Hosting an Event - Frequently Asked Questions
If I were to organize an event to benefit UNC Lineberger, where do I begin? Prior to any activity, please complete the
Fundraising Event Application From and send it to UNC Lineberger’s Office of External Affairs for approval at least 4 weeks
in advance of your event date. The Office of External Affairs will review your request and contact you within 2 weeks.
Can UNC Lineberger provide me with letters and receipts for my supporters? Yes, there are several letters that UNC
Lineberger can provide. However, please note that we are unable to provide tax receipts for any gifts or contributions that
are not received or made payable directly to UNC Lineberger. Documents that we can provide are as follows:



Authorization letters to be used to validate the authenticity of the event and its organizer
Acknowledgment letters and tax receipts for contributions made payable directly to UNC Lineberger.

Can I use UNC Lineberger’s name and logo to promote my event? Of course! Prior to use, please be sure to submit to the
Office of External Affairs for approval, all materials on which you would like the UNC Lineberger name and logo to appear.
Also, UNC Lineberger should review all invitation copy, advertisements, and printed materials related to the event before
printing and distribution.
Can UNC Lineberger help spread the word about my event? As soon as we approve your event, we are happy to help
promote it on our website and in appropriate UNC Lineberger publications
Can UNC Lineberger provide me with a list of supporters? We cannot provide mailing lists of donors, patients, physicians,
staff or vendors, as it is our policy to keep records confidential.
Can UNC Lineberger solicit corporate sponsorship for my event? We cannot solicit corporate sponsors for your event;
however UNC Lineberger would be happy to provide you with a sample letter to aid in your sponsor solicitation efforts.
Who will help run my event? We recommend that you form a committee of friends, family, and others who are excited
about your cause. They can play an important role in providing support during your event and throughout your planning.
The UNC Lineberger Office of External Affairs staff will be able to provide guidance. However, due to staff and time
constraints, we are not able to manage your event for you.
Can I use UNC Lineberger’s tax-exempt number to buy supplies related to my event? UNC Lineberger cannot provide our
tax-exempt number to event organizers to make purchases related to their event. However, if a business makes a
donation to the event and would like the tax-exempt number for tax purposes or to verify the tax status of UNC
Lineberger, we will provide the tax identification number to that business upon request.
Who will cover my event expenses? The event organizer is responsible for covering all expenses for their event. Your
event costs should be deducted from the funds raised prior to sending the donation to UNC Lineberger.
What should I do with the money from my event after I have collected it? Within 30 days following the event, please
deliver all net proceeds, made payable to UNC Lineberger to: UNC Lineberger Comprehensive Cancer Center, Office of
External Affairs, CB 7295, Chapel Hill, NC 27599-7295
Who do I contact if I have more questions? The Office of External Affairs is available to offer advice and expertise while
your plan your event. If you have further questions or need assistance, please call our office at (919) 966-5905.

