[image: image5.jpg]Chester Cgozmt%

CoMMUNITY FOUNDATION

The Lincoln Building
28 W. Market Street | West Chester, PA 19382
610/696-8211 voice | 610/696-8213 fax
www.chescocf.org

Let your legacy
make a difference in
Chester County




7/12/2011
FUNDRAISING POLICIES & PROCEDURES

The Chester County Community Foundation promotes the development and prudent stewardship of endowed and provisional funds operating under the 501(c)(3) designation of the Community Foundation. Assistance is available from the Community Foundation to help increase the value of endowed and provisional funds.

This major and planned giving assistance can involve:  
1. Advice and training in endowment fundraising; invitations to endowment training events

2. Support in planned giving initiatives, including bequests, charitable gift annuities, charitable remainder trusts, charitable lead trusts, life insurance gifts, real estate gifts
3. Inclusion of Community Foundation staff in presentations to key prospects to explain endowment and planning giving concepts 
4. Review of proposed endowment development activities for their appropriateness and “fundability”

Many Community Foundation funds also hold special events to grow their funds.  Community Foundation support for special events can include:
1. Drafting and distributing media releases

2. Assisting with the design and printing of fliers, brochures and postcards.  Please note that the Community Foundation needs to approve final wording to assure compliance with IRS regulations  

3. Design of a simple web page, hosted on the Community Foundation’s website

4. Create a secure credit card donation link site dedicated to your Fund

5. Design an e-vite with links to the secure credit card donation site

6. Assistance with social networking including Facebook, Twitter and You Tube
7. Links to your organization’s own website, should you have one.

It is important to note that fundraising support is made available primarily for the purpose of growing endowed and provisional funds that are managed by the Community Foundation.  

FUNDRAISER PLANNING CHECKLIST
At least 3 months prior to a fundraising event or initiative, please contact the Chester County Community Foundation at (610) 696-2628  lisa@chescocf.org  Staff will work with you to help maximize your fundraising potential, and also to assure your fundraiser complies with applicable laws and regulations.   
Your Name:                                                                  Phone:                       E-mail:

CCCF Fund Name:

	EVENT:  


	DATE & TIME: 



	LOCATION:   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:

1. How will expenses be paid:  ___on-going   or    ___net?  
On-going:  The Fund Advisor (you) sends invoices to the Community Foundation for payment during the time that fundraising contributions will also arrive.

or



Net:  The Fund Advisor (you) gives the Community Foundation the net proceeds to contribute to your fund within two weeks after the fundraising event.

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 a vendor account. CCCF accounting staff process vendor payments weekly, once an invoice is received and the fund advisor (you) approves 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?    Note:  The Chester County Community Foundation may be able to include the event/program on the Foundation’s insurance policy or obtain a special rider. Please provide event information to the Foundation as soon as possible so we can arrange for this.


	PROMOTION:  
Y /N—Do you have any information that you would like to have listed on the Foundation website?  Please e-mail lisa@chescocf.org draft wording, logos, artwork and photos.  
Y /N—Do you need assistance with publicity?  Can CCCF prepare a media release for your event? Please provide as much information as possible.  

CCCF can assist you with some promotion for your fundraiser including—

· Foundation website listing
· Facebook and Twitter listings
· links to your organization’s website

· prepare a flyer or brochure

· prepare and distribute a media release announcing your event

-     prepare and distribute a media press release when your fund makes a donation to event beneficiary


	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:  ________________________________________________________________________

 CCCF Staff:  __________________________________________________________________________

Date:  _______________________



FINANCIAL DETAILS:  Frequently Asked Questions
Notes:  

1.
Contributors should make checks payable to:


Name of Your Fund/CCCF

2.
Checks should be mailed to:


Name of Your Fund, CCCF, 28 W. Market Street, West Chester, PA 19382.

3.
Online payments, (Mastercard & Visa) can be made via the link on your page of the Foundation website.  Mastercard & Visa credit cards can also be processed manually. Please include account number, expiration date, security code, name on card, and amount to charge the card.

4.
All contributions will be acknowledged by the Community Foundation upon receipt of a check or credit card receipt that includes:  

· Donor’s complete name and address

· Date and amount of contribution

· Whether contribution was in cash or property

· If property value (such as a donation of an item for a fundraiser auction), a description of the type of property and a good faith estimate of fair market value are provided


· A detailed description of any goods and services provided in exchange for the contribution (such as for a special event, the basic meal price is non-deductible per the IRS)

· The contribution exceeds the value of the item

5.
If the event includes a raffle, please note that raffle tickets need to clearly state that they are not tax deductible.

6.
By law in the state of Pennsylvania any material that is used to solicit funds for the Community Foundation fund must include the following statement:  A copy of the official registration and financial information for the Chester County Community Foundation may be obtained by calling the PA Department of State at 1-800-732-0900 (toll free in PA).  Registration does not imply endorsement.  EIN-23-2773822.
7.
By policy of the Community Foundation Board of Directors, funds must include a mention of their relationship to the Community Foundation.  The following type of wording is appropriate:

Xxxx Fund is a fund of the Chester County Community Foundation

Xxxx Fund is held in trust by the Chester County Community Foundation

Fundraiser Income: CCCF processes all payments received by the Fund.  Checks, credit cards slips and cash received by you should be listed on a report and delivered to the Foundation office.  You will receive a receipt for deliveries made in person.  Please make an appointment in advance to assure a staff member will be available to receive your donations.   If payments are mailed or made online to your Fund, Foundation staff processes them within one business day of receipt.

Reports:  Quarterly and/or weekly Fund reports will be e-mailed to the fund advisor to provide current information on your fundraising income and expenses.  This report will reflect payments which have been delivered to the Foundation and posted to your Fund, including checks, cash, and online credit card payments received.  In the event that your donor has indicated a donation has been made and it is not on your report, it is likely that it has not yet reached the Foundation office.

Fundraiser Expense Payments: Fund disbursements for expenses and grants are arranged by submitting a written request.  After verifying that sufficient funds are in your account, payments are processed once a week.  Note, IRS policies dictate that payments can be made to companies and organizations but not to individuals.  Please do not pay expenses directly.  Submit invoices for vendor payment.  CCCF cannot to reimburse individuals for expenses.


Vendor Payments – Please send completed and signed CCCF Check Request Forms to the office for payment of  event expenses.  All vendors must also provide the Foundation with a completed W-9 form before payments are processed.  Please allow 2 weeks for check processing.  CCCF can provide you with a list of vendors to assist you in selecting services.


Fund Distribution/Grant & Scholarship Requests – Please complete the CCCF Fund Distribution/Grant Request Forms to process grant/scholarship payments from your Fund.  Please allow 2 weeks for check processing.  Please note: Payments can be made to companies and organizations; not to individuals.

FUNDRAISING RESPONSIBILITIES
Often, a nonprofit organization, service club, fund or donor-group that maintains an endowed or provisional fund at the Community Foundation organizes a fundraiser to generate contributions toward their Fund.

Important tax and accounting issues are involved.  Because the Community Foundation will be the recipient of record for the event’s net proceeds, and because all activities fall under the Community Foundation’s 501(c)(3) and charitable license, fundraising events inevitably create exposure for the Community Foundation.   These policies have been developed to protect all parties who may be involved in event fundraising.

Before you undertake a fundraising event for this purpose, please note:

· The Community Foundation Must Approve Events

Prior to undertaking any fundraising effort in which any of the proceeds will go to the Community Foundation, you must submit a written description of the event, and obtain advanced written approval from the Community Foundation.   Please submit a copy of any promotional materials to the Foundation, so that staff can review for compliance purposes and also be prepared to field questions and inquiries on your behalf.  Regarding promotional materials, it must be made clear in your solicitations that funds are being raised on behalf of the Fund at the Community Foundation, rather than by the Community Foundation itself.

· Use of the Community Foundation’s 501(c)(3) and charitable license
If you are raising funds under the Foundation’s tax-exempt status and license with the Bureau of Charitable Organizations, per Pennsylvania regulations, you must make a copy of both  the Community Foundation’s 501(c)(3) and charitable license available to prospective sponsors, and you must use the following small-type language on all printed materials used for solicitation purposes:


“The (name of your fund) is organized under the auspices of the Chester County Community Foundation.  A copy of the official registration and financial information for the Chester County Community Foundation may be obtained by calling the PA Department of State at 1-800-732-0999 (toll-free in PA.)  Registration does not imply endorsement.  EIN 23-2773822.”
You should also identify the Community Foundation at least once in your print communications:
· The (fund name) Fund, a fund of the Chester County Community Foundation

Responsibilities of the Community Foundation
· Apply income and principal to charitable use, in accord with the Fund Agreement and Community Foundation by-laws

· Provide appropriate acknowledgement(s) to all donors 

· Maintain a listing of donors

· Ensure that adequate insurance is obtained by the Fund for fund activities; if the Fund neglects to obtain insurance, the Community Foundation may do so and will charge the cost to the Fund.
· If there is one, process payment to the fundraising agent, upon presentation of an approved invoice, for documented portion of the donations needed to cover fundraising event expenses which have been paid prior to or apart from fundraising revenue, in accordance with IRS regulations.

· Process checks for event expenses from fundraising revenue, in accordance with IRS regulations.
· Process grant checks for nonprofit charitable beneficiary/ies
Responsibilities of the Fund Advisor/s
· Provide the Community Foundation with expense documentation, including copies of invoices and receipts and a listing of checks at the conclusion of the event.  Retain those records independently for at least four years

· Comply with pertinent regulations and laws pertaining to fundraising

· Ensure that all necessary licensing, tax payments and liability insurance coverage is in force

· Provide appropriate recognition and thank-you notices to donors (in addition to the contribution receipt acknowledgements that the Community Foundation provides for tax purposes)

· Provide an acknowledgement form that donors can retain for tax purposes (for example, a ticket stub or portion of an entry form).  This should include the value of anything that the donor may have received, and a calculation of the tax-deductible portion of their gift.


For example:  “Your payment of $60 includes a dinner, valued at $20, which results in a tax-deductible gift of $40.”

· Payment of Expenses

The fundraising agent will be responsible for all expenses, and will maintain an appropriate budget, expenditure controls and records relating to the event.  Prior to the event, the budget will be submitted to the Community Foundation, along with the event description, for purpose of approval.  

· Designation of Checks and Handling of Cash
Checks written as donations to the event should be payable to “The (fund name) Fund/CCCF,” and delivered directly to the Community Foundation.  
Cash receipts should be delivered intact to the Community Foundation, accompanied by a list of donors, and the value of anything they received in exchange for their gift.  Event costs should never be taken out of receipts prior to deposit with the Community Foundation, but should, instead, be paid by the Community Foundation directly to suppliers upon receipt of proper documentation.

· Tax Requirements and Acknowledgements

To ensure a tax deduction for donors and to avoid any penalties, donors need a written acknowledgement from the Community Foundation to claim a tax deduction.  For the Community Foundation to prepare this, please e-mail this information in Excel spreadsheet format to lisa@chescocf.org:
· Donor name, address, e-mail, phone
· Contribution date and amount
· Form of the contribution (i.e., cash, check, securities)

· If a non-cash gift, a description of the item or property, and a good faith estimate or proof of its fair market value  (does not apply to services that are donated)

· A detailed description of any goods and services provided in return for the contribution.

If the donor receives certain goods or services in exchange for a contribution of $75 or more, disclosures are required to be made at the time of solicitation.  (For example, if the fundraising event is a dinner, the donor can deduct only the excess of the ticket price above the fair market value of the dinner, as communicated by the fundraising agent.)  This limitation on the deduction must be disclosed at the time of solicitation, and should also be communicated on the ticket itself.


Raffle tickets are not tax deductible; this must be stated clearly on any such tickets.

Rummage sale purchases are not tax deductible.


Auctions – In general, purchasers of auction items are able to deduct the difference between the retail value of an item (as determined by the vendor making the donation, based on market value) and the 

price paid, if higher.  Calculating the value of donated items, if anything other than actual base price is used, is more complicated and must be reviewed case-by-case.


In-Kind Gifts – Services are generally not tax-deductible (for example, design work, photography).  Other donor deductions are limited to the cost basis of the item that is donated (for example, a dealership’s cost for a car is deductible, but not any higher amount that the same car might bring at a charitable auction).

Corporate Sponsorships – When companies write checks to sponsor charitable events, such payments are generally tax deductible so long as there is no tangible return benefit to the company.   The differentiation is usually determined by the message that the sponsor uses.   If, for example, a program ad reads: “ABC Company Supports Charity,” then the message is one of recognition, and tax-deductible.   If, however, it reads: “Buy your clothing from ABC Company,” then it is considered advertising, and would not be deductible.   Logos can generally be used, and signs and products can be displayed at sponsored events without affecting tax-deductibility.  Often, companies choose to take deductions as a corporate marketing expense, which can generate the same tax benefit without having to worry about these issues.

Giveaways/Token items - Giveaway items such as T-shirts, hats, mugs, etc. tend to be insubstantial and de minimus in nature and do not trigger any benefit.  Hence, they can be ignored in the contribution receipt process. (The Community Foundation determines “token status” by referring to IRS Revenue Procedures 90-12 and 92-49.)

8. Liability Insurance and Liability for Loss

As the event organizer and fundraising group, you may be responsible for securing liability insurance coverage for the event.  Please contact the Community Foundation prior to securing insurance coverage for your event.

In addition, the fundraising group will be responsible for any losses, including financial losses, incurred by events.  Under no circumstances will the Community Foundation be required to make up any difference between event costs and revenue.

9. Solicitation of Contributions

The following information must be provided to all potential donors on all solicitation materials:

· Name of the nonprofit organization (the Community Foundation), and name of charitable fund

· Description of the purpose for solicitation, i.e.:  “The  xxxxx Fund, a fund of the Chester County Community Foundation, is raising money for xxxxpurpose xxxxx___.”

· The amount of the contribution that is deductible as a charitable contribution.

SPONSORSHIPS, SALE OF ITEMS & RAFFLES:

CHARITABLE DEDUCTIONS FACT SHEET
The basic overall IRS policy is that if a donor receives or expects to receive a financial or economic benefit as a result of making a contribution to the Community Foundation and/or its Funds, the donor cannot deduct the part of the contribution that represents the value of the benefit the donor receives.

SPONSORSHIPS

A qualified sponsorship payment is a payment made by an individual or company to the CCCF Fund, with respect to which there is no arrangement or expectation that the person will receive a substantial return benefit from the Community Foundation organization. A substantial return benefit is a benefit other than certain uses or acknowledgments of the sponsor.  Acceptable sponsorship benefits include the use or acknowledgment of the name, logo, or product lines of the sponsor’s trade or business in connection with the activities of the Community Foundation Fund.

The Community Foundation must exercise care that acknowledgments of the sponsor are actually not a form of advertising. For purposes of this discussion, the term “advertising” means any message or other programming material which is broadcast or otherwise transmitted, published, displayed or distributed, and which promotes or markets any trade or business, or any service, facility or product. A single message that contains both advertising and an acknowledgment is advertising. This section does not apply to activities conducted by a payer on its own. See Internal Revenue Regulation 1.512.4(c)(2)(v).

Examples:  
Acceptable sponsorship benefits message:   ABC Wealth Management Supports the Community Foundation and its Family of Funds – Let your legacy make a difference
Unacceptable sponsorship benefits message:  Come to ABC and open a checking account.  ABC proudly supports the Community Foundation.

PURCHASE OF ITEMS:  FOR AUCTION OR SALE 
If a donor pays more than the fair market value of an item, the amount that is more than the fair market value should be noted as a charitable contribution.  
Example:  At a fundraising auction, a donor bids $600 on a shore house.  The amount paid is no more than the fair market rental value, as it would typically cost $1,000 to rent in that area.  The donor has not made a charitable contribution. We recommend that donors consult with their tax advisor on the tax implications of the donation of a vacation property.
Example:  A donor pays $75 for a poster, which has a fair market cost of $25.  The $50 difference is noted as a charitable contribution.  Even if a “contribution of any amount is requested” and there is no established charge, the charitable contribution portion is still only the part of the payment that is more than the reasonable value of the benefit.  

Example:   The ABC Memorial Fund undertakes a fundraiser.  They commission a local artist to paint a  scene, have it printed, and sell it at various prices:

A 16 x 20 Gallery Wrap Giclee, signed and numbered, costs $100

A 16 x 14 Lithograph, signed and numbered, costs $35

Quid pro quo contribution rules may come into effect here for the giclee, as the payment is greater than $75, and goods are provided in exchange.  

Purchase Amount = $100   

Benefit=poster item
count=1
unit cost= $50
 
total benefit value= $50

Charitable Receipt:  $50

Purchase Amount = $40   

Benefit=poster item
count=1
unit cost= $35   
total benefit value= $5

Charitable Receipt:  $5
PURCHASE OF RAFFLE TICKETS

The IRS does not allow donors to include the cost of raffles, bingo, lottery tickets and other games of chance as a charitable contribution deduction.  The concept is that the donor has paid money and expects to receive a financial or economic benefit as a result of making a contribution.  Hence, it is not deductible and the Community Foundation cannot provide contribution receipts for donor payments to games of chance.  But it still is a great way for charitable funds to raise money.  

###2/10

GOLF EVENTS
June 2011, Summarized from IRS Charitable Deductions Guidelines, Publications 526

A golf outing may be held by a charity as a fundraising event.  Funds can be raised through a variety of means including golf registration, corporate sponsorship, auctions, and raffles.

A.  GOLF & FOOD REGISTRATION
Because golf and food are generally provided in exchange for registration and sometimes sponsorships, the "quid pro quo" contribution rules may come into effect.  A quid pro quo contribution is one greater than $75, where it is known that goods or services are provided in exchange.  Whether the Community Foundation Fund incurs quid pro quo reporting requirements in connection with fundraising golf outings depends on the specifics of the event. 

If a Community Foundation Fund receives quid pro quo contributions, the Community Foundation must provide a written statement to the donor which:

· Informs the donor that the amount of the contribution that is deductible is limited to the excess of the payment over the value of the goods or services provided by the organization, and 

· Contains a good faith estimate of the fair market value of the goods and services provided.  

Even if a quid pro quo contribution is $75 or less and therefore does not have reporting requirements, the donor can still only deduct the amount of the donation beyond the market value of the goods or services they received.  Although payments of $75 or less do not trigger the quid pro quo reporting requirements, it is good practice for the Community Foundation to inform donors of the fair market value of the goods or services provided.  This information is helpful to the donor in determining the amount that is deductible.

Example: 

· The XYZ Scholarship Fund holds a golf outing charging $200 per person for registration. Lunch and dinner are included in the registration fee as well as 18 holes of golf. 

· The fair market value (benefit value) per person of the meals is $50 and golf is $100. 

· Since the cost of registration is $50 more than the fair market value of the meals and golf, the $50 difference is considered a charitable contribution. 

The $200 registration amount is well above the $75 quid pro quo reporting threshold. 

Consequently, the Community Foundation will provide registrants a written statement in accordance with the quid pro quo reporting requirements.  The Community Foundation contribution receipt notes the following, based on the financial data:  
U.S. tax code (August 17, 2006) requires that you retain this form as documentation for gifts of any amount.  If applicable, this form includes an estimate of the value of any goods or services that you received.

Type of gift:  «Gift_Type»Cash   Check # «Gift_Check_Number»   

Gift Date:  «Gift_Date»  Check Date:  «Check_Date»  

Gift amount:  $«Gift_Amount»200  Non-deductible goods/services:  $«Total_Membership_Benefit_Value» «Benefit» Golf at $100 and meals at $50   Charitable Amount:  $«Gift_Receipt_Amount» $50
Allocation:  XYZ Fund , a fund of the Chester County Community Foundation.  The Community Foundation has exclusive legal control over the contributed assets.  EIN 23-2773822.  Thank you!
The Community Foundation provides a customized e-receipt noting the benefits provided for donors who register by credit card online. 
For golfers, amounts above $150 are tax deductible; for those attending dinner only, amounts above $50 are tax deductible. For non-golfers, if you have made a contribution but do not plan to golf, we thank you for your generosity.  Your contribution is fully tax-deductible.

Type of gift:  Cash  
Card Type:  «Card Type»     Gift Date:  «Gift Date»  

Gift amount:  «Gift Amount»  

Allocation:   XYZ Fund, a fund of the Chester County Community Foundation.  The Community Foundation has exclusive legal control over the contributed assets.  EIN 23-2773822.  Thank you!
B.  CORPORATE SPONSORSHIPS

Hole or event sponsors: A fundraising golf outing typically offers individuals or businesses the opportunity to sponsor holes or sponsor portions of the event. The portion of the sponsorship payment that covers the fair market value of the tangible benefits such as outing registration is simply quid pro quo, and not subject to the sponsorship rules. If the other, intangible sponsorship benefits, such as recognition, are within the guidelines of qualified sponsorship payments, unrelated business income will be avoided. 

Example:  Event (Hole) Sponsorship Benefits

The XYZ Fund holds a golf outing fundraiser.  It offers three levels of hole sponsorships for individuals or businesses as follows: 

· Hole Sponsor ($200) – One free golf registration; recognition at hole and in program 

· Par Sponsor ($1,000) – Two free registrations, plus 2 guests for dinner; recognition at hole, in program, and on posters 

· Longest Drive ($5,000) – Four free registrations, plus 4 guests for dinner; recognition at hole, in program, on posters, on golf shirts, and at dinner.

The fair market value per person of the golf registration is $100 and guest for dinner is $50.  Therefore,

$200 Hole Sponsor:

Amount = $200   

Benefit=golf
count=1
unit cost=100
total benefit value=100

Benefit=meal
count=1
unit cost=$50
total benefit value=50

Charitable Receipt:  $50

$150 of the Hole sponsorship is a quid pro quo contribution and not considered a sponsorship contribution. The remaining amount meets the qualified sponsorship payment criteria. 

$1,000 Par Sponsor:

Amount = $1,000   

Benefit=golf
count=2
unit cost=100
total benefit value=200

Benefit=meal
count=4
unit cost=$50
total benefit value=200

Charitable Receipt:  $600

$400 of the Par sponsorship is a quid pro quo contribution and not considered a sponsorship contribution. The remaining amount meets the qualified sponsorship payment criteria. 

$5,000 Longest Drive Sponsor:

Amount = $5,000   

Benefit=golf
count=4
unit cost=100
total benefit value=400

Benefit=meal
count=8
unit cost=$50
total benefit value=400

Charitable Receipt:  $4,200

$800 of the Longest Drive sponsorship is a quid pro quo contribution and not considered a sponsorship contribution. The remaining amount meets the qualified sponsorship payment criteria. 

The Community Foundation should issue receipts to all levels of sponsors.  The sponsors can choose whether to claim their cost as a business expense or a charitable contribution. 

C. GIVEAWAYS/TOKEN ITEMS

Giveaway items such as T-shirts, hats, mugs, etc. tend to be insubstantial and de minimus in nature and do not trigger any benefit.  Hence, they can be ignored in the contribution receipt process. (The Community Foundation determines “token status” by referring to IRS Revenue Procedures 90-12 and 92-49.)
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HOW TO HAVE A SUCCESSFUL GOLF OUTING

1. Purpose & Goals:

· What is the purpose of your golf event? (fundraising-- raise awareness of your cause)

· Write the purpose down—it will help with the decision making in all areas of planning and executing the event.  It will also help to sell the event to sponsors, players and volunteers.

· Set event goals for attendance, fundraising, and numbers of sponsors.  Again, write them down.

· Be realistic – take into consideration:

· economy

· understand your support base

· can you market a$150, $250 or $1,000 fee to your base

· how established is your event

· is it new

· has attendance been increasing or decreasing the past few years

· understand level of interest in your cause and available resources

· Set 1-3-5-year goals

· Communicate goals to your board, committee members, and volunteers.

2. Planning:

· It takes 6 months to 1 year to plan a successful golf outing.

· Venue selection

· Make sure it is convenient for your support base.

· What is the availability?

· Cost--look at all costs and policies; i.e., can you have alcohol donated?

· Other services available:  banquet room; food service; TVs for a big game; WIFI

· Is location consistent with you mission?

· Staffing the committee:

· Committee can make or break the golf event.

· Successful outing has a core event committee and many volunteers.

· Committee members and volunteers should be expected to contribute  

time; promote the event; recruit sponsors and players; and/or contribute a financial contribution.

· Recruit people (people liked to be asked)—especially look for people who are active in the community and/or are in a position to know a lot of people; people who have a lot of contacts and can make introductions; people who work for the media; people with strong computer/internet skills; people with graphic design skills for flyers and program book.  (You may be able to barter a sponsorship with professionals in these areas).

· If you have a clear purpose and mission, you may be surprised where you find people willing to help.
· Organizing the committee:

· 9-4-4-3 = Success

· 9 committee members each recruit 4 foursomes (144 players), and 4 sponsors (36 sponsors), and 3 volunteers (27 volunteers)

· Many hands make light work!

· Establish a budget and watch costs.

· Overspending on the golf event or charity event is the biggest problem for a fundraising group.

· Everything that costs money is a sponsorship opportunity
· Golfers should pay their own way +10% to 50%.  Ideally, funds from golf registrations should pay for the event and the funds from sponsors, raffles and auction should be profit.
· 50% of sponsors and 50% of players should be committed by 60-90 days in advance of the event. (major sponsors even earlier)
· Suggested committee leadership areas:
· Outing Chairperson
· Day of Event (this person should not be playing golf)
· Auction 
· Sponsor and prizes (assume 30% of your sponsors will not be back)
· Players (assume 30% of your players will not be back)
· Promotion/Media-graphic arts person for flyers and program
· IT for database and website
· Volunteer manager/recruiter (assume 30% of volunteers will not be back)
· Accounting
· Volunteers:
· Treat volunteers special and they will be more likely to return next year and recruit more volunteers.
· Be sure you train them adequately.  Many will be doing this for the first time. 
·  Have a training prior to event, if possible, so they can all meet and ask questions. 
· Assign them to specific tasks.
· Make sure they know details about your fund—website, mission statement-- and be able to answer basic questions and who the contact person is for more information.
· Have a volunteer coordinator.
· Thank them verbally the day of the event, and mail them a thank you note for participating and invite them back again next year.
3.  Marketing:
   
Why do people play, sponsor, or volunteer for a golf event?

· They know someone involved in organizing the event.

· They want to support the organization or cause.

· They want to do community service.

· They want to do something fun, meet people and have an enjoyable time.

· Nice gifts and prizes.

· Entertain clients or friends.

· Access to a course they normally may not be able to play.


Sponsors

· Looking for a return on investment

· Promotion in the local area or target audience

· Access to your support base


Entertain golfers, sponsors, volunteers:

· Provide an opportunity for volunteers, preregistered golfers and early sponsors to attend an early special invitation only event. The event should be 60-90 days in advance and can be a simple event such as a lunch, wine tasting, beef and beer, cocktail reception or other such event. It gives your organization an opportunity to: have supporters meet each other; to promote the coming event & your organization’s mission; recognition for sponsors - the event itself is a sponsorship opportunity; thank volunteers for past and future service. Charge a very modest fee or “suggested donation” or free if people bring a potential sponsor, volunteer or player.

Offer Prizes or do contests for the best “rain maker” for sponsors, players, volunteers

Barter sponsorship with local businesses for discount coupons for players & volunteers


How to create value for Sponsors

· A Clear goal for the event and a clear concise mission statement for organization

· Develop a clear marketing plan and time line for the event

· Mailings, online, email, press releases, media kits, donated or paid media coverage so sponsors know how they will get exposure.

· Understanding the demographics of your supporters, attendees and volunteers.

· When talking with potential donors know: number of supporters, number of email addresses, size of last year’s event, top zip codes of supporters

· Links from the organization’s website or event’s site to sponsor website

· Offer a range of levels (different price points) for sponsorship opportunities

· Include sponsor logos and links in email promotions and mailings

· Sponsor program book

· Opportunity to talk about your mission and provide promotion for sponsors

· More value than just a hole sign or banner

· Custom Coupon book- great for retail sponsors

· Banners, hole signs, thank you letters, recognition at the event

· Bundle –

· Golf sponsor is also a sponsor for other events

· Sponsors get so many player slots.

Make sure players, sponsors, committee members and volunteers have a good time


Happy people will help your organization succeed with sponsors


How to Sell to Sponsors

· Develop a master contact list of potential sponsors from committee members & volunteers

· This is where committee members with a lot of contacts come in
· Identify local businesses that do a great deal of advertising in your area

· Identify businesses that are interested in your organization’s mission

· Identify current vendors

· Break the list down and divide it up among your volunteer “sales force”

· Train the sales force in explaining the value created - see above

· Start with previous year sponsors– Thank them. Ask them for continued support. Suggest a higher level of support

· Ask last year’s players if they want also to be sponsors.

· Do not over-rely on email. Sales success will need phone calls and face to face contact.
· Offer long time sponsors a “long time supporter” emblem for ad or hole sign and or listed in program.

· As you add a sponsor, ask them for a referral to another sponsor and/or players

· The better the relationship and/or the longer the support, ask to be listed in company newsletters and on company website.

· Retail Sponsors: ask them to post a sign in window

· Be willing to barter & discount

· The goal is cash from a sponsor, but goods and services for prizes, auction items, player or volunteer packages have value

· Suggest a lower level sponsorship for cash and barter an upgrade to a higher level sponsorship or the discount
· There should be one or two person authorized to ok the barters/ discounts

· Joint advertising

· Supermarkets, car dealership and other high volume advertisers buy media in bulk.  If you have a good relationship high enough in the organization you may be able to barter some of that advertising for a sponsorship or upgrade to a higher level sponsorship. They may not be able to productively use all of advertising they purchased. See if they would be interested in an ad like “Fred’ Car Dealership is a Proud 5 Year Supporter of The XYZ Golf Outing on July 15, 2011 at ABC Country Club.  The XYZ golf outing supports the XYZ foundation which funds research in ABC. For more info visit xyzgolfouting.org” or “XYZ Golf Outing would like to thank Fred’s Car Dealership for its 5 years of support for the XYZ Foundation which funds research in ABC. This year the golf outing is on July 15, 2011 at ABC Club. For more info visit xyzgolfouting.org” or maybe an ad for your event with a “this ad sponsored by Fred’s Car Dealership ” at the bottom 

Media

· Press releases, Media kits, Public Service Announcement

· Develop relationship with people in the media. Tip reporters off to a good story

· Set up interview for reporter with people your organization helped

· Using the Internet to organize, promote and market

· Your organization has to be online. Sponsors and players (especially younger players) expect to get information and to pay and register online. Sponsors want and expect links to their websites.

4.  Day of Event:

· Check in and walk in registration—distribute gift bags
· Banners, signs and taking care of VIPs
· Fun activities-celebrities, entertainment, golf clinic, putting contests, massages
· Contacts, raffle tickets, mulligan sales
· General oversight—directions, keep people moving and having a good time, provide relief for volunteers on course.
· Preparing for dinner/auction
· Do preliminary tally of walking registrations, raffle and mulligan sales, and account for cash.
5.  Dinner/Auction:

· Develop a schedule for evening and appoint a schedule “marshal”.
· Check in and walk in registration for “dinner only”.
· Fun activities-50/50’s, raffles, door prizes, simple contests
· Speakers—keep short!
· Announce prize and contest winners.
· Manage auction.
· At end of night, do preliminary tally of dinner/auction and account for cash.
6. Follow up:

· Thank you letters to Players and Sponsors with save the date for next year.
CHARITY RUNS
Competitive runs are popular fundraising vehicles.  Average attendance is 150-300 participants.

If you are organizing a run:
1. Identify a person to organize the run, ideally someone who has had experience in setting up a run before.

2. Consider:
· Optimal date – check local calendars to determine available dates

· Bad weather policy

· Location and distance of the course

· Type of runners to be included (adults, children, fun run, etc)

· Runners registration - in advance, online and day of the event       


· Checking in and timing the runners

· Providing race numbers, t shirts, bibs

· Insurance rider for race

· Borough/township permissions and registrations
· Run marshalls, traffic control, ambulance and medical help

· Pre- race and post-race refreshments

· Sponsorships

· Posters, flyers, website promotion

· Payment of expenses and processing of income/contributions
3. Consider what purchases you will have to make, and notify CCCF in advance so we can arrange for payment.  New IRS regulations prohibit reimbursement to individuals.  Plan to use suppliers who can invoice in advance or after delivery. CCCF can provide you with a list of vendors who should be able to provide you with what you need.

4.  Planning a run is a lot of work.  CCCF strongly encourages you to work with an organization which handles runs on a regular basis.  Many area runs use The Chester County Running Store in West Chester. They handle many runs in the area and are able to assist with borough permissions, promotion, scheduling, course set up and timing.  Contact:  Kevin Kelly at (610) 696-0115.

SILENT AUCTIONS
Before the event:

1. Create a spreadsheet to keep track of items donated and bid on, including who contributed the item and who won it.  The following information should be included:

	· Item number
	· Winning Bid

	· Item description
	· Name of Bid Winner

	· Fair Market Value
	· Address of Bid Winner

	· Minimum Bid
	· Method of Payment

	· Item Donor Name
	· Amount Paid

	· Item Donor Address
	


2. Prior to the start of the auction, type out an index card with the following information for each item.  Place the card beneath the auction item.  

	Auction #
	001

	Item Description
	Gold Necklace from Smith’s Jewelers

	Minimum Bid
	$100

	Winning Bid
	
	

	Name of Winner
	
	

	Address
	
	

	Phone
	
	

	Method of Payment 
	Cash ___   Check ___   MC/Visa ___

	Amount of Payment
	
	

	If paying by credit card:
	

	Credit Card #
	
	

	Signature
	
	

	Security Code
	
	


When the bidding has closed, have a volunteer go to each bidding station and record the winner’s information on the index card.  Have these cards available when the bidders return to find out if they have won, and be sure they are filled out before they approach you to pay for the goods.  Having each winner proceed to checkout with this information already completed will speed up the process and ensure that you have all the information you will need later to complete the spreadsheet.

3. Having the event close in timed stages (i.e.: Items available for preview from 7-9 pm, Winners posted by 10 pm, Checkout from 10-11 pm) will allow volunteers to concentrate on one project at a time.

After the event:

1. Collect information and put into spreadsheet.  Contribution receipts will be mailed 2-3 weeks after the Community Foundation receives the donations.  Contributions will be sent to:

a. Those who have donated an item

b. Those who have purchased donated goods at the auction

2. Within a week following your event, submit the following to the Community Foundation:

a. All cash, checks, and credit card charges

b. Spreadsheet of silent auction info

c. Spreadsheet of donors of auctioned items

APPLYING FOR GOVERNMENT GRANTS & CONTRACTS…

What the Chester County Community Foundation Needs to Know First

Funds held at the Chester County Community Foundation may on occasion request that the Foundation serve as a conduit (“fiscal agent”) for the receipt of grant and contract funds, generally from private, corporate and governmental entities.  As a conduit, the Foundation becomes fully responsible for all fundraising activities on behalf of the Fund and can face serious legal, tax and financial ramifications if careful procedures are not established and followed.  Therefore,

1. All fundraising on behalf of a Fund held at the Foundation (such as private foundation grant writing, government grant writing and contracts, and corporate solicitation) must be approved in advance by the Foundation.  A copy of all fundraising materials, including but not limited to grant applications and grant/funding application/contract guidelines, (the “Fundraising Materials”) must be submitted to the Foundation for review in advance of the Fundraising Materials being submitted to a potential funder/contractor/vendor. Each of the Fundraising Materials will be reviewed for private inurement/benefit, liability and financial reporting concerns.  The Foundation may reject any Fundraising Materials for any reason, in its sole discretion.

2. All publicity materials related to, referencing, or on behalf of a Fund must be reviewed and approved by the Foundation in advance of their use.  The use of the name of the Foundation on each and every publicity material, whether in via print, radio, television, electronic or other means must be reviewed and approved by the Foundation prior to its use. The Foundation may reject any publicity materials for any reason, in its sole discretion.

3. The Foundation will work with Fund Advisors to devise appropriate financial systems and record keeping for the receipt and disbursement of any funds raised where the Foundation is or was used as a fiscal agent on behalf of a Fund.  The Foundation shall review and approve, at its discretion, each disbursement for private immurement and other concerns.

4. As a fiscal agent on a government grant, the Foundation will be a grantee and as such may be legally responsible for ensuring compliance with all Federal/State/local governmental unit grant requirements, including Federal cost principles and audit requirements, and any other applicable rules and requirements.  Fund’s Advisors will be responsible for ensuring compliance with all applicable laws, regulations and requirements governing their activities; as well as reporting and other requirements such as licensing, tax payment, and liability insurance covering the Foundation for the activities of a Fund.  The Fund agrees to indemnify and hold harmless the Foundation for the failure to comply with any and all rules and requirements.  

5. An additional administrative fee may be charged from time to time, at the Foundation’s discretion, if extra administrative services need to be expended by the Foundation to ensure compliance with the aforementioned fundraising activities.
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EVENT SUMMARY:  COVER PAGE
Fund Name:
Event Description:

Date of Event: 

Ticket Cost:

Amount of ticket that is a direct benefit to the purchaser (not tax deductible):

Form Reminders
1.) Please fill in complete donor information (address, phone number, e-mail, etc.)

2.) Gift in kinds must have a complete, detailed description with a value for the item.  An item # fill in is included for auction items.
3.) The cash donation form is to be used for any form of purchase, including and not limited to tickets for dinners and galas, and any other item that your fund is selling to obtain donations.  If holding an auction a separate form is included for those items and should be used for them.

4.) All monies collected at the time of the event must be turned in with forms.
5.) Credit card slip must include the 3 digit security code on the back of all credit cards.  CCCF cannot process the cards without this information.

6.) For organizational donations, please provide a contact name so that the proper person will receive the CCCF contribution receipt for the donation.

7.) If a person purchases an auction item for less than the declared value of the item, a contribution receipt will not be sent to the individual or organization as there is no deductible value.

Questions?  Please contact CCCF at (610) 696-8211 lisa@chescocf.org





CASH DONATION FORM
Name: 









Date:

Address:

Phone:                                      Email:

Payment for:    __Ticket/s ____# purchased          ___ Other:______________________________    
$ Amount:________________  -   Benefit value:________  = $Amount tax deductible:___________
Item #/Description:

Name: 









Date:

Address:

Phone:                                      Email:

Payment for:    __Ticket/s ____# purchased          ___ Other:______________________________    
$ Amount:________________  -   Benefit value:________  = $Amount tax deductible:___________
Item #/Description:

Name: 









Date:

Address:

Phone:                                      Email:

Payment for:    __Ticket/s ____# purchased          ___ Other:______________________________    
$ Amount:________________  -   Benefit value:________  = $Amount tax deductible:___________
Item #/Description:

Name: 









Date:

Address:

Phone:                                      Email:

Payment for:    __Ticket/s ____# purchased          ___ Other:______________________________    
$ Amount:________________  -   Benefit value:________  = $Amount tax deductible:___________
Item #/Description:

Name: 









Date:

Address:

Phone:                                      Email:

Payment for:    __Ticket/s ____# purchased          ___ Other:______________________________    
$ Amount:________________  -   Benefit value:________  = $Amount tax deductible:___________
Item #/Description:



IN-KIND DONATION FORM

Please note:

1. By law, the Community Foundation cannot place a fair market value amount or interpret the value of any non-financial donations.  

2. Provide donor-benefit amounts being returned to the donor in exchange for their in-kind donation.  

Example:  The donor provides printing of 100 booklets for an Educational Conference.  The donor receives a dinner at the event, which counts as a good/service given in return.  The amount of the per person plate for the dinner must be itemized, and will be included on the Community Foundation’s in-kind contribution receipt.

Donor Name: 











Donor Org:

Address:

Phone:                                                          Email:

Item Description (include quantities):

Item given as   __Donation for event/program      ___Donation for auction
Estimated Fair Market Value:  $____________   

Fair market value of any goods or services given to donor in return:  $_______________
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CCCF CREDIT CARD CHARGE
Item being paid for:

Name on credit card:________________________________________

Credit Card Number: _________________________________________
Exp.: ___________________     Security PIN: ________________





    (3-5 digit code on reverse of card, last cluster of #’s)

□ Visa          □ Mastercard

Amount:  $_________________________
Signature:
__________________________________________________

Address:
__________________________________________________



__________________________________________________

Phone:
________________________E-mail_____________________ 
Please return this form to:

Chester County Community Foundation

28 W. Market Street – West Chester, PA 19382

Fax (610) 696-8213     info@chescocf.org

Questions?  Please phone CCCF at (610) 696-8211.

THANK YOU!
Name: 								Phone No.: 





Organization:								Email: 





Address: 








City:                                            			State:                            Zip:





Hole Sponsor Amount: 			Event Sponsor Amount: 





Mailing Sponsor Amount: 			Misc. Sponsor Amount:





Donation Amount:				Tax Deductible Amount:





What was received for sponsoring:

















                         Fund Name:


                         Fund Event:


                         Date:





Name: 								Phone No.: 





Organization:								Email: 





Address: 








City:                                            			State:                            Zip:





Hole Sponsor Amount: 			Event Sponsor Amount: 





Mailing Sponsor Amount: 			Misc. Sponsor Amount:





Donation Amount:				Tax Deductible Amount:





What was received for sponsoring:
































Fund Name:


Fund Event:


Event Date:
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