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Special Event Instructions

1. Keep track of all expenses while planning your event. If the total expenses for a fund-raising (special) event will be greater than $500, then a budget for the event should be submitted to headquarters for approval prior to the event. 

2. If your CAT needs to sign a contract for a special event (ie for caterers, renting a room, etc) then that contract needs to be forwarded to headquarters and signed by the CAT Coordinator or Executive Director.

3. Fill out In-Kind Donation form for all items donated for the event. This includes services, tickets to any events, donated facilities, etc.

4. If selling tickets to the event or raffle tickets, you must keep track of how many tickets of each type of ticket you sell for the event as well as any tickets you give away. You will need to provide ticket prices for all tickets sold like event tickets, raffle tickets, door prizes, etc.

5. Keep track of all tickets sold at the event. This will need to be reported separately.

6. Cash/Check donations will need to be recorded separately. These are funds generated as a result of the event but not included in any ticket sales-strictly donations.
7. All cash received for the event must be accounted for using the reconciliation sheet (provided by Ferst) and signed by two CAT members. If you choose not to send cash, please purchase a money order at your local post office but we will need the reconciliation sheet to match the amount on the money order.

8. Fill out Ferst Reconciliation Sheets (excel sheet with 5 tabs total) and return to Ferst with all monies to be deposited.
9. Remember to thank your sponsors in the newsletter as well as sending a personal thank you letter. Don’t forget to thank sponsors at your event by displaying their names somewhere.
