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Third-Party Special Event Guidelines 
Usher’s New Look Foundation is a public 501c3 charity, established in 1999, whose mission is to certify young people in four leadership pillars (talent, education, career and service) to ensure their success as leaders throughout the world. 
Together we are One World Powered By Service.
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The following guidelines are intended to support individuals, social and community groups in hosting a special event to benefit the New Look Foundation. Please keep in mind the mission of the New Look Foundation and our values to help underserved youth find success in talent, education, career and service.  The event or project should not include any aspect that would potentially detract from the community goodwill of the New Look Foundation. 

1. Community events and projects must be approved and sanctioned by the New Look Foundation and must be approved on an annual basis for events repeating in succeeding years.  The use of New Look’s name will be granted once the event is approved.
  
2. Community events and projects must be financially self-sustaining without contribution or financial risk to the New Look Foundation. New Look is not responsible for expenses associated with the event. 

3. All sponsors must be pre-approved by the New Look Foundation to ensure there are not conflicts with other key event sponsors or donors currently supporting the Foundation in other areas. 

4. Donations are requested to be received within 60 days of the completion of your event or project. If your event takes place during the fourth quarter and you wish to be recognized in that calendar year, the donation must be received by December 31st.  

5. If circumstances warrant, the New Look Foundation may opt out as a beneficiary of the event or project at any time with no obligation. 

6. Community events and projects must comply with the following: 
a.  Companies with public images that would have the potential to compromise the goodwill of the New Look Foundation or conflict with New Look’s mission and values may not be major or presenting sponsors and may not promote their products through advertising or other event exposure. This includes alcohol, tobacco or firearms companies and other companies with similar products that do not support the health and well-being of children and youth. 
b. Usage of the New Look name and logo requires a minimum donation of $2,500.
c. All community fundraising projects that require promotional visibility (e.g. invitations, ads, flyers, brochures) must have approval by the New Look Foundation prior to using the New Look name and/or logo. 



To support your event or project, New Look will offer: 
· Acknowledgement of event organizer for direct contributions
· A letter of support to validate the authenticity of the community event or project and its organizers
· Provide youth stories through brochures and DVDs
· Mention of your event in New Look’s monthly e-newsletter
New Look is unable to: 
· Release donor, volunteer, employee or other mailing lists for any reason 
· Offer funding or reimbursement of expenses 
· Be responsible for selling tickets to your community event 
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Third Party Special Event Form
To Benefit Usher’s New Look Foundation
Date of Proposal: 
__________________________
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If you or your organization wishes to sponsor a special event or promotional activity to benefit Usher’s New Look Foundation, please complete this form and return it to Melissa Ely at:
Email: mely@ushersnewlook.org 
Fax: (770) 441-3050
Mail: 	Usher’s New Look
Attn: Development Department
3700 Crestwood Parkway, Suite 460, Duluth, GA 30096

After review, a staff member from Usher’s New Look Foundation will contact you.
Thanks for your support and interest in helping Usher’s New Look Foundation!

	
Third-Party Special Event Form

	Primary Contact Information:

	
Name of Organization/Company planning the event/activity : 
	[bookmark: Text7]     

	
Is your organization: 
	

[bookmark: Check2]|_| Non-Profit            |_| For-Profit


	
Primary Contact Name
	[bookmark: Text3]     

	
Title:
	[bookmark: Text8]     

	
Email:
	[bookmark: Text9]     

	
Mailing Address
	[bookmark: Text10]     

	
Address 2:
	[bookmark: Text11]     

	
City, State, Zip Code
	[bookmark: Text15]     

	
Phone:
	[bookmark: Text12][bookmark: Text13][bookmark: Text14](     )       -      
	
Alt. Phone:
	(     )       -      

	Event Information:

	
Start and end date of event:
	[bookmark: Text4][bookmark: Text5][bookmark: Text6]Start Date:        /       /      (MM/DD/YY)

End Date:          /       /      (MM/DD/YY)

	
Event location:
	[bookmark: Text16]     

	Event Address:
	[bookmark: Text20]     

	Briefly describe the event/activity:

	[bookmark: Text23]     






	Proposed Budget: Please list all expenses and indicate if any are being donated.  Please note all expenses are to be paid by the event organizer. 

	[bookmark: Text19]     

	Project Total Event Cost:
	[bookmark: Text21]$     

	Income: Please list how income will be generated by your proposed event/activity. 

	     

	
Projected Total Income/Donation:
	[bookmark: Text22]$     

	Public Relations: Please describe proposed publicity for the event/activity:


	[bookmark: Text24]     

	
List any recent projects you have sponsored, date of project and its beneficiary:

	[bookmark: Text25]     

	
Why did you choose the New Look Foundation to be the beneficiary of your event:

	
[bookmark: Text26]     

	Are you currently working with a New Look Foundation representative?
	|_| YES            |_| NO

[bookmark: Text27]If Yes, name of New Look representative:      

	Would your organization use the Usher’s New Look Foundation name/logo?

	|_| YES            |_| NO

	
Request for Support: Usher’s New Look has limited staff resources, but can offer some support and assistance.  What support do you anticipate from UNLF?

	Representative from UNLF to attend event:  
	[bookmark: Text28]     

	Printed material related to UNLF:
	[bookmark: Text29]     

	New Look Youth Leaders:
	[bookmark: Text31]     

	Other: (please specify)
	[bookmark: Text32]     

	
I agree to the Third-Party Special Event Guidelines:
	
|_| YES            

	

	
Note: All promotional materials using the New Look Foundation logo and organization information must be approved prior to distribution. 

Thanks again for your interest in the New Look Foundation!

	

For Office Use Only: 
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[bookmark: Text34]Participation:      

[bookmark: Text35]Date:       
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