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Thank You!

Phoenix Children’s is honored by your decision to host a fundraising event and donate the proceeds to 

support world-class, family-centered care. This support will help fulfill the Mission of providing hope, 
healing and the best healthcare for children and their families. 

Phoenix Children’s Hospital relies on committed individuals and groups to raise much needed funds. 

Planning a third-party fundraiser is rewarding, knowing your efforts will impact the lives of children and 

families who need your help.  In the process, you’ll engage your friends, family and colleagues in support 

of a cause that you are passionate about. 

We want to ensure that your event is a success and that we enjoy a continued relationship for years to 

come. When you contact us, you will be assigned a member from our team who will be your contact 

person throughout your event planning, answering questions and providing guidance as needed.

Thank you for your generosity!

Connect with us

Phoenix Children’s Hospital Foundation 

specialevents@phoenixchildrens.com

phoenixchildrensfoundation.org

friendsofPCH 

Tee it Up for Kids



| 2 |Phoenix Children’s Hospital Foundation  |  Special Events Toolkit

Phoenix Children’s is the sixth-largest children’s hospital in the nation, providing 

world-class care in more than 75 subspecialty fields of pediatric medicine. 

Phoenix Children’s is 

thrilled to once again be 

named a “Best Children’s 

Hospital” by U.S. News & 
World Report ranked in 10 

specialties for 2020-2021. 

• Cancer

• Cardiology & Heart Surgery

• Diabetes & Endocrinology

• Gastroenterology & GI Surgery

• Neonatology

• Nephrology

• Neurology & Neurosurgery

• Orthopedics

• Pulmonology

• Urology

LOCAL AND STATEWIDE COVERAGE

FAST FACTS

We serve the 4th 

largest market for 

children’s medical 

services in the 

country.

4th
LARGEST 

MARKET

Programs and 

services are funded 

solely or significantly 
through philanthropy.

60+Within five years, 1 
in 4 Arizona children 

will have received 

care from a Phoenix 

Children’s Hospital 

provider.
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AT A GLANCE
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Getting Started 
Matching your vision to the needs of the Hospital
Successful events begin with ensuring your vision 
aligns with the needs at the Hospital. First we ask 

that you complete and submit a Special Event 
Application to Phoenix Children’s. We will review 

each application and grant approval on a per event 

basis. Please note — applicants must reapply 

annually for reoccurring events.

When submitting an  

application keep in mind: 

Events should align with the Hospital’s 

mission and promote messages and 

images that reflect the Hospital’s high 

standards. Fundraising events must 

comply with all relevant laws, including 

the laws of the State of Arizona.

Let Us Help You!

• Brand affiliation, use of Phoenix Children’s in 
logo or text format 

• Letter of endorsement validating the 

authenticity of your event

• Phoenix Children’s branded banners and 

balloons 

• Patient pictures and/or videos  to share with 

your guests and donors

• Dedicated  online fundraising webpage to 

collect donations

• Tax receipt letter for contributions payable  

directly to Phoenix Children’s Hospital by 

your donors

• Promotion of your event on our community 

fundraiser calendar

• A check presentation  at Phoenix Children’s  

for you to make your gift

After your application is reviewed and approved, the Foundation may be able to provide some of the 

following resources in accordance with Hospital policies and procedures:  

Unfortunately, we are unable to:

• Extend our tax exemption status to your 

organization, group or event

• Guarantee event attendance of patients, 

physicians or staff

• Guarantee staff participation at your 

committee or planning meetings

• Provide mailing lists of donors, vendors, 

board members, medical staff, or 

employees

• Guarantee volunteer support at the event 

(although we can submit a volunteer request 

for volunteer assistance)

• Financially support or reimburse event 

expenses

• Guarantee media coverage or send press 

releases to promote the event on your behalf

• Extend the use of our special event liquor 

license 

• Solicit businesses or vendors for support or 
sponsorship

Arizona Bike Week
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Event Planning 
Whether you are hosting a birthday party, golf tournament or 
a group dinner, these tips can help you develop a successful 
event strategy!

1. Choose the “right” event 

Does it make the most sense to host a live event, or create an online digital fundraiser? The type 

of event you choose should fit the size, interest, talents, goals and time availability of your group. 
Identify your audience, including who is most likely to attend and support the type of event you have 

chosen.

2. Remember to communicate your plans with our team! 

Complete the online Special Event Application; once we have reviewed it you will be connected with 
a member of our team to assist you going forward.

3. Form a planning committee 

The enthusiasm and dedication of the people who plan and organize the event increases the 

probability of a successful activity. Several minds, hands and hearts involved are better than one!

4. Set achievable goals and a plan to achieve them  

Having realistic and measurable goals ensures the greatest success of your event. Start early, plan 
ahead, and keep on track! Use an event timeline to plan out each step, who will be responsible for 
that step, and track your progress to ensure a successful event.

5. Develop a budget 

Anticipate your event’s expenses and sources of donations. Always try to solicit in-kind products 

and services. Consider the cost of invitations, signage, food and catering, etc. and be sure to 

leave extra room for unforeseen costs! Aim to spend no more that 30% of your overall revenue on 

expenses. 

 If you plan on approaching sponsors for donations of $5,000 or greater please send the list over to 

us to review before you approach them. Keep in mind that many individuals and businesses already 

support Phoenix Children’s. We will be able to share with you if anyone on your list already supports 

the Hospital and if any conflicts may arise. 

Kicking for Miracles
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Event Planning Continued 

6. Tell your story 

Promote your event and make sure to explain why you are supporting Phoenix Children’s and how 

you got involved. To make the most of your efforts, determine the best way to reach your network, (i.e. 

emails, social media, flyers, etc.).

7. Host your event 

Determine whether you will need volunteers and where they will be assigned. Consider prepping a day-

of supplies kit with all the items you might need (i.e. pens, scissors, tape, etc.) Make sure you bring any 
important documentation such as volunteer contact info, vendor lists, and registration lists. If possible, 

take a moment to thank your guests and their support of Phoenix Children’s. Most importantly, don’t 
forget to have fun!

8. Collect the funds 

We ask that all funds are sent to Phoenix Children’s Hospital Foundation within 30-45 days following 

the conclusion of your event.

 Phoenix Children’s Hospital Foundation 

Attn: Special Events 

2929 E Camelback Rd. Suite 122 

Phoenix, AZ 85016

9. Give thanks 

Please be sure to acknowledge everyone who participated in, or supported your event!

10. Stay connected 

Continue to stay in touch with the Phoenix Children’s. We appreciate the time, talent, and resources 

you have invested and hope to enjoy a continued relationship! We want your investment into the 

Hospital to bring you joy and satisfaction, knowing your efforts will make a lasting impact in the lives 

of children and families.

Charity Fashion Show
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Using our logo: 

It’s the “heart” of our brand

The “Benefiting Phoenix Children’s” logo is made up of two parts; the Logomark (also called the ‘Heart in Hand’) and the Logotype (the type). Our ‘Heart in Hand’ 
Logomark represents our commitment to caring for children. A similar commitment needs to be made in the usage of our “Benefiting” logo.

You must receive approval from Phoenix Children’s before using the logo on any communications collateral, promotional material or clothing items. The logo is a 

registered trademark and cannot legally be reproduced without permission from the Hospital.

Dark 
Backgrounds

Preferred

Dark 
Backgrounds

Preferred

Preferred

Preferred

When using the logo these  

guidelines must be followed:

•  When possible the logo should be used in 

the color version of red on white. A white 

option is available for use on a solid color 

of sufficient contrast. 

• Kindly refrain from using 

the logo in any other color 

combinations.

• Kindly refrain from rearranging 

the logo and logotype 

configurations in any way

• Kindly refrain from changing the 

position or relative size of the 

Logomark and Logotype.



| 8 |Phoenix Children’s Hospital Foundation  |  Special Events Toolkit

Building Buzz and Boosting Attendance

To make your event a success, reach out to as many people as possible! Don’t rely on a few emails. 

Instead, recruit your friends, families, co-workers, and others in your community to help you spread the 

word. Sometimes face-to-face invitations work best. Here are a few things to consider.

1 Create a communications plan

Before you begin any promotion create a plan of 

how and when you will be spreading the word. 

Consider your target audience and the types of 

messaging they prefer (i.e. email, traditional mail, 

social media or a personal call).

2 Create a buzz on social media

Use Facebook to create an event page that you 
can invite people to and share with your network. 

Cross promote on various channels such as 

Twitter and Instagram; you may want to create 
a hashtag to use. Be sure to consider who your 

audience is to determine what channels may be 

best to use, and ask your friends and followers to 

“like” and “share” your posts. 

Helpful Videos and Photos

Phoenix Children’s has created a variety of videos 

including patient stories and program information. 

They can be found on our YouTube Channel:  

http://www.youtube.com/pchfoundation1

Feel free to share these and use these as a part of 

your promotion.

If you would like to use any of our approved patient 

photos and slideshows please let your Special 
Events team member know and they will be able to 

supply the best options for your specific event.

3 Provide a recap

Your network will want to know about the success 

of your event. Use this as an opportunity to say 
thank you again to those who participated and to 

give an update on how things went, and how their 

funds will make an impact on patients and families 

at Phoenix Children’s.

Blake’s Miracle Festival Tee it Up for Kids

http://www.youtube.com/pchfoundation1
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Tour de Ren

After Your Event

First, celebrate your success! 
Your support of Phoenix Children’s is what enables us to provide cutting edge 

care to our patients. 

Below are a few pointers of what to do now that your event is over.

Say thank you

Be sure to thank all of your donors and volunteers for their contributions. 

People will not only appreciate the gesture, but will be more willing to help 

you with your next fundraiser.

Share your success

Post event photos and videos via your social media outlets. 

Everyone will want to hear about your successful event! This will also get 

them excited for the next one.

Close out the event

Process all expenses, collect all donations and forward total net proceeds to 

Phoenix Children’s within 30-45 days of the event. 

Under no circumstances may an individual keep any portion of the proceeds as 
profit or compensation for organizing the event or fundraiser. 

Donations made directly to Phoenix Children’s are tax-deductible. Phoenix 

Children’s Hospital Foundation will issue receipts once donations have been 

received and processed. Receipts for personal checks from individual donors 

will be sent directly to the name and address on the check. Receipts will be 

issued only if the donor did not receive anything of value at the event. You must 

inform Phoenix Children’s if donors received anything of value at the event 

such as goodie bags, food, beverage or other goods. 

According to IRS Codes, the fair market value of items, services or privileges 
must be determined and clearly stated on all advertising copy, including 

invitations, tickets, programs, posters, etc. (Example: Fundraising dinner ticket 

price is $75.00. The amount one would ordinarily pay for the meal provided at 

dinner might be $15.00, which is considered the fair market value of the dinner. 

The $15.00 is not tax-deductible and the purchaser must be informed of the fair 

market value.) The amount over the fair market value is the only amount that 

is tax-deductible. It is not permissible to use “Tax Deductible” on advertising 

copy. A list of auction items must include the fair market value. Donors should 

consult a tax professional to resolve questions regarding their particular 

donation.

Assess your event and plan for the next one

Ask organizers, guests and volunteers to discuss what elements of your 

fundraiser worked, and if there are opportunities for improvement. When 

planning gets underway, send out a save the date for your next event! Don’t 

forget to renew your support by completing the online special event application.

https://phoenixchildrensfoundation.org/community-events/create/

https://phoenixchildrensfoundation.org/community-events/create/
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SPECIAL EVENT POLICIES AND PROCEDURES

The Foundation and/or Hospital maintain the right to decline 
events as an important safeguard in preserving the integrity 
of the name and reputation of Phoenix Children’s Hospital 
(hereinafter referred to as “PCH”) and the Phoenix Children’s 
Hospital Foundation (hereinafter referred to as “PCHF”), as 
well as our commitment to donors.

Upon approval of your application the event host/organization 
assumes all risks and liabilities associated with the event and 
hereby release and hold harmless PCH and PCHF entities, 
their directors, officers, employees, agents, and successors 
from and against any and all claims, damages, liabilities, costs, 
and expenses, including reasonable attorney’s fees arising out 
of or in connection with the event, including without limitation 
any personal injuries or damages to property that may occur 
in conjunction with your proposal.

It is agreed that the event host/organization will notify PCHF 
of any changes once the application has been approved. PCHF 
reserves the right to withdraw as beneficiary of the event at 
any time.

Use of the name Phoenix Children’s Hospital/Phoenix 
Children’s Hospital Foundation, and logos that indicate 
endorsement by or support of PCH/PCHF is not authorized. 
Approved events will receive permission to use the “Benefiting 
Phoenix Children’s Hospital” logo.

All printed and electronic collateral, advertising or other event 
promotional material using the PCH Benefiting logo must be 
approved by PCHF in advance of production and must comply 
with usage and brand standards. (This includes invitations, 
posters, flyers, press releases, event shirt design, etc.)

In order to provide your donors with important information 
concerning their contribution, we ask that all promotional 
materials clearly state the percentage of proceeds (from gross 
or net proceeds) and/or portion of the ticket price that will 
benefit PCH or PCHF.

The event host/organization is responsible for obtaining any 
necessary permits or clearances required by the government. 
Please note, most permits/clearances require 60-day advance 
application.

The event organizer must obtain appropriate insurance 
coverage, if necessary.

In the interest of preserving existing relationships, the event 
host/organization agrees to submit the name of all businesses 
to be solicited for support, in advance of such solicitation for 
approval.

It is agreed that publicity for your event may not imply 
sponsorship of any kind by PCH and/or PCHF. Additionally 
Phoenix Children’s Hospital may not be used in naming 
your event. For example, “Phoenix Children’s Hospital Golf 
Tournament” is not acceptable. Instead, the event should be 
promoted as “Golf Tournament to benefit Phoenix Children’s 
Hospital.”

PCH/PCHF cannot provide funding or reimbursement for 
event expenses.

There must not be use of PCH patients or families, including 
but not limited to photographs, videos, or interviews with 
children and families without prior approval.

Bingo, lottery and drawings are games of chance and are 
considered a raffle. Raffles MUST be approved and registered 
by the state. Raffles are pre-approved by foundation staff 
and requests must be submitted 30 days prior to the event. 
Licenses must be applied for annually. When the license 
is renewed, a draft of a raffle ticket must be submitted for 
approval. You cannot hold a drawing unless you give away 
tickets with the registration and everyone has a fair and equal 
chance to win. Selling additional drawing tickets is considered 
a RAFFLE.

Events must comply with all federal, state and local laws 
governing charitable fundraising and gift reporting. All tax 
receipting issues must be agreed upon and documented 
before the PCHF approval is given. PCHF may only issue tax 
receipts for checks made to “Phoenix Children’s Hospital” or 
the “Phoenix Children’s Hospital Foundation”. If your donors 
send their contributions directly to PCHF, you must inform 
PCHF staff of the value of any goods or services the donor 
received in return for the contribution. Please do not promise 
any kind of receipt to your donors as issuing an inappropriate 
receipt can jeopardize Phoenix Children’s Hospital’s charitable 
tax status.

The event organizer must seek approval from PCHF to repeat 
the event each succeeding year.

PCHF is authorized to have complete access to all fundraising 
activities. PCHF is authorized to audit such records and 
contracts if a question is raised about the event’s proceeds 
at the completion of the fundraiser, or at any time prior as 
deemed necessary by the PCH or PCHF staff.

The event host/organization agrees that all proceeds will be 
mailed or delivered within 30-45 days to:

Phoenix Children’s Hospital Foundation 
Attention: (Your Special Events team member) 
2929 East Camelback Road, Suite 122 
Phoenix, AZ 85016

You agree on behalf of the organization you represent, that 
if the project you wish to coordinate is approved by Phoenix 
Children’s Hospital, that you and your organization agree to 
abide by ALL of the Special Event Policies and Procedures set 
forth by PCH.

Thank you for your support of Phoenix Children’s. 


