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Chicks n Chaps Rodeo Clinic
Finance Committee

Chicks n Chaps is a non-profit organization that raises funds to support individuals fighting breast cancer.  Being a qualified nonprofit organization, we have certain responsibilities among these are keeping complete and accurate records.  Chicks n Chaps need to follow strict guidelines to ensure that all income and expenses can be substantiated with a clear and precise trail.  Please remember the money raised belongs to the public. Chicks n Chaps is entrusted with managing and disbursing funds according to our mission of helping individuals fighting breast cancer. 
Find a Nonprofit to Manage Funds:

The best situation for each event is to choose your benefactor of the funds generated by your event.  While the benefactor may be, an individual or a qualified non-profit group associated with breast cancer.  It is best if you can work with a qualified, non-profit organization (registered with the Internal Revenue Service) to handle your income & expenses.  Most businesses and individuals will not be inclined to donate to your event if their donation is not tax deductible.

Many towns choose a local breast cancer organization or hospital foundation to handle their events’ income & expenses. Some rodeo committee's are a qualified nonprofit organization and are willing to fulfill this responsibility for you.  
It is recommended you meet with one or two potential nonprofit groups, first determine, if they agree with your goal of raising funds to donate to individuals who are fighting breast cancer in your area.  Ask them if they will be willing to handle the funds generated and the expense associated with your event.  Attached is a sample profit and loss so you can show them what the standard transactions would entail.  This can also be used to develop a budget of your own for them.  
See Exhibit A and Budget section below.
If your qualified nonprofit organization agrees to handle your income and expenses, you will want to discuss how you will handle the income generated, submit for expenses and produce invoices, if needed, with them.  From here, they will be referred to as the "managing organization". 

 Note: Make sure both you understand the agreed on procedures before you start raising or spending any funds.
It’s the hope of CnC that the finance committee will develop a great working relationship with your managing organization.  Communicate what your financial goals are but also your expected expenses which will hopefully be low.  You want your event to be a fun experience but the ultimate goal is to raise money that can be given to help individuals fighting breast cancer in your local area. 
At this point, you should be able to go back and update your CnC committee on the requirements to begin to solicit funds for cash and in-kind donations and develop a budget for your event.  You will want to make sure all committee members understand how to handle donations and expenses.
Recordkeeping for Cash and In-kind Donations:

It is expected all your committee members will work on getting cash, in-kind and services donations.  All donations whether they are cash, in-kind, or services donated, all need to be vigilantly recorded.  Thank you letters will need to be sent to each person or business that donates money, items, or service.  

The managing organization and you need to come to an agreement on who is sending the thank you letters. Thank you letters are usually written on letterhead of the managing organization because it is qualified to receive tax-deductible donations.  However, you will be responsible to give them all the needed information so every donor receives their thank you letter. 
In some cases, you and the managing organization may want to produce a letterhead that has both your logos for thank you letters and invoices.  Be clear on whom, when and for what reasons the letterhead will be used. 

Cash Donations:

Before you approach a business or an individual for a donation, know who the check should be written to.  Many businesses will wish to be invoiced for their commitment so you should have a plan in place so an invoice can be sent.
Even though the managing organization will deposit the money, you will want to keep a copy of each donation check you have received before you turn it over to them.  As you solicit businesses and individuals for donations, keep a list of all commitments.  You can then mark them paid, record if they need an invoice sent and the list can be used to update your profit & loss report for committee meetings.  The list can also be used to keep track of donors for inclusion in programs, signs, ads, and other marketing materials.  
All event sponsors and other cash donations need to receive a thank you letter including the federal ID number.  They can be sent after the event but try to send them within a month of your event.  See Exhibit B and C
In-kind Donations:

A very helpful method of keeping expense down and obtaining items for your event is to ask for in-kind donations (donations that are not cash).  Most events have a raffle, silent and/or live auction the day of the event.  This can generate as much income as your registration fees in some cases.  (See the Auction section)
Your responsibility is to make sure that every in-kind donation is recorded on a donation sheet.  This sheet can be used to record any item donated, just cross out "silent" and replace with live, services, etc.  It is important to stress to your committee members to fill one out for every in-kind and services donation.  We have found it easiest to scan and email the form to all committee members in the beginning so they have the form available when they go out to obtain in-kind donations.  See Exhibit D
Two areas on the form which are required to be filled out: the donor's name, address, and the fair market value (FMV) of the item.  (FMV is the fair price a buyer is willing to pay for this item-usually retail price)  A thank you letter cannot be sent without this information.  
Two samples of an in-kind donation are attached, one has the donation in the body of the letter, the other one has it on the bottom of the letter.   
See Exhibit E & F
For a service offered, i.e. use of an item that is returned, you do not need the FMV but a thank you letter should be sent.  See Exhibit G.
Expenses:

When incurring expenses, you will need a receipt substantiating a qualified expense and note on it what the expense covers, use the expense categories shown in the profit & loss example.  These need to be turned in to the managing organization and reimbursement will be paid from the funds you have generated.
Budget:

It is important to develop a budget for your event.  Attached is a sample of a first year event's income and expense report to help you build your budget.  Also attached is a sample budget for an event in their 5th year.  See Exhibit A & H
Try to be realistic in your expectations.  Obtaining as many in-kind or a discount in the cost can make your event much more profitable. 
Make sure all committee members know what their budget line item is so they do not go over budget without discussing it at a meeting with everyone agreeing to the increase.  Your income and expenses should be reviewed on a regular basis with all committee members to make sure everyone is staying within your budget. 

Day of Event:

Cash:  Most events need cash boxes/tills.  Attached is a chart to show how much cash you may need for the day of the event.  Determine if your committee or the managing organization will provide the needed cash. Obtain the cash from the bank a day or two before the event and make up the tills so they are ready the event day.  Keep a master list of how the cash is disbursed to the different tills.  Put a note stating the breakdown of cash in each bag so both you know the beginning amount of that bag.  

See Exhibit I
Credit card charges: Especially if you are holding a silent or live auction you should arrange to accept credit card charges. You can handle credit card charges two ways. Arrange to take credit cards for payments in the managing organization's name.  Generally, you record their name, address, phone number, credit card number, expiration date, and security code. Your managing organization can then run the card on the next business day. 

You can use Square up for auction payments, clothing sales, and raffle ticket sales. You can be invited to join a Square Up account as a sales associate of the managing organization.  You can be set up to take payments and not be authorized to give refunds. This Square Up account can be attached to the managing organizations account.  It is very safe for both of you.  A clear record of transactions can be obtained from the Square Up account after the event.

You may also want to take the following supplies:
Cash-extra change

calculator
cash bags-made up

square up reader, 
pens



phone or ipad

paper



checkbook

credit card  charge sheet
You should keep each type of income separate so you know how much you made in each category, .i.e.  Silent auction, live auction, raffle, etc.  So count and total each category separate.  Remember to pull out the beginning cash before adding up those funds. 

Raffle:

When holding a raffle, you will want to have multiple people selling tickets.  They will each need a small till and cash bag.  After the raffle closes, it is ideal to get one or two other committee members to join you in a room or quiet area to count the money.  You may have to wait until the next day but it preferred to do it that day when it can be done with multiple counters and witnesses. This is as much a protective step for the individual who is in charge of the cash as much as it is protection for your money. 

You should remove the original till money from each bag and kept separate from raffle ticket income.   Group the money into twenties, tens, fives, ones; each group should be counted at least twice, add up for a total amount for raffle income.
Live & Silent Auction:

The silent auction people should have a bid sheet for each silent item with the winning bid amount circled.  The silent auction organizers will probably want to accept payments right by the silent auction tables but may need your help if using credit cards, Square Up or change.  
Live auction people need to keep track of their successful bidders and make contact with them to find out how they want to pay for their item.

You should work with both silent & live auction organizers so they know the options for payment that will be accepted that day.  
Auction items should not be given to the successful bidder until payment has been made or arrangements are guaranteed.

All the types of income taken in on the day of the event should be kept separate, i.e., live, silent, raffle, clothing sales, beer sales, etc. 
After the Event:

Please make sure all the following are done:

1. Make sure all committed sponsors have paid

2. All Auction items have been paid

3. Thank you letters for cash, in-kind & services are sent out

4. Thank you letters for auction purchasers are sent out

5. Make your final profit & loss statement

6. Send Chicks n Chaps a report of your net profits, number of volunteers & hours worked, see exhibit J
Again, always remember you are handling public money that has been entrusted to you.  The funds should only be used to pay approved expenses and all income needs to be deposited.  All records need to be clear and concise. 

We wish you luck in every aspect of your event.

SHOULD I INCLUDE THIS PARAGRAGH??
In the rare occurrence that you are unable to find a managing organization Chicks n Chaps National office may agree to handle your income and expenses.  This is not an ideal situation for either one of us.  We may be able to give you suggestions on who to ask in your locate area to handle your finances and give you non-profit viability. 
