ask during party, donations in lieu of gifts, ticket sales, sponsorships, auction, etc.) 
______________________________________________________________________
______________________________________________________________________
Anticipated Corporate Sponsor(s): 
______________________________________________________________________
______________________________________________________________________
Total Anticipated Expenses: $___________________

Types of Expenses: (i.e. printing, food, location, etc.) 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
PARTY HOST(S)
Primary Contact:

Name: _____________________________________ 

Address: _____________________________________________________________
City: ___________________________________ State: ______ Zip Code: _________
Work Phone: (___)_________ Home Phone: (___)___________Fax: (___)_________
Email: ______________________________ Website:__________________________
Company (if relevant): ______________________________ Title: _______________
Secondary Contact:

Name: _____________________________________ 

Address: _____________________________________________________________
City: ___________________________________ State: ______ Zip Code:_________
Work Phone: (___)__________ Home Phone: (___)__________Fax: (___)_________
Email: ______________________________ Website: _________________________
Company: _______________________________________ Title: ________________
Please read and sign below:
I have read and agree to follow CASA of Memphis & Shelby County, Inc’s CASA Party Guidelines.

X_________________________________________ __________________________
Signature 





Date

__________________________________________ 

Print Name 






Your CASA Party Application and Contract will be reviewed upon receipt and you will be contacted to arrange a meeting to confirm Memphis CASA’s approval of this party.

Please submit this completed and signed application and contract, at least three months prior to your party, to:

Amber Norris, Director of Development
anorris@memphiscasa.org
868 N. Manassas

Memphis, TN 38107
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