Chester County Community Foundation

FUNDRAISER PLANNING CHECKLIST
At least 3 months before a fundraising event or initiative, please contact the Chester County Community Foundation so staff can work with you to maximize your efforts and make sure your fundraising complies with applicable laws and regulations.  
Please complete and return this questionnaire to: 
Chester County Community Foundation, 28 W Market Street West Chester PA 19382 
fax (610) 696-8213   shelly@chescocf.org
	 FUND NAME:  List name and contact information (phone, email) of main contact.


	EVENT:  


	DATE & TIME: 



	LOCATION:   List name of location, address, phone and the contact person’s email.



	DETAILS:   Please describe the event, program or other effort to raise money.


	BUDGET:  What is the anticipated budget—expenses, income and profit? (Please attach list, if necessary.)
Income:                                                                                 Expenses:

Profit:  (estimate)

	EXPENSES:  How will your expenses be paid?  Due to IRS regulations, the Foundation is not able to reimburse individuals for services or expenses.  Please make sure that your vendors provide you with estimated costs in advance, and whenever possible have them arrange with CCCF to set up an account with the vendor. CCCF accounting staff process vendor payments weekly, once an invoice is received and you approve the expense.  
Y / N—Copies of invoices for all expenses will be provided two (2) weeks in advance to the Community Foundation for payment.

Y /N—Accounts have been established with providers (country clubs, vendors) for payment via invoice (please list).

	INCOME:  How will you handle incoming monies (registration fees/donations, etc)?
Y /N—Organizers will handle all donations and fees and the Community Foundation will receive net proceeds for your fund within two weeks of the event.
Y / N—Community Foundation will receive payments from participants via credit card on website and checks through the mail.



	LICENSES, TAXES AND INSURANCE:  What licenses, taxes, and liability insurance will be needed?  What has been secured / paid?


	PROMOTION:  Do you have any information that you would like to have listed on the Foundation website?  Please provide us with copy, logos and photos.  (Describe, paste line or attach copy).

Do you need assistance with publicity?  Can we prepare a press release for your event? Please provide as much information as possible.  

Don’t forget that CCCF can assist you with some promotion for your fundraiser including—

· listing on the Foundation website

· promote your event through our Facebook and Twitter accounts

· links to your organization’s website

· prepare a flyer or brochure

· prepare a press release announcing your event

-     distribute a press release when your fund makes a donation to the beneficiary of your event.


	BENEFICIARY:  If the proceeds raised will eventually be presented to a nonprofit organization, please provide us with their name and address.



	ACKNOWLEDGEMENT:

As Fund Advisor, I acknowledge that I have read and agree to adhere to the fundraising policies of the Community Foundation.  Failure to adhere to the policies of the Community Foundation may jeopardize the legal tax status of the Community Foundation, and hence could impact the Fund Agreement currently in place between the Community Foundation and the Fund Advisors.

Fund Advisor:  ________________________________________________________________________

 Date:  _______________________________________________________________________________
CCCF Staff:  __________________________________________________________________________
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