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Overview

Thank you for the confidence you have placed inNbeh Carolina Community Foundation (the
Foundation) by establishing a fund with us or segwn an affiliate board. Like you, we want
your fund to continue to grow in order to producerendollars for charitable giving. The
Foundation is pleased to work with you and guide iyoyour fundraising activities to benefit
your fund. The term “fundraising event” includas s not limited to golf tournaments,
receptions, dinners, parties, art or entertainregants, and auction®\ny fundraising event or
activity must be approved in advance by the Foundain. When fundraisers or solicitations
are conducted for funds, you must keep in mind thator tax purposes such fundraising is
being done “on behalf of” the Foundation. Fundraising causes a number of significant tak an
accounting issues. Thus, the Foundation reseimeesght to reject any event or program. The
following guidelines will apply when organizing andraiser.

Approval of Fundraising Event

At least ninety (90) days prior to the event anfbteeany promotional/marketing material has
been ordered, the fundraising group will providéads about the fundraising activity, including
date and location to the Foundation. The fundngigiroup will complete aApplication for
Fundraising Evenfound on page 10 of this guide, on the Foundagioveébsite, or by contacting
their local Foundation representative. Applicasi@ame to be submitted to the group’s local
Foundation representative.

The Foundation staff or representative may scheapl@nning session with the fundraising
group to fully explore the proposed event.

If approved, the fundraising group will receiveapy of theApplication for Fundraising Event
signed by the local Foundation representative. éusnt will then be placed on the Foundation’s
master calendar in order to ensure that adequedtdiste is allocated to handle processing gifts
and expenses related to the fundraising activity.

NCCF Special Events Guide -3- October 2006



Responsibilities of the Foundation

Administer assets raised for a component fund &f®da in the fund agreement
Provide appropriate acknowledgements to donorsAskeowledgements section)
Provide staff support and fundraising expertise

Pay invoices through the appropriate fund for espsnncurred

Responsibilities of Fundraising Group

Contact Foundation staff for approval at least &gscprior to event planning
CompleteApplication for Fundraising Everfpage 10) and submit to Foundation
representative

Plan, staff, and market fundraising event

UseFundraising Event Checkligpage 9) to ensure that appropriate steps have bee

taken
Secure local sponsors if needed to underwrite afostent

Deliver all proceeds along with event records ®REoundation within 7 business days of

the event

SubmitFundraising Event Summary Shéeage 11) and expense documentation to local

Foundation representative within 30 days of thenef@ payment through fund
Properly record donor information

Maintain and provide upon request to the Foundaatimequested fundraising records

which must be retained for a minimum of seven years
Comply with all federal and state laws and locaimainces

Meet requirements for licensing, tax payment, aaoility insurance covering the North

Carolina Community Foundation

Promotion of Fundraising Activity

The North Carolina Community Foundation must appraon advance of printing, all

promotional, marketing and ticketing materialsttoe fundraising event. This approval is given
by your local Foundation representative. All mialsrmust be clear in stating that funds are
being raised “on behalf of the XYZ Fund, a compadriand of the North Carolina Community
Foundation” (rather than “by the XYZ Fund”). Aligss inquiries must be routed to your local

Foundation representative. Please provide copigskets, brochures, and press releases
relating to the fundraising event to your local Rdation representative.
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Gaming and High Risk Events

Raffles By virtue of North Carolina law, the Noi@arolina Community Foundation as a
charitable organization is only allowed two rafi@es per year for all component
funds on a first come first serve basis. The wagitist for these two spots could
be up to two years or more. Raffle tickets by & not tax deductible, and this
information should be reflected on the ticket stior more information or to
determine if a raffle spot is available, pleasetacnyour local Foundation
representative.

Gaming The North Carolina Community Foundationasrd by state and federal
regulations that prohibit certain gaming activitsegh as casino events. If you
have questions about the legality of a certain gy#ease discuss with your local
Foundation representative.

High Risk Events that involve high risk activitigst could invoke bodily harm to the
participants are generally not approved. Thededeccertain sporting events and
water-related activities.

Income and Payment of Expenses

The fundraising group must submit the Anticipatedi§et on thé\pplication for
Fundraising Eventorm (page 10) showing projected income and exgense

The Foundation pays all fundraising expenses thralig endowment fund for which
monies are being raised.

The fundraising group must maintain appropriatariicial controls and records related to
the event, including invoices and receipts. Fhedraising Event Summary Sh@eage
11) must be completed detailing all income and agps associated with the event and
returned to the Foundation within 14 days of thergv

The Foundation requires that all new vendors usedri event complete a W-9 form for
end-of-year tax reporting purposes. Please spahkyaur Foundation representative to
secure a W-9 form.

All event income and expenses should be run throligltiroundation and therefore be
submitted to your local Foundation representative.

The fundraising group should not use contributiivam donors to cover expenses
without first running those contributions throude tFoundation.

Unauthorized expenses (those not approved on thécagion for Fundraising Event or
by your local Foundation representative) are sulgedenial for payment or
reimbursement by the Foundation. Coverage of snethorized expenses may
therefore become the responsibility of the fundngigroup to pay.

All expenses must be submitted within 30 days efdbent for payment.

It is the responsibility of the fundraising growpitvoice event sponsors and ensure that
contributions have been made.
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Liability Issues

Liability issues should be discussed in the plagsitages of the event with a Foundation
representative. Where applicable, the Foundagqgnires the fundraising group to agree to
indemnify and hold harmless the North Carolina Camity Foundation from any and every
claim, demand, suit and payment related to or chbgehe event. This may take the form
of naming the Foundation as an additional insuredaverage at a hotel or other insured
venue.

The majority of affiliate organizations and componiinds are non-incorporated entities
and therefore are not covered under the North @@ &@ommunity Foundation’s insurance
liability coverage. Based upon information proxdde theApplication for Fundraising
Eventform, the Foundation will assess whether addiliomaurance is necessary. Costs
associated with providing event insurance will harged to the component fund.

The Foundation retains the right to refuse to pgodite in any fundraising event that is
deemed a liability to the Foundation or that isrded to be outside the mission of the
Foundation.

The Foundation cannot be held liable for any lassamage incurred at, by, or because of
the event.

Alcoholic beverages must be purchased and servedgh a properly licensed vendor.

Contributions

Checks related to the fundraising event must beerpagtable to the fund and/or the
North Carolina Community Foundation.

Cash must be converted to a cashier’s check or ynomker and submitted with proper
donor documentation (see Acknowledgement sectioddoor information
requirements).

The local Foundation representative will submittdbations to the Foundation on a
weekly basis with the appropriate information ($e& Requirements and
Acknowledgements section).

All proceeds, checks and cash, must be deliverdaeté-oundation along with event
records, showing all monies received, within 7 bass daysf the fundraising event.
The Foundation does accept credit card gifts witper documentation including credit
card number, expiration date, name as it appeatiseocard, and mailing address and
phone number of the cardholder.
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Acknowledgements and Tax Requirements

The IRS has imposed strict requirements for taxudgon purposes. If the detailed procedures
cited below are not followed, donors will be dengethx deduction, the fundraising group might
be subject to tax on the funds it raises, and thihHNCarolina Community Foundation may be
subjected to penalty or endanger their charitatalieis. One “net” check from a fundraiser with
no record or accompanying documentation detailimgod information is_highlyliscouraged.

The Foundation will send a letter of acknowledgeinfienthe following:

(0]
0]
0]
0]

All tax-deductible gifts of any amount

All gifts from donors who already have a givingtbiy with the Foundation
All non-deductible gifts over $25

All “gifts-in-kind” if the Foundation has been ginevalue information.

For acknowledgement and database entry purposefyritraising group must provide
the following information on all gifts received wheossible (including cash gifts):

0]
(0]
(0]

Donor’s complete name and address

Date and amount of contribution

Type of contribution (cash, stock, etc.) If pragea description of the type of
property and a good faith estimate of the fair reaialue (see bullet below).
Gifts of services or the use of property are notaductible.

Fair Market Value:

(0]

If the fundraising group provides goods or servidesd and beverage, golf fees,
etc.) for a donation, a fair market value of thedfé must be determined and
certain disclosures are required. For examplbgiffundraising group is
sponsoring a dinner, the donor can only deducexoess of the ticket price
above the fair market value of the dinner. Thisitiition must be disclosed at the
time of solicitation. Disclosure on the event &thkr invitation is a typical
method of making this disclosure. It is the resloitity of the fundraising group
to provide the Foundation with timely information the fair market value of the
goods and/or services provided to the donors ihaxge for contributions — this
portion is not tax-deductible. The Foundation willl acknowledge non-
deductible gifts, however, if over $25.

Non-deductible fundraising activities or items:

0]

Raffle tickets — the purchase price of a raffl&dicis never tax deductible, and
this must be stated clearly on the face of theetickf the value of a raffle prize is
more than $5,000 and more than 300 times the \dltlee ticket, the IRS
requires the Foundation to withhold taxes of 27%heffair market value of the
prize.

Gifts of services — for example, an accounting foravides its employees to take
money at the door of the event

Gifts of the use of property (free event space)

Rummage or yard sale purchases

Auction items — only the amount over the fair markadue of the donated item
may be deducted. Please record the following mé&tion on those who purchase
auction items: name and address, total amoundr@fibution/check, and fair
market value of item purchased.
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Tips for Success!
Here are a few suggestions on how to make yourr&isidg event successful.

Begin the planning process well in advance of theneand create a spreadsheet of
which tasks must be completed at what time and Hoyrmv

Spread the work! Give each person on the funargisommittee a short list of
responsibilities as opposed to having one persaaldbe work. This creates more buy-
in for the event and avoids burn-out of a good rtder.

Secure sufficient volunteers to complete tasksaatam with the event. You may want
to consider inviting certain community individuagh particular skill sets (marketing,
financial resources, etc.) to serve on a time-éohigvent planning committee.

If it's not written down, it never happened! Makare that you keep accurate and
detailed records of all income, expenses, coniobat and event planning steps. It may
be helpful to create a notebook in which to keéphalse items. Such a notebook will
help when planning the next event.

Work to secure local sponsors for an event (busasgsdndividuals, etc.). Create sponsor
levels and give sponsors all the publicity theyedes! Securing income up front means
that some of the pressure is off to make suretitket sales equal or exceed expenses.
Make sure your sponsors are happy!

Know your audience and work to target that audiemite appropriate marketing. Be
creative!
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NCCF Fundraising EventBlank Checklist

Date Responsible
Completed Party

Fundraiser Planning (3-6 months prior to event)

CompleteApplication for Fundraising Evergnd submit to
NCCF 90 days prior to event

Receive approval from NCCF

Recruit planning team and key event leaders

If local affiliate board chair is not on planningaim, notify
him or her

Secure sponsors

Secure applicable licenses

Determine and secure liability insurance needs

Have new vendors complete W-9 forms along withrthei
contracts

Secure event location and check for other locah&svihat
may conflict

Plan for security needs at event

Promotional Materials

Receive approval from NCCF representative for dse o
Foundation’s name in advertising and promotional
materials

Have Foundation staff approve text for all printedterials

Make clear on all fundraising materials that fuads being
raisedon behalf ofather tharby the Foundation

Provide a copy of all fundraising material and amterial
using the Foundation’s name to NCCF

Expenses
Seek prior approval of expenses from NCCF
Submit all invoices or requests for reimbursemeitth w
original receipts to Foundation representative wi80
days of the event for payment

Contributions
Make all checks payable to NCCF/Name of Fund
Deliver all proceeds to NCCF within 7 business dafythe
fundraising event
Furnish all donor information to NCCF
Determine fair market value of goods or services disclose
at time of solicitation

*** |f you have questions, please contact your Foundatpresentative:**
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NCCF Fundraising Event CommitteeChecklist

Key: Fund Development Committee = FD Programs/Graoitsriittee = PG
Publicity/Marketing Committee = PR Governance/Board Dgraknt Committee = BD
Date Responsible

Completed | Committee

Fundraiser Planning (3-6 months prior to event)
CompleteApplication for Fundraising Evergnd submit to FD
NCCF 90 days prior to event
Receive approval from NCCF FD
Recruit planning team and key event leaders BD
If local affiliate board chair is not on planningaim, notify FD
him or her
Secure sponsors FD
Secure applicable licenses BD
Determine and secure liability insurance needs BD
Have new vendors complete W-9 forms along withrthei BD
contracts
Secure event location and check for other locahesvéhat PG
may conflict
Plan for security needs at event PG

Promotional Materials

Receive approval from NCCF representative for dse o PR
Foundation’s name in advertising and promotional
materials

Have Foundation staff approve text for all printedterials PR

Make clear on all fundraising materials that fuads being PR
raisedon behalf ofather tharby the Foundation

Provide a copy of all fundraising material and amterial PR

using the Foundation’s name to NCCF

Expenses
Seek prior approval of expenses from NCCF FD
Submit all invoices or requests for reimbursemeitth w FD

original receipts to Foundation representative wi80
days of the event for payment

Contributions

Make all checks payable to NCCF/Name of Fund FD

Deliver all proceeds to NCCF within 7 business dafythe FD
fundraising event

Furnish all donor information to NCCF FD

Determine fair market value of goods or services disclose FD

at time of solicitation

*** |f you have questions, please contact your Foundatepresentative:**
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NCCF Application for Fundraising Event
*** Please submit this form to your Foundation representative at least 90 days prior to event. ***

Name of Event:
Name of Fund:

Event Date:

Event Location:
Event Address:
Event Chair:
Committee Members:

Description of Event Activities:

Will Alcohol be Served? If so, who will purchase and serve alcohol?

How will event be marketed?

Does event location provide insurance?

Items Donor will Receive in Return for Contribut®n
Estimated Fair Market Value of Iltems Received:

ANTICIPATED BUDGET

(Attach additional pages, if necessary.)

REVENUES EXPENSES
Price of Admission $ Itemize all anticipated expenses:
x Number of Participants X - $

= Admission Income $ - $
Amount of Sponsorships $ - $
Other Sources of Revenue (please itemize): - $
- $ - $
- $ - $
- $ - $
Total Estimated Revenue $ Total Estimated Expenses $
PROJECTED NET PROFIT (Total Estimated Revenue minus Total Estimated fSq®) $
Event Coordinator Signature and Contact Info

(Name & Title) (Phone and/or Email)

Foundation Representative Approval

(Name & Title) (Date)

*** By completion of this form, the event coordinatordafundraising group acknowledge having read the Special &£@aritle and
that they will adhere to its contents. ***
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NCCF Fundraising Event Summary Sheet

This form is to be completed at the end of the eaed submitted to the NC Community Foundation
within 14 days of the event.

*** Please attach donor information for acknowledgnt by Foundation (name, address, phone,
amount of contribution minus fair market value tefws received). If auction, list items, their \@laontributor
information, and amount donor paid for each.

Name of Event:
Name of Fund:
Event Date:

Fair Market Value of ltems Received at Event (dmmneunds of golf, t-shirts, etc.):

Gifts in Kind (List Iltem/Service & value)

FINANCIAL SUMMARY

(Attach additional pages, if necessary.)

REVENUES RECEIVED EXPENSES INCURRED
Admissions $ Itemize all expenses paid:
Sponsorships $ - $
Contributions $ - $
Other Sources of Revenue (auction, sales, etc.): - $
- $ - $
- $ - $
- $ - $
- $ - $
Total Revenue Received $ Total Expenses Incurred $
NET PROFIT (Total Revenue Received minus Total Expenses baturr $

Please attach the following:

1. Donor information for acknowledgement by Fourata— name, address, phone, amount of contribution
minus fair market value of items received. (Taguldible notification is sent to donor printed dreck or
money order only.) If auctiowas held, list items, their value, contributorommhation and amount donor paid
for each.

2. Receipt copies for all expenses paid.

Event Coordinator Signature

(Name & Title) (Date)
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