Event Hot Sheet

Required Forms
1. Event Form – Fill out as much information as you have 90 prior to the event. Found in Wufoo.
2. Donation Deposit Record – As money comes in to support the event, bring money/checks to the office with this form. 
3. In Kind donation forms – If you receive tangible items for auctions or give aways as gifts, donor should fill out the form so that we can record the value of the gift.
4. Event Fundraising Donation Spreadsheet – This will be filled out after the event to record auction items and give aways. If using the CSuite software for closing out your auction, you will not need to fill this out.
5. Media Release Form – Must have signed media release forms for all individuals who attend the event.

Ticket Information
1. Will there be a ticket price for the event? If so, please provide ticket price and ticket value at all levels available.
2. If there are sponsorships that receive a value, please provide these levels and with amounts and values.

Venue
1. Provide venue information – If there is a contract, this must be signed by CEO of CKCF.
2. Provide all vendor information – Caterers, Rental of items, Bartenders, etc.

Revenue and Expense Estimates
1. All expenses need to be sent in with a DRF attached and minutes to approve the expenditure. When sent, please make sure you mark it as part of an event so that it can be attached to the campaign in CSuite.
2. Revenues – Keep in mind that “revenue” is payment for any value received by the person making the payment. Anything above the value will land in the “contributions” column.

Activities not covered by insurance
1. Make sure you double check for any activities that may be exempt from coverage from our insurance company. A full list of exclusions can be found in our Shared Files under Office Equipment & Services/Insurance Contracts/2024/Exclusions.
