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Overview 
The Southern Illinois University Foundation (Foundation) solicits, holds, and distributes private support 
for the benefit of Southern Illinois University (University), its students and community.    

This document is to assist the budget officer in understanding the concept and purpose of a fundraising 
special event, how to obtain approval for such an event, various financial components of a special event, 
and the requirements surrounding the various activities involved in producing a special event.   

These policies and procedures are intended to assist departments and units with special event 
processes.  They will help enhance coordination, help mail timely gift acknowledgment letters, and 
ensure compliance with SIU, Foundation, State, and IRS guidelines. 

What Is a Fundraising Special Event?  
The IRS defines a fundraising special event as any event having the primary purpose of raising funds and 
requires special report filings corresponding to such an event.   The purpose of an SIU Foundation 
fundraising special event is to raise money for a specific Foundation fund.  The IRS and the 990 require 
that charitable organizations identify and report all fundraising event income and expenses.  An event 
must qualify as a fundraising special event before the SIU Foundation is allowed to accept the revenue.  
Examples of fundraising special events include golf outings, luncheons, dinners, and auctions.  To qualify 
as a fundraising special event, there must be a charitable component to the event registration price.  If 
there is no charitable component to the event ticket price, it does not qualify as a fundraising special 
event, and the monies must be deposited into a University account.  These non-charitable events do 
sometimes solicit sponsorships, and those donations may be deposited with the SIU Foundation.  But 
solicitations for these sponsorships must still be approved by the SIU Foundation.   

If a Foundation account is used for the event, ALL revenues and ALL expenditures for the event must run 
through the Foundation account.  If a University account is used for the event, ALL revenues and ALL 
expenditures for the event must run through the University account.  The financial activity for a single 
event cannot be split between entities.  

Beginning Steps 
With any fundraising efforts your department decides to conduct, it is important to work with your 
department/division chair, your financial staff, and your development officer.  Fundraising special events 
are time-consuming and require a lot of planning, so the sooner you start the approval process the 
better. 

It should be noted that the majority of fundraising special events actually lose money.  Please evaluate 
the staff hours available to plan and produce the event, the cause you wish to support, the expenses 
involved, the timing of the event, and the ticket price.  Relying heavily on gift-in-kind donations is key to 
holding a fundraising special event that turns a net profit.  GIK donations can include facility rentals, 
items to be auctioned, catering, participant gifts, and supplies. 



Seeking Approval for a Fundraising Special Event 
A fundraising special event is a form of solicitation and requires SIU Foundation approval and coding 
PRIOR to solicitation or publicizing of the event.  This event registration request must be submitted to 
the Foundation AT LEAST fifteen working days prior to any contact with the public for a fundraising 
event. 

To access the request form, visit the following link: https://form.jotform.com/221463852074152. 

 

If there will be sponsorship levels, each must be listed by name and dollar amount along with any items 
received for the given level.  If the online registration request form does not accommodate the detail 
involved with the levels for your event, you may attach a separate spreadsheet or word document 
indicating the registration amounts, titles, fair market values, and goods/services received for each level. 

There are often pieces to an event that may be registered for separately.  For instance, a golf scramble 
may include options for a pre-event reception, a round of golf, and/or a post-event dinner.  If any 
participation or sponsorship level includes all three events, the solicitation request must indicate this. 

You may utilize the request form to indicate the various levels and corresponding FMV items, you may 
provide a separate document with all of the information, or you may complete the Solicitation with 
Premium form on the Foundation website. 

If the event has been held in the past, there is an additional step in the approval process.  As part of the 
Foundation’s obligation to steward donor funds, a review of the previous year’s financial activity will be 
conducted.  If the previous event generated a net loss, the Foundation will then request two additional 
pieces of information.  The department will be asked to provide a business plan for the upcoming event 
that will minimize any loss of funds, and the department will be asked to submit a statement of 
justification indicating how the University/Foundation benefited from the money-losing event.  Not all 
events HAVE to raise money, but that is the general purpose for fundraising events.  Some events are 

https://form.jotform.com/221463852074152


held simply to cultivate relationships, entertain donors, etc., and those events may consistently endure a 
net loss.  Approval for the new event may still be granted after a net loss, but the Foundation must still 
do its due diligence to properly steward its funds. 

Revenue Types  
Fundraising special events generate many types of income that the SIU Foundation must report 
differently for different purposes on tax returns, financial statements, and internal reports.  Revenue 
types include outright donations, sponsorships, event registrations/tickets, auctions, raffles, and gift-in-
kind donations.   

Submitting Revenue Items to the Foundation for Deposit 
All revenue items should be sent to the Foundation Gift Accounting office IMMEDIATELY upon receipt 
prior to the event and IMMEDIATELY after the conclusion of the event.  Checks should not be held in the 
department until the event.  The deposit forms can be found at the following link: 
https://siuf.org/intranet/forms-and-policies.php 

 

Contribution/Other Revenue Deposit Form – This form should be used for sponsorship levels and 
outright donations to the event.  Include ALL documentation related to each check.  This includes notes,  
return devices, solicitation letters, bid sheets, and other forms. 

Contribution with a Non-Tax Deductible Portion Deposit Form – The fair market value information used 
on this form must match the invitation/brochure/printed devices.  An excel spreadsheet may be created 
to use in place of this form.  Again, ALL documentation related to each check must be included. 

Special Event Gift-in-Kind Form and the Transmittal Cover Sheet for the Special Event GIK Form – These 
forms should indicate what the donated item was used for.  These may be for direct expenses (for 
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example, dinner), indirect expenses (for example, decorations), inventory for sales (auction items), raffle 
prizes, or door prizes.   

THERE MUST BE A CORRESPONDING GIK FORM FOR EVERY AUCTION ITEM SOLD AND EVERY RAFFLE 
PRIZE WON.  Auction items and raffle items may NOT be purchased by the department, by an individual, 
or by SIU. 

When submitting a cash or credit card item for deposit with the Foundation, the name and address of 
the payor, the amount of the payment, and the exact item(s)/level(s) that they are paying for must be 
included with the deposit item. 

Expense Types  
A Foundation invoice voucher will be processed in the same manner as routine invoice vouchers, but it is 
imperative that the body of the voucher indicates which event the expense is supporting.  The voucher 
must also address the purpose of the purchase to ensure proper coding between direct and indirect 
event expenses, as reported on the IL990.  If a raffle winner receives cash or a gift card, a completed and 
signed W9 must be obtained from the winner prior to the transfer of the prize to them. 

Available Services 
An SIU Foundation staff member may be available to take money and help with registration and check-in 
on site at your event.  Contact the Gift Accounting Director to request such assistance. 

Printed Pieces:  Return Devices, Brochures, Invitations, Flyers, 
Solicitations, Advertisements, Etc. 
All printed pieces should contain the following general information:  The specific fund(s) benefited by 
the event (either directly or indirectly via a post-event transfer of funds), registration price with the 
charitable portion listed parenthetically, the name, date, and location of the event, all participation and 
sponsorship levels, all components making up the event, and an option to waive participation and thus 
request the full amount be treated as a charitable donation.  All return devices should display the coding 
provided by the Foundation for the given event. 

Special Event Reports  
There is a standard event report from UBW available with the other Budget Officer reports and gives a 
very basic breakdown of financial activity for a given event.  A more detailed report is available from the 
SIU Foundation Gift Accounting Department upon request.  An automated version of the more detailed 
report is currently being developed.  The detailed report follows the format below and can be requested 
by contacting the Director of Gift Accounting at giftacctg@foundation.siu.edu: 



Sample Post-Event Report 

  

Identifying Non-Charitable Items and Calculating Fair Market Value 
Every item or service provided to a participant at ANY participation or sponsorship level must be 
identified prior to seeking the Foundation’s event approval.  ALL participation gifts should be 
documented during the event request process.  NO participation gifts can be added to the participation 
packages once the event is approved and the coding is provided by the Foundation.  If it is a golf 
scramble, but each participant will receive a t-shirt, the “goods provided” section needs to list both the 
round of golf and the t-shirt.  If the event is approved to provide a round of golf valued at $70 and a t-
shirt valued at $20, you may NOT make a last minute decision to also provide each participant with a 
commemorative cap.  Be thorough with your decisions on the front-end. 

The fair market value for each item/service received by the event participant must be provided as part 
of the solicitation/event registration request process.  The fair market value (FMV) should be a good 
faith estimate of the dollar amount any member of the general public would pay for the same, or 
similar, item in a standard sales environment (store, restaurant, etc.).  It can be determined in a couple 
of ways.  You may look online to see a common price for similar items, or you may divide the (non-



discounted) cost paid to a vendor by the number of recipients.  Donated items/suppplies may also be 
accompanied by some type of receipt from the donor verifying the value.  The FMV estimate should be 
as accurate as possible.  This information is reviewed by the State of Illinois, and it drives the wording 
and amount allocation for the tax letter that each donor receives. 

The registration price for each level or item must be MORE than the FMV of that item.  For example, if a 
post-event dinner is held in conjunction with a golf event, but the dinner tickets may be purchased by 
those NOT participating in the golf event, the price to attend the dinner must be more than the FMV of 
the dinner.   The Foundation must preserve its 501c3 status and cannot participate in a sale of goods, 
even a meal.  To qualify as a charitable activity – and not a sale – there must be a donation component 
to all transactions.  Sponsorship levels may or may not have a FMV component. 

The FMV must be provided for EACH item received.  For instance, the FMV for the items received at a 
golf event may look like this: 

Golf/cart - $70, Dinner - $40, lunch - $25, On-course beverages - $10 

For purposes of calculating fair market value, hole sponsorships are considered “goodwill/support” 
(instead of something like “advertising”), and are considered to be 100% charitable – with no FMV.  

Accountability 
An important exercise at the conclusion of any fundraising event is to review the post-event financial 
report and react to the net profit or loss.  As mentioned above, if an event has generated a net loss of 
funds previously, additional communication will be requested from the department before approval is 
granted to hold the newly proposed event. 

Additional Requirements 
ALL expenses and ALL revenues for a given event must flow through the Foundation account from which 
the event coding is assigned.  If a unit on camps wishes to sponsor or “cover” a specific item or portion 
of the event expenses, they may either write a check to the event/Foundation, or they may initiate an 
internal transfer from another Foundation account.  A donor, sponsor, or contributor to the event may 
NOT pay a vendor directly for any component of the event.  This requirement is crucial to ensure 
compliance with 990 regulations. 

 

 

 

 

 



Event Management Checklist 
You are ready to start planning your special event!  Below is a checklist to assist you in this process. 

1. Determine a date and verbally secure a location. 
2. Name the event, if it is a first-time event. 
3. Determine the components of the event: dinner, lunch, reception, golf, live auction, silent 

auction, raffle, etc.  Every component must be communicated to the Foundation when seeking 
approval. 

4. Determine the various participation and sponsorship levels/options you want to provide. 
5. Identify a COMPREHENSIVE list of goods/services that will be offered at each 

participation/sponsorship level.  (Cannot be changed after receiving Foundation approval.) 
6. Document a fair market value for each individual item that will be offered. 
7. Construct a pre-event estimate of all projected revenues and expenses.  See example below. 
8. Review the pre-event estimate, and use it to set or adjust registration and sponsorship dollar 

amounts, items to be offered, vendors to be used, etc. 
9. Construct the preliminary version of the brochure, registration form, invitation, or other 

registration device.  See required information to be included from above and example below. 
10. Determine the audience to target for the solicitation/invitation. 
11. Complete the event/solicitation registration form on the SIU Foundation’s website.  Provide 

additional documentation indicating items and their FMV, if appropriate. 
12. Provide additional information to the Foundation upon request.  (For events that historically 

generate a net loss.) 
13. Once Foundation approval and coding are received, add the coding string to the device from 

Step 9 of this checklist. 
14. From here, you are ready to move forward with the actions needed to make the event a 

success.  (Printing/mailing of brochures, securing venue with a down payment, purchasing items 
for giveaways, securing a catering vendor, selecting a menu, organizing staff for various 
preparatory and on-site tasks, securing GIK donations for the venue, catering, auction items, 
raffle items, decorations, etc.) 

15. Contact the SIU Foundation’s Gift Accounting Director if you would like boots-on-the-ground 
assistance with registration and/or money handling on the day of the event. 

16. Collect any money on-site at the event in full compliance with the regulations above. 
17. Complete the appropriate deposit forms and forward all deposit items to the Foundation 

immediately after the event.  This should occur within two business days of the conclusion of 
the event.   



 

 

Example Pre-Event Estimate of Financial Activity 
A sample excel file will be provided to your department upon request. 

 

 



 

 

Example of (One Side) of Event Brochure 
Items not shown in the visible side of the example below include the option to waive the benefits 
included with the selected option, space for registration of specific names/individuals, space for 
sponsorship/hole signage information, notification of auction and raffle activities. 

 

 

FAQ 

How do I get training on the Foundation’s Accounting Systems? 
Haylee Gooden is responsible for all Budget Officer Web Maintenance.  You may contact her at 
hayleeg@foundation.siu.edu or at (618) 453-4905. 

mailto:hayleeg@foundation.siu.edu


Where are the forms located? 
All of our forms are located on the SIU Foundation website at siuf.org.  Select the “INTRANET” link at the 
very bottom of the page.   

 

Select the “Forms and Policies” link on the following page. 

 

For further questions, please contact 
• Christina Fellers – voucher processing and general Accounts Payable questions: 

christinaf@foundation.siu.edu, acctspayable@foundation.siu.edu, or (618) 453-1038 

• Jacquelyn Donohoo – School of Medicine transactions and processes: 

jacquelynd@foundation.siu.edu or (217)545-8024 

• Kimberly Hawk – deposit, registering an event/solicitation with the Foundation, event reporting 
and general Gift Accounting questions: 

kimberh@foundation.siu.edu, giftacctg@foundation.siu.edu, or (618) 453-4920 
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