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Hosting A 3rd Party Event To Benefit NEDA 

 A 3rd Party Event is any event initiated, organized, promoted, and executed by an 
outside individual or group (not NEDA) where funds raised are donated to the 
National Eating Disorders Association (NEDA). 

 3rd Party Events are completed with limited help and supervision from NEDA Staff.  
 Contact the National Walk Manager at NEDA and give notice that you would like to 

do a 3rd Party Event for NEDA. 
 You will receive a 3rd Party Event Agreement Form after notifying the National Walk 

Manager of your intention to host a third party event. Please review, fill out, and 
return to the National Walk Manager as soon as possible, just so NEDA will be in the 
loop and so that we can send you promotional materials if you’d like them. 

 As a general rule NEDA does not pay for any production costs of the event (guest 
speakers, venue rentals, etc.). Get someone to donate them or make sure you secure 
donations and sponsorships in advance to cover them. 

 Many 3rd Party Events take place during NEDAwareness Week (and a lot of materials 
in this packet refer to NEDA Awareness Week), but feel free to do a 3rd Party Event at 
any time throughout the year! 

 And just remember – enjoy your event and have fun supporting a great cause! 

 

Sending Money Raised To NEDA 

 You can collect donations to NEDA via two ways. 
o The first is to ask everyone to make their checks payable to NEDA and 

send in all of the donation checks to NEDA all together at the end of your 
event. 

o The second is to have everyone make all of their checks out to you, deposit 
all checks and cash donations into your own checking account, and then 
send us one big check for the total amount collected for NEDA.  

 

 

 

 

 

 

 

 

 



 
 

 
 
 

                                              3rd Party Event Agreement 
 
______________________________________________________________ agrees to donate proceeds from an event to benefit the 
National Eating Disorders Association and requests the use of the NEDA name and ‘To Benefit NEDA Logo’ in educating and 
marketing of the event. 

 NEDA’s name or logo may not be imprinted upon or used in association with any products, goods, or services offered by 
the host without prior written approval from NEDA. 

 NEDA must review and approve all promotional materials that use the name and/or logo of NEDA prior to production, 
printing, and publication, including, but not limited to print and electronic media advertisements, letters, news releases, 
and promotional packaging.  

 The use of the NEDA logo must be consistent with NEDA’s graphic standards: 
o There may be no modification of the NEDA logo, changes in size must be proportional and colors must not 

deviate from the PMS colors of NEDA. 
o Whenever possible, the full name “National Eating Disorders Association” should also appear next to or 

somewhere near the logo. 
o If appearing electronically (email or website), a link must be provided to NEDA’s website. 

 You agree to forward 100% of the donations to the National Eating Disorders Association within ten business days after the 
date of the event (or the date of the donations whichever is earlier).  

 Acceptance of contributions or sponsorship will not imply an endorsement of the company, its products or its services. 
 You agree to comply with all federal, state and local charitable solicitation statutes, regulations and ordinances that affect 

or apply to you and the fundraising activities that you are involved with. 
 Funds will be sent to the following address: NEDA, 165 W 46th Street, Suite 402, New York, NY 10036.  

o Checks will be made payable to the National Eating Disorders Association. 
 I agree individually or as a representative of the below named business or organization, agree to the above requirements 

and herby fully release and agree to hold harmless the National Eating Disorders Association, its officers and directors, 
employees, representatives and successors, of and from any and all liability, claims, damages, expense or causes of action 
for any reason.  

 
Name and Date: ___________________________________________________________ 
 
Business or Organization (if applicable):_______________________________________        
    
Third Party Event Name: ____________________________________________________ 
 
Event Location (Full Address):________________________________________________ 
 
Event Date:_______________________________________________________________ 
 
Event Start Time:______________ Event End Time:______________ 
 
Event Fundraising ($) Goal:__________________________________________________ 
 
Event Description:  
_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________. 

Event Coordinator Contact Information 
 
Name:________________________________________ Signature:_________________________________ 
 
Address:________________________________________________________________________________ 
 
Primary Phone Number:_____________________ Secondary Phone :_______________________________ 
 
Email:___________________________________________________ 
 

 

NEDA 3rd Party Event Agreement Form 



Fundraising Tips 

 3rd Party Events serve a dual purpose – to raise awareness about eating disorders and 
to raise funds to benefit NEDA – both of which are equally important. 

 Fundraising can be very daunting, but it’s quite simple when you get down to 
business! 

 Establish a fundraising goal for your event. It’s always better to aim higher than your 
realistic expectations! You never know, a potential sponsor or donor at your event 
may see that you’re a ways off from your goal and write a big check. 

 Get started early! The earlier you start raising money, the more time you will have to 
reach your goals and exceed them. 

 The best way to get a donation is to ask for a donation! Please don’t feel awkward or 
nervous about asking for money – realize that you are raising money to support a 
wonderful cause! People will see that and be all too happy to give! 

 Be positive and upbeat when you ask. 
 Don’t get discouraged by someone saying no! Keep asking other people and 

businesses! You may hear no a hundred times before you hear one yes, but that one 
yes may be a $1,000 yes! 

 Use all forms of communication and social media to promote your event and 
fundraise (email, Facebook, Twitter, local media outlets). 

 Ask anyone and everyone you know to come to your event or donate! You can ask 
family (mom, dad, brother, sister, aunt, uncle, cousin, grandparents), church members, 
your coach, teacher, banker, contractor, florist, vendors, dry cleaner, doctor, dentist, 
veterinarian, and the list goes on! Don’t be afraid to ask! 

 One way to raise money is to require people purchase tickets to attend your event. If 
you do want to sell tickets, the price is up to you! Consider your local market (New 
York City is very different from Washington, GA), type of event (cocktail reception is 
very different from a bowling fundraiser), and any other considerations specific to 
your event. 

 

 

 

 

 

 

 

 

 



“In A Box” Events 

Want to do a 3rd Party Event but have no idea what event to do to raise money for NEDA? 
Try one of our “In a Box” events. “In A Box” events are tried and true fundraising events 
that you can customize to suit your needs and raise money for NEDA. 

Some examples include: 

 Salon in a Box 
 Yard Sale in a Box 
 All Sizes Fashion Show in a Box 
 House Party in a Box 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Salon ‘In A Box’ 

 

 

We are thrilled that you are interested in learning more about how Hair Salons and Spas 
can help promote awareness and raise funds to fight eating disorders. 

 

It’s as easy as 1 -2 -3. It requires: 

1. One day of generosity on your staff’s part during National Eating Disorders 
Awareness Week.  
 

2. Register your salon/spa on-line with a $50 deposit for promotional materials 
that NEDA provides for you (can be deducted from later contribution) 

 
3. NEDA will provide you with promotional flyers with name, date and location 

of your salon to distribute to your customers, brochures and a poster. 
 

NEDA will list your salon or spa on the website as a participating NEDAwareness Week 
Partner. 

 

Attachment – sample promo  

 

 

 

 

 

 

 

 

 

 

 

National Eating Disorders Association 

165 W 46th Street, Suite 402 
New York, NY 10036 
 
TEL     212-575-6200 
FAX    212-575-1650 
WEB  NationalEatingDisorders.org 



Yard Sale In a Box 

 



                All Sizes Fashion Show In A Box 

 

 

Organizing an all sizes fashion show is a great way to turn the table on stigmas 
surrounding eating disorders and body image. Fight against eating disorders, raise 
awareness, and shop all at the same time! 

 

Instructions & Tips for a Successful Fashion Show in a Box 
1. Pick a date & time. 
2. Get sponsors to cover the expenses of the show. You can set sponsorship levels 

appropriate to your event and recognize sponsors on the event program. Also 
fundraise from individuals or companies in your local community. 

3. Find a venue. Be creative and use your connections, as you’ll want to minimize 
your costs and get the venue donated or at a reduced price. Also keep in mind if 
the venue you want is big enough for 
your desired runway and attendee list. 

4. Try to get refreshments, drinks, and 
snacks/food donated to the show. 

5. Decide what kind of runway you are 
going to have. Are you going to use a 
piece of carpet flat on the floor, or do 
you have a connection to a carpenter 
who would be willing to build you a 
raised runway on a platform? Again, use 
those connections! 

6. Recruit models. Make sure they are diverse, with models of different sizes, 
weights, races, and gender. Make sure every model is proud of his or her 
appearance and weight especially. 

7. If you are making this a ticketed event, start selling tickets early! Sell tickets in 
advance and at the door. NEDA suggests a ticket price of $10 - $50 dollars, 
depending on the community, target attendees, and fashion on display. 

8. Decide what style you want to put on display. If you want to get specific, go out 
and talk with clothing stores and/or designers in your community to get them to 
participate and donate clothes to be modeled. A fashion show is a great 
marketing opportunity for designers and clothing stores, so many will jump at the 
opportunity of free publicity! 

9. Put together a program – a schedule or flow for how the evening will run. 
10. Rehearse! Rehearse! Rehearse! We don’t want anyone tripping on the runway… 

 

Good luck and have a successful fashion show! 

 

 

 



House Party In A Box 

Hosting a house party, such as a cocktail reception, is a great way to 
introduce new people to the cause, raise awareness, and raise funds! 

 

Instructions & Tips for a Successful House Party Event 
1. Pick a date and time. 

2. Establish a check list of things that need to get done, like sending out invitations, 
getting a caterer, and arranging for there to be any tables, glasses, etc. that you 
may need. Try and get as much as you can donated. 

3. House parties are intended to be private events hosted at a personal residence. 
NEDA expects you to invite your personal friends, 
as well as local NEDA contacts (such as prominent 
supporters) that live in your local area. 

4. Try to get a guest speaker. This can be someone 
involved in the fight against eating disorders (such 
as a NEDA Staff Member, Board Member, 
celebrity, eating disorders spokesperson, or local 
person invested in the cause). 

5. Decide on an agenda, whether it be formal or just 
for you to keep track of the night’s events.   

6. Send out invitations and RSVP reply cards to the guest list. These should: 
a) Include an RSVP/Response Device (that asks for name, address, phone 

number, and email address, as well as an opportunity to donate in lieu of 
attending – send this info to NEDA). 

b) Indicate a donation will be requested 
c) Provide an opportunity to make a gift in lieu of attending. 

7. Be sure to submit your invitation, flyers, and anything else that has NEDA’s logo or 
information on it to be approved by NEDA at least one week in advance of your 
print date. 

8. Make sure you have a guest list/sign in sheet on the night of the event. 

 

Good luck and have and enjoy your party! 

 

 

 

 

 

 

 



In A Box Sample Documents 

 Sample In A Box Flyer 
 Sample Invitation/RSVP Card 
 Sample Agenda 
 Sample Donation Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Sample Event Flyer 

 

 



Sample Invitation & RSVP Card 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

YOU ARE CORDIALLY INVITED  

TO A COCKTAIL RECEPTION TO BENEFIT THE 

NATIONAL EATING DISORDERS ASSOCIATION 

 

May 30th, 2012 at 6PM 

At the Personal Residence of CJ Redfern 

100 Main Street, New York, NY 10009 

T: 123-456-7890; E: credfern@myneda.org 

 

Please Return the Below RSVP Card 

 

Name: ___________________________________________________________________ 

Address: _________________________________________________________________ 

City, State & Zip: ___________________________________________________________ 

Telephone: ___________________ Email: ______________________________________ 

_____ Will Attend (Number of Attendees 

_____ Unable to Attend, but I would like to make a tax deductible contribution to NEDA: 

Amount: $_________________________ 

Check Enclosed: (Payable to NEDA) ______ Credit Card Information: Visa/MC/Amex (circle one) 

Credit Card Number: ___________________________________________________________ 

Ex. Date: ________________________  Security Code: ___________ 

Cardholder Signature: ___________________________________________________________ 

 

  



 

Sample Program/Agenda 

3rd Party Events can be as formal or informal as you would like them to be. Below is a 
sample checklist for planning a house party and an agenda for the night of the party. 

Pre-Event Checklist 

Time Before 
Event Activity Notes 

8 Weeks Decide on date and time of event 
Clear date and time with NEDA Staff 
if you want a NEDA Rep to attend. 

8 Weeks 
Recruit host and co-hosts (if not 
yourself)   

8 Weeks Discuss responsibilities and tasks   

7 Weeks Write and design invitations 
Submit Invitations to NEDA Staff for 
approval 

7 Weeks 
Decide on guest list and 
invitations 

Invite personal friends you would 
like to expose to the cause and ask 
NEDA to send suggested guest list of 
members who may also want to 
attend. 

7 Weeks Send invitations to printer   

6 Weeks 
Hand address invitations and mail 
out   

5 Weeks 
Finalize program/agenda for the 
night   

4 Weeks 
Order catering, AV equipment, 
tables… 

Try to get all of these items 
donated! 

1 Week 
Call everyone on the guest list for 
RSVP 

If possible, the call should come 
from someone who knows the guest. 

1 Week 

Arrange for any catering, AV 
equipment, tables, etc. for the 
party to be delivered   

Cocktail Party Agenda 

5:00 PM Party Set Up – Set Out Snacks, Drinks, Set Up Any Equipment (if 
applicable) 

7:00 PM Guests Begin Arriving 
7:30 PM Welcome Speech By Host(s) – Explains why they are here, talks about 

NEDA, and introduce any NEDA Rep. 
7:35 PM NEDA Rep or Host discusses the important work of NEDA and why it’s 

so important to support NEDA. 
7:40 PM Presentation (ex. PowerPoint or DVD if possible). 
7:45 PM NEDA Rep/Host Q & A 
7:50 PM Host Thanks NEDA Rep, Guests; Asks Guests To Fill Out Donation Form 

Before Leaving. 
7:55 PM Party Resumes (Mingle Time) 
8:30 PM Party Ends 
 



Sample Event Donation Form 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Raising Awareness Responsibly 

        

 
 $25 

 $50 

 $100 

 $250 

 $500 

 $1,000 

 $5,000 

 $10,000 

 Other Amount: $ __________ 

 

Donor Information 

Name: __________________________________________________________________________________ 

Address: ________________________________________________________________________________ 

City, State & Zip: __________________________________________________________________________ 

Telephone Number: ______________________ Email: ___________________________________________ 

Payment Information 

 

 Check Enclosed 

 Please Charge My Credit Card 

Cardholder Name: ______________________________________________________________ 

Card Number: __________________________________________________________________ 

Expiration Date: ________________ Sec Code: ________________ 

 

 My Donation Is Anonymous 

 My Donation is Eligible for a Matching Gift

Mail Donation To: 

National Eating Disorders Association 

165 W 46
th

 Street, Suite 402 

New York, NY 10036 

T: 212-575-6200 

www.nationaleatingdisorders.org 
 

Our federal tax ID# 13-3444882. Your gift is tax-deductible to the full extent of the law. 

 

 

 

Yes, I want to join the fight against 

eating disorders! 

Event Name: _________________________________________ 
 
Hosted By: ___________________________________________ 
 
Location: ____________________________________________ 

http://www.nationaleatingdisorders.org/


 



 

 



 

 



 



 



 



 

 


