Thank you for registering your team for the 21st annual Houston Buddy Walk®!
We are excited that your team will be joining us for a day full of fun and excitement. Whether this is your
first walk, or you are a veteran, this toolkit will provide you with the tools and information necessary to
prepare for the event, meet the necessary deadlines, and achieve your fundraising goal. All elements of
this toolkit can be found on the Houston Buddy Walk page at: www.ds-stride.org/houstonbuddywalk
If you have any questions over the next few months, please do not hesitate to contact us by phone or
by email. To ensure you receive all correspondence for the 2021 Houston Buddy Walk® please add our
email addresses to your contact list.
Best of luck and thank you for all you do!
Kat Doveno
Director of Events and Marketing
Buddy Walk Coordinator
kdoveno@dsah.org
buddywalk@dsah.org

7115 W Tidwell
Building K Suite 106
Houston, TX 77092

ABOUT DSAH

DSAH MISSION:
The mission of the Down Syndrome Association of Houston (DSAH) is to provide lifelong education,
support, and resources to individuals with Down syndrome, their families, and the communities
they live within.
WHAT IS THE DOWN SYNDROME ASSOCIATION OF HOUSTON?
What is now known as the Down Syndrome Association of Houston (DSAH) was originally known as Parents
of Mongoloids when it was incorporated in 1974. At the time, there was very little information about Down
syndrome (Ds) and a few mothers decided that a group needed to be formed to provide support to families.
The group’s mission then was to help educate parents and others about Ds. Soon after, the group was
renamed Parents of Children with Down syndrome (PCDS) and began meeting at Texas Children’s Hospital.
As the organization began to grow, so did the understanding that education was the key to mainstreaming
children. The founders would travel around the city visiting churches and schools to educate everyone they
could about Ds. The group advocated for infant stimulation programs and early childhood development
programs in the schools. When a new baby was born, the hospital would call one of the board members who
would then visit with the family.
In 1991, PCDS was renamed the Down Syndrome Association of Houston. As the years went by and our
membership grew, so did the need for programs directly benefiting individuals with Ds. By 2008 DSAH had
partnered with Texas Children’s Hospital to open the Down Syndrome Clinic, a facility aimed at ensuring that
all children with Ds are receiving the proper medical care and the necessary therapies and opened a Down
Syndrome Resource Center with the goal of continuing to expand our programs.
Over the years, programs have included parent support groups, music therapy, craft classes, summer camps
and social outings. Currently DSAH focuses on new parent support through its “Congratulations!” program,
parent and community education through its Empowerment through Education workshop series, and
community based events focused on inclusion and empowerment. DSAH also operates a day program for
adults with Down syndrome within its resource center.
With over 1,200 members, 700 volunteers, and numerous community partners, DSAH is committed to
building a society where individuals with Down syndrome are valued, included, and empowered to fulfill
their personal goals and aspirations.
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WHERE YOUR DONATIONS GO
97.5% of the money raised at Buddy Walk will stay in the Greater Houston area to help us fulfill our mission, of
providing lifelong education, support, and resources to individuals with Down syndrome, their families, and the
communities they live within.
DSAH relies solely on fundraising and donations to be able to serve our community. We could not do this
without your generous support and hard work. We are truly grateful!

Community Programs

Family Programs
•

Coffee and Confidence

•

"Congratulations!" Program gifts and
resources for families with new Ds babies

•

Empowerment through Education

•

Referral assistance for families

•

Resource Center

•

Community support service to help
organizations and businesses increase the
value they place on individuals with Down
syndrome.

•

Empowerment through Education workshops

Awareness
•

DSAH and Buddy Walk websites

Individual Programs

•

E-Newsletters

•

Adapted Dance

•

•

Special Olympics Bowling

E-blasts on DSAH activities and other
community happenings

•

Theatre Arts

•

Maintaining a DSAH presence on Facebook,
Twitter and Instagram

•

Bloom Fitness

•

•

Social Events

World Down Syndrome Day activities on
March 21st

•

Education for Life Day Program

•

Down Syndrome Awareness Month activities
in October
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FUNDRAISING INCENTIVES

By challenging our community to aim high in their fundraising efforts, we are better able to provide a variety
of information, education, support and assistance to individuals with Down syndrome and their families in the
Houston area. As a direct result of your fundraising efforts, DSAH has been able to offer educational programs,
workshops to parents, resource and support to families with new Ds babies, and more.
Every dollar raised impacts a life!

FUNDRAISING INCENTIVE DEADLINE:

Wednesday, September 30th, 2020 at
midnight
** THE DSAH office close at 5:00pm**

Team
Fundraising
Incentives

Platinum
$10,000+

Gold
$7,500+

Silver
$5,000+

Bronze
$2,500+
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Raised by October 10th

Team Leads Walk
Lunch For 4 Provided
Commemorative Team
Photo
Volunteer Helpers
Team Plaque
Reserved Parking Spot
Superstar Sign
Reserved Tailgate Spot
Team Name Announced
on Stage
Noisemaker Kit
Free T-Shirt
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THIRD- PARTY FUNDRAISING GUIDELINES
The Down Syndrome Association of Houston (DSAH) is extremely grateful to the many people and
organizations who wish to hold events that support our mission. In order to ensure transparency in our
fundraising efforts, only those third-party events which meet criteria outlined below will be considered.
Each event will be reviewed on a case-by-case basis.

DEFINITIONS
•
•

Third-Party Fundraising Event – A fundraising activity by a non-affiliated group or individual,
where DSAH has no fiduciary responsibilities and little or no staff involvement
Event Organizer – Person, group, organization or business hosting a third-party fundraising event to
benefit DSAH

EVENT APPLICATION AND APPROVAL:

Please review these Third-Party Fundraising Guidelines. After reviewing the guidelines, please complete and
submit the Fundraising Event Proposal form on page 8 to DSAH email.
• Approval by DSAH must be obtained before you advertise and hold your event.
• Annual events should be registered with DSAH each year.
• DSAH reserves the right to refuse funds raised at unapproved events and activities.
• Approved events will be added to the DSAH event calendar - which can be found at www.dsah.org

MARKETING AND PROMOTION:
•
•
•
•
•
•
•

Third Party events may not be represented as events sponsored by DSAH.
Promotions for the event should reflect DSAH as a beneficiary; not conducting or sponsoring the
event (i.e. “proceeds from XYZ Golf Tournament will benefit the Down Syndrome Association of
Houston”).
All promotional materials related to an event benefiting DSAH must be reviewed and approved by
the Marketing Director prior to distribution (ex: fliers, press releases, tickets, brochures, posters,
etc.).
Any requests for the use of the DSAH logo, name and images must undergo approval.
All references to DSAH in publicity and promotional materials for the event or promotion should
refer to “Down Syndrome Association of Houston (DSAH)”.
All promotional materials must clearly state the percentage of the proceeds that will benefit DSAH.
Only approved third-party events will be added to DSAH's calendar.

EVENT EXPENSES:
•

•

If you must buy goods or services for the event and expenses are incurred, please consider the following:
o Expenses incurred for conducting the event are the responsibility of the hosting volunteers
and the organizer of the event.
o DSAH will not be liable for any costs or expenses.
o DSAH will not reimburse organizer for the purchase of goods for a third-party event. No goods
may be charged to DSAH for any reason.
Suggestions to reduce event expenses:
o Secure donated goods and services
o Negotiate reduced costs
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THIRD- PARTY FUNDRAISING GUIDELINES
EVENT INCOME:
•
•
•
•
•
•
•

The event organizers are responsible for maintaining all proper account records for the event.
All donation checks must be payable directly to DSAH.
Only checks payable to DSAH, and cash donations clearly labeled with the donor information
will be provided a tax deductible acknowledgment letter in accordance with IRS and state tax
regulations.
Donations made out to an organizer or other sources may receive a general acknowledgment
letter, however no value will be attached to that letter.
If you are deducting expenses before sending net proceeds to DSAH, you should not state or imply
to your donors that any funds given to you are tax deductible, and you should not use the word
“donation” because it implies that they are tax deductible.
An event organizer should inform DSAH of any efforts to recruit major financial underwriters, via
email to buddywalk@dsah.org, to ensure there are no duplications of underwriting efforts already
underway.
Within 30 days following the event, organizers should submit funds payable to DSAH, with
appropriate documentation from individuals and/or businesses regarding their financial donations.

EVENT INSURANCE AND LIABILITY:
•
•

The event organizers are responsible for obtaining any necessary insurance coverage as well as
any permits and clearances required by local and state government in compliance with all
applicable laws.
DSAH will not be held liable for details associated directly or indirectly with the event, including, but
not limited to: expenses, purchases, insurance or liability coverage.

HOW CAN DSAH HELP WITH YOUR EVENT?

DSAH is extremely appreciative of the organizers who manage third-party events to benefit its programs and
services. Please keep in mind, however, that DSAH is limited in the amount of assistance it can provide to third-party
events.

DSAH can provide the following:
•
•
•
•
•

•

Advice and suggestions on event planning, as time allows
Approval for the use of DSAH name, logo, and images
Display promotional materials, if appropriate
Provide DSAH event banners, if appropriate
Promotion of your event, when appropriate, to the DSAH community through regular advertising
venues such as our events calendar, social media and internal communications
Acknowledge and provide tax receipts for contributions made payable and submitted to DSAH

DSAH is unable to provide the following:
•

•
•
•
•

Assistance in soliciting donations, handling mailings, attending committee meetings,
recruiting attendees, and collecting monies
DSAH’s tax-exemption number for making any purchases related to your event
Guaranteed volunteer, Board Member, or staff attendance at the event
Access to donor list and contacts
Responsibility of any nature or kind associated directly or indirectly with the event, including, but
not limited to, expenses, purchases, insurance or liability coverage
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FUNDRAISING EVENT PROPOSAL FORM
Once this form has been approved it serves as an agreement between the event organizer and the Down Syndrome
Association of Houston (DSAH) for the purpose of setting forth the terms and conditions of our relationship in respect to
the fundraising program described below. Please remit this form to DSAH for event approval at least 14 days prior to
event date. Only approved fundraising events will be added to the DSAH Event Calendar.

CONCTACT INFORMATION:
NAME OF EVENT ORGANIZER:
PHONE NUMBER:
EMAIL ADDRESS:

EVENT INFORMATION:
NAME OF EVENT:
BUDDY WALK TEAM NAME:
LOCATION OF EVENT:
DESCRIPTION OF EVENT:
DATE/TIME/DURATION OF EVENT:
PERCENTAGE OF PROCEEDS BEING DONATED TO DSAH:

AVAILABLE MARKETING MATERIALS:
•

DSAH can offer you a few items to assist with marketing your event. Please select
from the options below.
ο I would like a flier made up for my event (please send a photo and event details
tobuddywalk@dsah.org)
ο I would like DSAH representation at my event
ο I will tag DSAH on social media in my event post so DSAH can share it (based on
availability on DSAH social media platforms)

PLEASE COMPLETE THIS FORM AND SEND TO DSAH 14 DAYS PRIOR TO THE EVENT
DATE
EMAIL: buddywalk@dsah.org

OFFICE USE ONLY:
FORM RECEIVED:
APPROVED | DECLINED
ADDED TO EVENT CALENDAR:
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SUGGESTED BUDDYWALK FUNDRAISING TIMELINE
Fundraising for the Houston Buddy Walk® should be fun and fulfilling for your whole family, not stressful! Give
yourself plenty of time to fundraise by registering your team early!

APRIL-JULY
•

Create your team for the 2021 Houston Buddy Walk

•

Customize your team page with a photo of your buddy and a personalized story

•

Download the team captain app

•

Post on social media about your buddy, the Houston Buddy Walk and why you’re raising money

•

Meet 10% of fundraising goal

•

Create list of possible big sponsors and reach out to them

•

Attend July virtual team captain meeting

August
•

Mail handwritten letters or emails to friends, family, coworkers or your child’s classmates

•

Plan one easy fundraiser

•

Meet 30% of fundraising goal

•

Continue to share on social media

•

Continue to reach out to big sponsors

•

Attend virtual team captain meeting

September
•

Post on social media

•

Have a fundraiser in mind, make it happen this month

•

Meet 60% of fundraising go

•

Send follow-up letters or reminder emails to your potential donors and walkers

•

Attend virtual team captain meeting

October
•

Post on social media about your fundraising progress

•

Meet 100% of fundraising goal

•

Encourage people to register to walk before the October 4th deadline to ensure a shirt

•

Save time at the event and pick up your team’s t-shirts early (30th and 31st at DSAH Resource Center)

•

Send reminders to team members about event day plans

November
•

Last minute fundraising on social media

•

T-shirt pickup (1st-4th) at DSAH Resource Center

•

Confirm with team event day plans

•

Send thank you notes with pictures to donors and team members

•

Ensure all donations are turned in by November 30th
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Fundraising Tips
We are grateful that you have decided to fundraise for the Houston Buddy Walk® and Down Syndrome Association of
Houston (DSAH). DSAH depends on donations and fundraisers to provide the programs and services we offer our
families, and to meet operational costs. It is only through the generosity of many individuals, corporations and grants
that DSAH is able to provide quality programs and services for individuals with Down syndrome and their families. We
need your help!
We have put together an easy 4-step plan to assist you in your fundraising.

STEP ONE: PLAN
Before you begin fundraising, we suggest creating a plan for your fundraising efforts. We have included a
fundraising timeline to provide you with an idea of good times to push your fundraising efforts throughout the
Buddy Walk season. We want you to be successful with your fundraising!
Build your network! Think about a list of people or businesses who might donate to your efforts this
year. We recommend starting with:
• Friends and families
• Current or former colleagues and classmates
• Neighbors
• Church/Religious network
• Local businesses your family frequents (restaurants, retail stores, etc.)
• Social media connections

STEP TWO: TELL YOUR STORY
We encourage you to tell your story. Your child or the individual who inspired you to create a team for the
Houston Buddy Walk is a great start to your story. The questions below can help you practice your story:
• Why do you walk in the Houston Buddy Walk?
• How have the funds raised by the Houston Buddy Walk helped your family? How has certain
programming impacted you and your child? Have you attended any of DSAH's numerous resource and
activity groups?
• What are your child’s goals for this year? How can the funds you raise help your child reach these goals?
• How has Down syndrome impacted your life and why do you believe it’s important to raise money for
DSAH and NDSS?

STEP THREE: REMINDING YOUR NETWORK
We understand that reminding your networks about your fundraising can be difficult given how long the Buddy Walk
Fundraising season is. We suggest using stories of your loved one with Down syndrome to promote your fundraising
efforts throughout the year. Sending out notes to remind your network about a milestone they reached can also be a
great way to solicit for additional donations at different times of the year. The more personal you make it, the better!

STEP FOUR: THANKING YOUR DONORS
Don’t forget to thank all those people who supported your family this year. The Houston Buddy Walk
website makes it easy to download your donor report with addresses, so you can send a quick, but
heartfelt thank you notes!
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Fundraising Tips
We encourage you to choose some creative ways to fundraise for your team, aside from soliciting
donations through letters and social media. Think outside the box!
GET EXCITED, HAVE FUN, AND THINK OUTSIDE THE BOX!
1. Encourage your friends/family/network to register to walk with you!
2. Encourage teammates to contact their HR director to find out how their company
handles matching donations.
3. Host a bake sale, garage sale, car washe and/or a pancake breakfast.
4. Think of ways you can assist people in your neighborhood or network to raise money,
such as mowing lawns, pet-sitting, etc.
5. Include information in company newsletters, intranets and bulletin boards.
6. Deliver homemade goods in exchange for donations.
7. Host a birthday fundraiser on Facebook - be sure to include your Buddy Walk team name so
we can apply it to your fundraising total.
8. Host a lemonade stand at your neighborhood swim meet.
9. Have a consultant party (ex. Pampered Chef, Color Street, Thirty-One Gifts, etc.) and have a
portion of the proceeds go to your team.
10. Ask friends and local businesses to donate items and services that can be auctioned
or raffled off for donations.
11. Ask your gym to host a benefit workout class (i.e., yoga, cycling, CrossFit) where donations
can be made to your team.
12. Visit your favorite restaurant and see if they will host a Dine & Donate, where a certain
percentage of sales for a day (typically 15-25%) goes towards your team’s fundraising goal.
o
o
o

BJ’s Restaurant & Brewhouse - bjsrestaurants.com/community/kids-and-families/fundraisers
Chipotle - chipotle.com/fundraisers
Buffalo Wild Wings - ewrf.buffalowildwings.com/
Spring Creek Barbeque - https://springcreekbarbeque.com/community/

o
13. If your employer allows solicitation at work, ask if you can have a “Dress Down for Down
Syndrome Day” where employees who donate to your team can wear jeans - DSAH has
information available if you’re interested in this opportunity!
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BUDDY WALK SPONSORSHIP INFORMATION

Silver Sponsor $5,000

PRESENTING SPONSOR $20,000
• Naming rights to event
• Recognition by logo as Presenting Sponsor
on marketing material and press release
• Prime logo placement on t-shirts
• Opportunity for short sponsor video to be
uploaded to DSAH & Buddy Walk social
media
• Opportunity for short speech during
opening ceremony
• Prime vendor booth placement
• 20 complementary t-shirts

GOLD SPONSOR - $10,000
• Recognition by logo as Gold Sponsor on all
marketing material
• Logo placement on t-shirts
• Opportunity for short sponsor video to be
uploaded to DSAH & Buddy Walk social
media
• Priority booth placement
• 15 complementary t-shirts

• Recognition by logo as Silver Sponsor on
marketing material
• Logo placement on t-shirts
• Priority booth placement
• 10 complementary t-shirts

Bronze - $2,500
• Recognition by name as Bronze Sponsor on
marketing material
• Name placement on t-shirts
• Vendor booth
• 5 complementary t-shirts

Buddy - $1,000
• Recognition by name as Buddy Sponsor
website
• Name placement on t-shirts
• 5 complementary t-shirts

Friend- $500
• Name placement on t-shirts and website

To register as a sponsor please visit www.ds-stride.org/houstonbuddywalk
If you have any questions regarding the sponsorship opportunities for the 2021 Houston Buddy
Walk, please contact Kat Doveno at kdoveno@dsah.org
PRINT DEADLINE:
October 8th , 2021
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Frequently Asked Question
WHAT DO I DO WITH DONATION CHECKS?
•

All check donations must be sent in and approved by DSAH by October 8th , in order to be
considered for team incentives. Please send all donations directly to:
Down Syndrome Association of Houston
(INSERT BUDDY WALK TEAM NAME)
7115 W Tidwell, Building K
Suite 106 Houston, TX
77092

WHAT IF PEOPLE WANT TO GIVE ME CASH?
•

It is safest and best for record-keeping that you convert all cash received to a check or money order. If
you are able, the safest option is to send a personal check covering the full amount, along with the
corresponding donation forms to the Down Syndrome Association of Houston. We will be able to
credit your friends and family for their generosity. If this is not possible, you can always bring the cash
donations and appropriate donation forms to the DSAH office or the Houston Buddy Walk® and turn it
in at Registration.

HOW WILL MY DONATION TO THE DOWN SYNDROME ASSOCIATION OF HOUSTON APPEAR ON MY
CREDIT CARD STATEMENT?
•

Depending on the credit card, it might be listed as Down Syndrome Ass.; Down Syndrome
Association of Houston; DSAH; or Authorize.net.

WILL THE MONEY TURNED IN AT THE WALK SHOW UP ON MY WEBPAGE AND MY DONATION REPORT?
•

Absolutely. If the corresponding donation forms were completed and submitted along with your
donations at the Walk, then you should see your fundraising efforts reflected on your team webpage
and donation report by November 30, 2021.

ARE DONATIONS TAX DEDUCTIBLE?
•

Your gift is tax deductible to the fullest extent allowed by the law. The Down Syndrome Association
of Houston is a registered 501(c)3 organization. Our tax ID number is 23-7203655.

WHO SHOULD HOUSTON BUDDY WALK CHECKS BE MADE PAYABLE TO?
•

For tax purposes, please make checks payable to the Down Syndrome Association of Houston or
DSAH. Checks should not be written to Buddy Walk teams, team captains, or individual participants.
Ask donors to indicate which team they are supporting and put your name on the memo section of
the check, so your team will be properly credited for your fundraising efforts
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Frequently Asked Question
CAN I BRING MY DONATIONS WITH ME TO THE WALK? CAN I CONTINUE TO COLLECT DONATIONS AFTER THE
WALK? WHAT IF MY DONORS DON’T WANT TO DONATE ONLINE?
•

While you can always bring your donations to the walk, it is preferable that you mail them in as soon as you
can to the address below. You may enter your donations on your Team Fundraising Page before sending them
- once DSAH receives your checks, we can approve your submissions. You can mail donations by November 30,
2021 to:
Down Syndrome Association of Houston
INSERT BUDDY WALK TEAM NAME
7115 W Tidwell, Building K Suite
106 Houston, TX 77092

I TURNED IN A PACKET AT THE WALK AND DO NOT SEE ALL THE CHECKS PROCESSED YET?
•

All donations to the Down Syndrome Association of Houston will be deposited, processed and posted to your
webpage by November 30, 2021. If a month or more has passed and you still do not see your donations on
your team webpage, please contact DSAH at info@dsah.org.

HOW LONG WILL IT TAKE BEFORE THE CHECKS I MAILED SHOW UP ON MY PAGE?
•

Team Captains are able to enter their own check(s) on their team page; these will show up along the
Donation column but will not impact the fundraising total until the check(s) are received by DSAH and
approved. Please allow four weeks for your donations to be deposited, processed and approved by DSAH.

I THINK MY COMPANY MATCHES. HOW DO I GET THIS STARTED?
•

Every company handles its own matching gift program differently. Please contact your company’s Human
Resources department for instructions on how to double your fundraising efforts through matching gifts.
Please be aware that some matching gifts can take up to six months to receive, so please plan accordingly.

WHERE DO I SEND MY MATCHING GIFT FORM?
•

You can send your matching gift form to:
Down Syndrome Association of Houston
INSERT BUDDY WALK TEAM NAME
7115 W Tidwell, Building K Suite
106 Houston, TX 77092

I SUBMITTED A FORM FOR MATCHING GIFTS BUT DO NOT SEE THE DONATION ON MY PAGE. WHERE IS IT?
•

The Down Syndrome Association of Houston cannot post a matching gift until the corporation involved
approves it. Unfortunately, corporations match gifts on a different timetable during the year. If you have
questions regarding your matching gift, please contact your company to see if the donation has indeed been
matched. If it has, please contact DSAH at 713.682.7237, and we will do everything we can to ensure that the
donation appears on your page.

WHAT IS THE REGISTRATION FEE?
• There is no registration fee unless you want a 2021 Buddy Walk shirt, which is $21
• Individuals with Down Syndrome automatically receive a Buddy Walk shirt
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Frequently Asked Question
SHOULD I REGISTER MY KIDS?
•

Yes, please register everyone who will be attending (even toddlers in strollers). This
helps us plan for the day of the event.

I HAVE A FAMILY MEMBER WHO WANTS TO JOIN MY TEAM BUT MAY NOT BE ABLE TO
ATTEND THE WALK. CAN THEY STILL JOIN MY TEAM?
•

Yes, family members can still support you by joining your team and fundraise as a team
member even if they are unable to attend.

WHAT IS THE CUT-OFF TO JOIN A TEAM?
•

You can register online until November 5th. However, shirts are only guaranteed through
October 8th, 2021.

SOME OF MY FAMILY WOULD LIKE TO COME, BUT NOT WALK. DO THEY NEED TO REGISTER?
•

We encourage every participant to register.

SOMEONE DONATED TO MY TEAM, BUT MEANT TO REGISTER FOR THE WALK, WHAT SHOULD
THEY DO?
•

Everyone must complete the registration process online. If a donation was made and
now someone can attend the walk, we will require them to complete the registration
process online.

IF I AM REGISTERED, DO I NEED TO DO ANYTHING ELSE TO BE PRE-REGISTERED?
•

No, if you are already registered online, you are all set.
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