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Craniofacial Acceptance Month Gathering / Event
Sponsorship Request Form & Reimbursement Requests

CCA is happy to provide sponsorship of up to $500 for local gatherings during Craniofacial Acceptance Month (September). 

You must submit this form with at least 30 days’ advance notice, along with an itemized estimated budget to request sponsorship. After your event, you must provide a detailed list of your expenditures and attach (scans or photos) of your receipts within 14 days of the event.

Requirements of Sponsorship:
· You must not cancel your event for any reason*, including low attendance, unless previously approved by the CCA staff with at least 10 days’ notice. 
· *If you must cancel the event for inclement weather, immediate notice must be given to the CCA staff so we can post information online and via email to invited guests.
· You must allow CCA to invite their membership and our public following via social media, along with your personal invitation list. You must agree to follow our non-discrimination and safe spaces policies. 
· If you have any concerns about attendance, please let us know ASAP before accepting sponsorship. 
· You are allowed to invite your local community and “widen the circle of acceptance!” but the focus of the event is local and regional families affected by facial differences.
· You must list CCA as a sponsor on your marketing materials, social media, and/or event signage that you may have. 
· If you need marketing materials, promotional assistance, signage, etc. from CCA, we will provide that to you. Please contact us with a minimum of three (3) weeks’ notice to request logos, assistance, or materials to ensure timely delivery. 
· Materials provided will be based on the discretion of the CCA staff and budgetary availability.
· You must let us know of any other sponsors that are providing funding or in-kind donations. Solicitation of grants or large donations should be coordinated with Christine Andler, CAndler@ccakids.com.

No credit card statements will be accepted as receipts. We suggest you immediately photograph all receipts for easy tracking. If you are ordering anything online, it may also be helpful to add RDopson@ccakids.com on the order, so we can be included in the automated receipts.

Name: __________________________________	Email: __________________________________

Date of Request (today): ___________________	Date of Event: ____________________________

Home Address:  _____________________________________________________________________

Phone: __________________________________	Event Name: ______________________________

Location of Event: ___________________________________________________________________

Location Address: ___________________________________________________________________

Location Phone: _____________________	Location Contact Person: _____________________

Planned Activities, Events, Vendors: ______________________________________________________

Estimated Budget: _________________________	Sponsorship Amount Requested: ______________

Will you supplement this event with your funding or other funding if your budget exceeds the CCA sponsorship amount? If yes, please explain: 



Anything else you would like to add? _____________________________________________________

Craniofacial Acceptance Month Picnic
Budget / Sponsorship Request Form & Reimbursement Requests

	Date of Charge
	Estimated
Amount
	Amount
Paid  
	Method of Payment
	Vendor Name 
	Explanation of Goods or Services

	Example: 8/1/2023
	$250
	$261.90
	Visa *8883
	Jersey Mikes
	Food: Party Platter Sandwiches

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Please attach/scan/photograph all receipts and return with this form.
Email to: RDopson@ccakids.com or Mail To: Rasheera Dopson, CCA Kids, 15851 Dallas Pkwy., Ste. 245, Addison, TX 75001

IMPORTANT: Please fill out your mailing address and name as you would like it to appear on your reimbursement check below.
Name: _________________________________________	Phone: _____________________________

Mailing Address: _____________________________________________________________________
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