Event Disclosure and Reporting Checklist for Development Officers and Staff
For Volunteers
· Educate volunteers on IRS charitable regulations and State of California regulations
· These are not optional regulations and must be complied with to protect our charitable status
For Donors
· Ensure proper disclosures prior to and at event for all non-deductible components and possible taxation issues
· No surprises from a tax perspective!
Tickets and Tables
___ Determine FMV of benefits provided to purchasers:  food, drink, entertainment, valet, hotels, etc
___Disclose FMV of benefits on all solicitation materials, websites, forms, reply devices etc for each level of ticket or table
Sponsorships 
___ Determine FMV of benefits provided to sponsors for each benefit they will receive
___Disclose FMV of benefits on all solicitation materials, websites, forms, reply devices etc for each level of sponsorship
Auctions
___Use donor form for all incoming donated items; ensure donors are aware that not all items donated will qualify for tax deductibility or the deduction may be limited.
___Use auction purchase form for items as sold
___Use a bid sheet for silent auctions to ensure proper disclosure of FMV for each item.  If publishing live auction items in a booklet, disclose FMV and that any amount paid up to FMV is not a tax deductible gift, but the proceeds will benefit the cause. 
___ Use the auction tally sheet to deliver the information to Gift Processing
Raffles
___Advise UC San Diego Foundation IN ADVANCE of the raffle so that it can be registered and reported to the State in accordance with State reporting requirements
___Disclose on tickets or signs that raffle ticket purchases are not tax deductible
___ Use donor form for all incoming donated items to be given as prizes
[bookmark: _GoBack]___Use care to ensure that 90% or more of all proceeds are for the cause, and NOT raffle expenses (or raffle prizes) 
___Use caution with regard to prize values, to avoid tax reporting and/or tax withholding rules related to gambling winnings
___If prize values will require IRS reporting or withholding, Advancement Services needs to be present at event
___Disclose to potential winners IN ADVANCE of the raffle and when drawing takes place of which prizes will invoke IRS reporting.

