
QUWF Chapter Policy and Procedures Manual 
 

Section 7 - Finances and Submitting Fund Raising Reports 
 

"It's All About Wildlife"™ 
 

7. Finances and Submitting Fund Raising Reports. 
 
1. 501(c)(3) Rules of The Road: 
 

A. The Money: 
 
Nothing gets done unless there is money to accomplish it along with the dedication of 
volunteers to offset the needed labor and true costs of doing any habitat project. As a 
501(c)(3) we have very clear rules and regulations we must follow from the IRS to state and 
local regulations to control and monitor the accounting of all expenses and all revenues from 
all chapters.  
 
In the eyes and rules of the IRS, QUWF National  is the 501(c)(3), the central and controlling 
organization, and all chapters or state councils are subordinates and must comply with the 
regulations, by-laws and controls of the central organization. There are no exceptions. 
 
For the vast majority of chapters or state councils this is no issue, but for a few that may push 
the boundaries or get "creative" in the financial controls or usage, unfortunately, red flags fly 
and this cannot be overlooked as it jeopardizes the entire organization. Normally it seems to 
appear when one individual controls the check book and also holds several other positions 
such as the Chairman or Vice Chairman, etc. Or creative ways are developed to avoid the 
responsibility to support the National organization, an integral part of who we are. Never, can 
the chapter allow any benefits to ever accrue to a private individual or let the person 
controlling the checkbook influence decisions that he or she has some sort of personal 
interest or involvement in. It is better to keep the board positions fully staffed and keep 
good financial records. Further, keep all books open to all members with frequent reviews. 
 
Each year the board of the chapter, as well as the National QUWF board,  is required to 
review and sign off on the 501(c)(3) rules and regulations, a copy is posted in the Tool Shed, 
and section 4958 that covers benefits to individuals and how that is defined.  
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The rules are clear, well as much as you can expect from a government agency, and not hard 
to comply with if we all play by the same rules, all accounting is transparent and we 
remember, we all have the public trust. 
 
The chapter or state council must end the year with only enough reserved dollars to begin the 
next year or to complete carry over grant projects. Certificates of Deposit, Savings Accounts 
and the like should be cleaned out at year end that is by definition, a non-profit organization. 
Never should these types of accounts be in a private individuals name, they should always be 
under the chapter and it’s EIN. 
 
B. Methods: 
 
Controlling money means keeping good records by the chapter Treasurer and reviewed often 
by the board and members, planning for expenditures and revenue and having both revenue 
and expenses always accounted for in writing is required. The Treasurer should have some 
experience in financial management and not feel overwhelmed, especially with larger 
chapters, when it is time to submit the appropriate reports, on time, with all back up data.  
 
Your fiscal year is the same as National, January 1 to December 31. 
 
All financial reports to National must be accompanied, at the same time, with all back up 
expenses and revenues. This is an IRS and proper accounting requirement. 
 
A chapter's checking account is normally the central financial tool, however, if the chapter 
receives grants, it is suggested that a separate account be opened to properly track 
expenditures for the grant or grants themselves keeping that money separate. Do not run any 
funds through your account that do not relate to the revenue and expenses of the chapter 
specifically. 
 
All Grants, donations and revenues must be reported to National to give credit to the chapter 
and its members and for IRS 990 reporting. 
 
We highly recommend, when the chapter is able, to use a computerized checking or 
accounting system such as Quicken, or "Quickbooks for Non-Profits". Accountability is much 
more efficient and easy to follow. 
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C. Requirements: 
 
As a subordinate chapter, you must have one major fundraiser each year, and its 
working net should be able to provide a minimum income to National of $1,500 or more. 
We have fixed costs to support the chapters and this is a minimum for us to keep a chapter 
active, but not enough to sustain it over the long term, so profitable events and memberships 
are required. If the chapter shows a loss, a complete audit of the chapter will be initiated to 
determine what went wrong and how to fix it. 
 
If the chapter shows a loss on the primary event, all events thereafter must apply the split 
formulas and membership drives must be planned. 
 
It will be at the discretion of the RD and National, if the chapter does not make the minimum 
contribution, if all subsequent events must apply the split and have membership drives. 
 
Please notify National, at admin@quwf.net, as soon as you set your banquet or major 
event date so it can be posted on the web site acting to increase your attendance. This 
is very important for RD and staff scheduling as we do want to attend as many as we 
can. Work with our VDP vendors well in advance to ensure you receive all items on 
time, plan ahead. 
 
The chapter is also required to maintain its full membership and grow. If the chapter does not 
have its full membership renewed plus 15% 90 days before a scheduled banquet or major 
event, it must add the price of a membership, $35.00, to the banquet or event ticket. 
 
As a goal, each chapter has a target of 100 to 150 regular members minimum. We 
understand there will be smaller chapters and much larger ones, but 100 to 150 should be the 
minimum goal set to work towards. 
 
Updated May 19, 2014 
 
If the chapter shows a normal profit (considered above 30% working net with a goal of 40%) 
on its primary event each calendar year and completes its paperwork to National on time, all 
secondary event revenues, though they must be reported, may be retained by the chapter. 
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You are required to submit the Banquet / Fundraiser Report and all back up expense and 
revenue data on all primary and secondary events and all membership to National with the 
Banquet / Fundraiser Report within 10 days of the event. The actual report form will be gone 
through in detail in this section.  
 
This report is available on the web site in the "Tool Shed" in EXCEL format so it will do the 
calculations for you. It should be filed with National within 10 days of the event completion. As 
with any computer program, it is subject to malfunction so always have your calculator to 
cross check the numbers. The membership excel form is also listed on the web site for your 
download and use. 
 
D. What Financials To Report To National Under 501(c)(3) Rules: 
 
All financial activities need to be reported to National including; 

1. All grants received from any source, with a copy of the grant itself. 
2. All secondary fund raising efforts, raffles, with a complete report of all expenses and 

revenues for the 990 report. This includes dog trails, sporting clays events, cowboy 
shoots, youth events, etc. 

3. Any additional income the chapter or council may generate from any source such as 
habitat donations, seed or chemical sales, even ads in the banquet brochure. 

4. All habitat work should be reported on the Habitat Project Form and sent in as well. 
 
WHY? As a subordinate we have to report to the IRS on the 990 tax form, for you, all 
of your activities and fundraisers. Your chapter paperwork, by-laws acceptance and 
officer list is maintained by the IRS which we have to submit. If the chapter does not 
comply with the regulations or by-laws, we must notify the IRS and the chapter is 
subject to Excise Tax for all revenues generated as you are no longer a subordinate. 
 

5. The 990 requested information from the QUWF accountant for the yearly 990 filing and 
a service fee of $25.00 or $125.00 (if the chapter raised over $50,000). Normally a 990 
filing can cost as much as $500 to $700 each. 

 
2. The Split: 
 
Simply stated, all authorized expenses subtracted from all revenues of the primary banquet or 
event produce a chapters "Working Net". The working net is then allocated to both the chapter 
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and the parent 501(c)(3) organization as outlined in our chapter by-laws notebook, this 
notebook.  
 
Our stated goal for a working net percentage is a minimum 40% for all chapters. 
 
That means your total cost of putting on the banquet /fundraiser or event was 60% of the total 
revenue generated. For example if you had a gross net of $10,000, your costs totaled $6,000 
leaving $4,000 as your working net. $4,000 divided by $10,000 produces a working net 
percent of 40%.  
 
The WN report will automatically calculate this for you if you use the EXCEL functions. The 
40% is a benchmark "good job" we know is possible from all chapters if thought and planning 
go into the preparation and produces the highest income for the chapter. We have some of 
our largest chapters that produce working net percentages in the high 40's to 50% combined 
with high membership drives. 
 
Once the Working Net is calculated, the split applies, and as a benchmark our split is 65 % of 
the working net to the chapter and 35% to National and may go up (benefiting the chapter as 
noted below). 
 
A. The Approach: 
 
Fewer things draw the interest of members, chapters and other organizations than the way an 
organization makes its revenue to continue the work and representing the chapters. There are 
three basic business models; charge chapters a 20 to 100% up charge for items on their 
banquet making a large profit (that immediately reduces your working net ability), or keep low 
margins and allow a much larger working net shared fairly by the parent organization and 
chapter, or in some cases both. 
 
Our members and chapters, not the National organization, are the focus of QUWF. We are 
not about creating huge super funds or a large overhead operation that are not functionally 
responsive to chapter needs. Other business models of conservation organizations may be a 
thing of the past because more and more, members want to "turn-the-dirt™" themselves. The 
later is how QUWF chose to manage its chapters, why? 
 
We are an organization that emphasizes private landowners, our members, doing the habitat 
work and keeping the maximum raised dollars for that work! 
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Our approach allows chapters a much lower cost of goods for the banquet and a larger 
potential for increased margins when you sell it, therefore making more, keeping more and 
spending more. 
 
Probably most important, under other scenarios where the chapter buys from the parent 
organization or designated vendors at a higher margin, once the "money" is spent, the 
chances are much less you will see a regional director because the fees are paying for his or 
her salary so there is no incentive to help the chapter with the event.  
 
We think it is much better to have our staff, all of us, as much as possible, be involved with 
the banquet and if at all possible, be at the banquet helping obtain the maximum revenue we 
can.  
 
We are not out to obtain 1,000 chapters, that is not who we are. We much prefer a smaller 
number of highly active conservationists, the true backbone of quail and upland wildlife habitat 
and population restoration and recovery. 
 
Second, membership is critical. Getting as many members as possible, as soon 
as possible is as important as the banquet itself. 
 
Memberships support all of our outreach, and the insurance of a chapter members and its 
habitat work. It further supports our web site and all our communication venues to members 
and chapters.  
 
As a rule, at least one adult from each family attending the banquet or event should 
become a member. 
 
B. The RD and Field Staff Split: 
 
Having the ability to see and examine other NGO financial models in detail, there is no doubt, 
success or failure of a chapter or the entire organization extends from the actions and support 
of Regional Directors (RDs) and the staff who directly support the chapters themselves. There 
is no substitute for personal service, good communications and standing in front of your 
members and chapters. That service demands highly trained and educated positions that are 
properly compensated to maximize the help, provide habitat assistance and support of 
chapter and members when you need it most.  
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AT QUWF we chose to provide partial funding by a 15% RD and Field Staff allocation from 
the Gross Working Net of your primary Fundraiser.  
 
This allocation does not cover all the expense of these extremely valuable positions, your 
road warriors, but helps allocate a portion to your support and direct RD expenses. It is 
automatically calculated for you using the EXCEL spreadsheet explained later in this section, 
on page 1. This fee goes directly to the RD and support staff expenses and is held in a 
separate account just for this purpose. 
 
NOTE: A membership incentive was added for 2012 that allows reduction of this 
percentage based on memberships paid at the banquet. It can reduce the RD percentage to 
zero. Please see the latest version of the Banquet fundraiser report for details. 
 
2014 UPDATE: This fee is designed to be eliminated by the growth of a region to the point 
an RD can be funded by the membership base of 3750 to 4000 members, at which time the 
fee will be eliminated. 
 
C. The National Split: 
 
Primary funding for the entire organization comes from the National split. Determined and set 
by the QUWF board of directors as the core of the business model.  
 
QUWF has established a standard 65% / 35% split as its benchmark level.  
 
This means, after the RD and Field Staff 15% is calculated and subtracted from the Gross 
Working Net (until such time it is completely eliminated by membership growth), then the 
65/35 split applies, 65% is retained by the chapter and 35% is sent to National. Again, the 
EXCEL report will automatically calculate these numbers for you or it can be printed out and 
manual calculations written in. These calculations appear on page 1 of the report. Also 
remember, as long as the chapter is profitable, and submits paperwork on time, all secondary 
event revenues are retained by the chapter. This is a huge benefit. 
 
D. Increasing the Split, More for the Chapter: 
 
Traditionally, local chapter sponsors have been a separate financial consideration of the 
banquet, split 50/50 with the National organization, or with some organizations, retained 100% 
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to help pay for National costs. QUWF felt that incentives could be included to increase the 
dollars going back to the chapter while helping National raise its operational dollars. 
 
A standard minimum charge for local chapter sponsors was established by the QUWF board 
as $250.00 or $300.00 depending on your economic community. 
 
Any amount above the $250.00 or $300.00 would be added to the working net as 
"underwriting revenue" on page 1. For example, if you sold a sponsorship at $1,000, $750.00 
would be added to the revenue as "Underwriting / Donations" revenue" on page 1 and not 
split 50/50, thereby increasing the chapter's actual revenue. 
 
The chapter retains $125.00, and National retains $125.00. QUWF, through its RD, may offer 
a sponsor item per sponsorship sold, and the cost of the item will come out of QUWF's 
portion. 
 
If the chapter decides to provide a membership or meals or gifts with the sponsorship, the 
cost will come out of the chapter's portion of the fee. A point here, do not over incentivize your 
local sponsors, the whole point is for their financial support, if you give it back in gifts, it leaves 
you little if any revenue and National cannot make it up. 
 
After the 15% for the RD and Field Staff, then to calculate the working net balance:  
 
If the chapter sells a minimum of 10 sponsors to 19 sponsors, the new split would be 
70% for the chapter and 30% for National. In using the EXCEL report, page 2, the 
percentages can easily be updated so the report calculates it for you. 
 
If the chapter sells a minimum of 20 sponsors to 39 sponsors, the new split would be 
75% for the chapter and 25% for National. In using the EXCEL report, page 2, the 
percentages can easily be updated so the report calculates it for you. 
 
If the chapter sells 40 or more sponsors, the new split would be 80% for the chapter and 
20% for National. In using the EXCEL report, page 2, the percentages can easily be updated 
so the report calculates it for you. 
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3. The Banquet / Event Fundraiser Working Net Report: 
 
A. Introduction: 
 
The most important report that a chapter has to manage is the Banquet or Event Fundraiser 
Working Net Report. It prepares the IRS reports for the entire organization and the chapter 
and keeps the official records of the chapter. 
 
If good records are kept in the planning stages, during the events for all expenses and 
revenues, it goes quite smoothly. It is when you do not prepare and hope "you can do it over 
the weekend" that it goes from a good hunting dog to a grizzly in a heartbeat. 
 
Keeping good written records of all banquet ticket sales, sponsors, purchases, services, and 
details makes it much smoother. Making an EXCEL spreadsheet of all auction items, silent 
and otherwise is very important and makes it very easy to match expenses to costs when it is 
over. Have someone at the banquet be responsible for the live auction items, writing down on 
the spreadsheet the sales price. Silent auction items and raffles are handled the same way, 
don't have just one person try to do it, frustration will overwhelm them. 
 
B: What Can be Expensed Against the Banquet or Event: 
 
Where we run into challenges is the actual items taken for expenses, so we will go over a 
brief list of what we can expect on your reports. These all require receipts. 
 
Cost of facilities Meals  Auction Items (actually sold) Raffle Items (sold) 
Framing  Printing - banquet tickets, posters, signs, raffle tickets 
Postage  **Advertising  Raffle Girls (10% of tickets sold) 
 
The raffle girls are considered casual labor and unless they make over $600.00 each or 
individually, you do not need to prepare a 1099. 
 
Basically, you are keeping all authorized expenses, subtracting them from all revenue to get a 
net income figure we call the Working Net. 
 
All expenses must have receipts and be submitted with the WN report within 10 days of the 
event completion. 
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If you offer the auctioneer meals plus a fee, the meals must be expensed against the 
auctioneer cost and an IRS W-9 should be obtained from the auctioneer to properly account 
for his compensation on a 1099. 
 
** Advertising expensed must be particularly for the banquet only and the majority (80%) of 
the ad space and content must be for promotion of the banquet in order to be expensed. 
 
C. How Much Can be Expensed and What Cannot Be Expensed: 
 
Another area to monitor and watch is how much is expensed against the banquet or event. 
Some items are not allowed to be expensed against your Working Net.  
 
Sponsor item expenses are to be allocated against your split of the sponsor package, not 
against the overall revenue of the event or banquet. 
 
QUWF National may supply you with an official sponsor item that we will cover from our 
sponsor split. 
 
Also, only those items sold at the event are legitimate expenses. For example, if you 
purchased 12 guns and only sold 6 at the banquet, only 6 can be expensed. Don't order more 
than you think you need.  The chapter can use the balance at a later date for secondary 
raffles but they cannot be expensed against the banquet or event. This is where close 
planning of purchases from VDP vendors or local merchants is important to control. Donated 
items are the best as you have no cost. Secretarial expenses are not considered legitimate as 
officers of the chapter cannot accept any compensation and will cause an IRS red flag. 
 
Additional sponsor items like guns, cannot be expensed against the banquet, they are 
expensed against the portion of the sponsor fee retained by the chapter ($125.00). Be careful 
here, the point of sponsorship is to underwrite your costs, if you provide too many benefits 
you end up gaining little if any and may in fact lose money. 
 
Ensure someone monitors the bidding process so if an item does not achieve its cost, it is 
either pulled from the auction or measures are taken to make sure the chapter does not lose 
money on the item. 
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Other banquet or event expenses not allowed are; 
 
Habitat expenses  Convention or travel expenses Seed or chemical programs 
Building funds   Any other chapter expenses   Vehicle programs/expenses 
Sponsor hunting events      Phones or phone lines not dedicated 100% to the banquet and  
only for the time of the banquet      D & O Insurance costs 
 
Addendum May 19, 2014: Approved by the BOD. 
 
The following items may NOT be deducted from the Banquet / Fund Raiser report or 
secondary mandatory reports as an expense or fee: 
 
Storage facilities of any type, garage rentals, building rental, barn rental, or any fees related to 
them. As the parent 501c3, subordinate chapters cannot deduct these expenses. It is 
recommended an approved and current chapter use a secondary raffle to pay for these long 
term chapter expenses. 
 
Memberships must be accounted for on page 3 of the report and should not be part of your 
expenses or revenue calculation.   
 
Memberships must have an added fee on the banquet ticket, memberships cannot be 
deducted from the working net revenue 
 
Memberships; if you included membership as part of the banquet ticket, simply break out this 
cost and record it on page 3. For example, if you sold 50 banquet tickets that included 
memberships for $55.00 each ($2,750 total), you would record $1,000 as banquet ticket sales 
(page 1 banquet ticket sales without membership) ($20.00 times 50 tickets) on page 1 of the 
report and $1,750 as membership ($35.00 times 50 tickets) on page 3.  

100% of membership revenue is returned to National with the WN report. 

Note: Please submit a copy of the banquet ticket with your Banquet or Event WN Report. 

National does not pay for memberships. 

As a rule, at least one adult from each family attending the banquet or event should 
become a member 
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D. Accepting Charge Cards and Debit Cards: 

We are set up to accept and run charge cards for chapter banquets or events and have a 
separate bank account for chapters. We accept MasterCard, VISA, Discover and American 
Express. Simply fill out the paper forms at the banquet or event, and send them in to National. 
Please be advised there is a 4% processing fee (subject to current rates) charged for use of 
the charge cards that will be subtracted from amounts run as this is charged by our bank, 
American Express charges much more at times so use them as a last resort. You should be 
able to get forms from your local bank to hand write slips or to use with a manual machine. 
We do not have the bank forms. 

Please make sure:  

1. The card number is very legible, the expiration date and security code are clearly 
noted as is the name. If we cannot read the information we cannot run the card and it delays 
returning your revenue to you. As a good backup, get the phone number of the card holder, 
write it on the slip. 

2. The amount is also written clearly with a brief description of the item. 

We hope to have the RDs equipped with portable terminals going forward, if they are in 
attendance, the charges will run automatically into the special charge card account.  

Please mail in your charge card receipts to National, P.O. Box 947, Buffalo, MO 65622  and 
we will immediately run them for you, acknowledging receipt of the paperwork to your 
Treasurer via email.  

Once they are run and clear of the bank  (about 48 hours) we will notify your Treasurer via 
email and cut an immediate check for you for revenue and if instructed will retain 
memberships charged or fees do National less the 4% processing fee we have to pay. 

Charge cards run should be noted on page 1, just under the final working net figure of the 
Banquet / Fundraiser/ Event Report. Remember, you can run both credit and debit cards. 

Some chapters have established a charge card processing account with their banks, but we 
hope you will use National if at all possible as it helps our (your) financial rating. 

Note: If you run charge cards you are required to maintain the information in a secure locked 
file and comply with the Homeland Security Regulations. We highly suggest the chapter have 
D & O insurance in place to protect itself. 
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NOTE: We do not condone, nor should the chapter provide a cash service for attendees with 
charge cards, acting like an ATM. Do not issue cash sums for charge card transactions where 
no product or service is actually purchased.  

Page 1: The Beginning 

 

The top half of page 1 of the Banquet / Fundraiser Report has the chapter and contact 
information in case we have any follow-up questions. Please complete it fully. Let us know if 
this is your main event for the year by marking the report. 

Remember, to qualify for the rest of the year to retain secondary event income, the entire WN 
report, all back up paperwork and all membership payments and lists must be to National 
within 10 days following the event. 
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Page 1 - Expenses and Income 

 

The middle section of page 1 of the report has the master listing of all expenses and income. 
By listing all of your expenses and income here, the EXCEL worksheet used on your PC will 
calculate the total expenses (e), and total income (l).  You can add other items to each list 
given the spaces provided. After the "Raffle Ticket" line of expenses, the report allows you to 
add other expenses to the report. Page 2 also allows for more expenses. The same applies 
on the income side, after  "Banquet Ticket sales", you can add other types of income in the 
extra lines provided. 

Note: the national average cost of banquet meals is $8 on the low side to $15 dollars on the 
high end, if you are not within this range, talk to your RD for ideas as your costs will be harder 
to manage and there may be better options. 

Note that membership should NOT be listed here in either expense or income on page 1. 

Page 2 (see below) is an additional listing for expenses that will feed into page 1. We do want 
you to break out and list individual VDP suppliers in your back up data so we can track the 
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success of the program and the individual vendors. Only totals need be shown on the report if 
there is not enough room. 

All guns need to be on invoices and totaled and matched against actual sales revenues. If 
they were not sold at the banquet, you cannot expense them, and they cannot be expensed 
against the working net if they were used for sponsor raffles or gifts.  

All expenses must have receipts and they must be included with the report when submitted. 

All revenues need to be listed including the two Argentina Dove Hunts if you chose to offer 
them. 

Please review all the criteria for the Argentina hunts, and if the minimum bid is not reached, 
they must be withdrawn from the live auction. 

All of your income from the raffles, live auction, and silent auction must be listed here and 
backup data (donation receipts and sales records) provided for each income category, 
literally, each sale. Underwriting donations are also listed here and these include any and all 
cash or monetary donations to the chapter for the banquet or event, including those amounts 
over the $250.00 local sponsor amount discussed below. 

All games featured at the banquet that had any income are listed here. 

The final line item of the income or revenue side is the banquet ticket sales that should not 
have any membership dollars in it at all. All membership fees collected should be broken out 
and listed only on page 3 of the report only. 

Take a look at the Gross Working net (a), as it relates to all the input with expenses and 
income. Playing with actual costs can reveal a better strategy for next year to generate better 
results, that is the beauty of a computer.  

The report will automatically calculate the RD and Field Staff allocation (b), or you can do it 
manually by multiplying  the Gross Working Net times 15%. This then feeds into Page 3, the 
lower half of the page is the listing of payments potentially due Nationally and a place to 
record check numbers.  

The balance of the working net is calculated  (a-b), and repeated as the final working net (c). 
Note the percentage of the Working Net to the left side under the expense column. 

Our stated goal for a working net percentage is minimum 40% for all chapters. 
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Check how your working net compares to the corporate goal of 40%, and again, this EXCEL 
sheet allows you to "what if" and see how to get better working income. 
 
Page 1 - The Split  
 
 

 
 

 

 

 

 

 

 

As the numbers crunch for you on the spreadsheet, the bottom portion of page 1 calculates 
the working net split for you (see above). If you have more than 10 local sponsors you can 
change the split calculations to reflect the new split (see page 3 of the report). Just click on 
the chapter box and the formula will appear in the fx: line at the top of the page and change 
the percent from 65% to the new qualified level, such as 70% with 10 sponsors. Do the same 
for the new national portion. 

This will feed into page 3, on the bottom, which tracks payments due National and places the 
split amount 35% (or whatever you changed it to based on qualified sponsors on page 3) as 
the base, into the payment column plus the RD calculations so you only need to write one 
check. You must change the national split formula to the new percent just like the chapter split 
above. 

Memberships should be on a separate check to keep it segregated in your books and ours. 

Note the red reminder:  

All original expense receipts and revenue reports by category and item must be included with 
this report. 

If you have any comments, suggestions or notes for the accountant, please write them in on 
the bottom of page 1. We will read them and thank you for any ideas. 
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Page 2 - Other Expenses 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Page 2 totals will feed back into page 1 on the last line of expenses for you. Ignore the 
EXCEL label on the above illustration showing page 1, it is the software labeling the active 
page. 
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Page 3 - Memberships  

 

 

On to page 3 of the report, first thing, enter the number of people in attendance 
at the top of the page. 

All of the membership categories are listed for you, simply fill in the number you sold at the 
banquet or pre-banquet and it will calculate the amount due for you and drop it to the bottom 
of the page in the payments section. Submit the EXCEL list of memberships with your report. 
The renewal date will reflect the month of the banquet. 

The chapter should have a manned membership table at all events with "talking points" 
of QUWF and the chapter's accomplishments. 

As a rule, at least one adult from each family attending the banquet or event should 
become a member. Memberships must be charged on the ticket and not deducted from 
banquet revenue. They have to be accounted for separately for IRS purposes. 
 
The most current "Talking Points" one sheet is loaded for you in the "Tool Shed" and updated 
as appropriate in the chapter ADMIN section. You may download it as a PDF and print it out. 
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We suggest the chapter also have the "Impact Survey" copied to the back of the membership 
form and completed at the same time. 

NOTE: If the chapter sells or provides the lead to securing a Guardian, Benefactor or 
Presidential member, upon payment, the chapter will receive a 15% commission on the 
Guardian level $750.00, and the Benefactor Level $1,500 with the Presidential level receiving 
a 20% commission or $5,000. 
 
Memberships should NEVER be deducted from the working net revenue, and must be tracked 
separately on page 3. 
 
The "Impact Survey" is a very important sales tool for the chapter in the future. Make sure the 
reports are submitted with your report. 

Page 3 - Sponsor Memberships: 

 

 

 

 

 

 

 

 

 

 

  

Again, the point of having local sponsors is to help underwrite the banquet and support 
National. If you provide many benefits and gifts, it defeats the purpose of the program and you 
should then increase the amount you charge for the sponsorship. National cannot make up 
the shortfall as we are tasked with minimum overhead. *Any incentives for local sponsors 
comes out of the chapter half, $125.00. 
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The middle of page 3 is the recording place for the local sponsors. Ignore the page 1 on the 
illustration, it is merely the EXCEL program labeling the section. As you enter the number of 
sponsors it calculates the amount due National and will feed this amount into the payment 
section on the bottom of page 3. 

Enter the number of sponsor packages sold, and if approved by your RD or National, enter 
the number of Sponsor Gifts to be paid from the portion due National. It will subtract that 
amount for you. 

Any amount above the $250.00 or $300.00 sponsor fee should be listed on page 1 and 
included in the "Underwriting/Donations" line revenue. For example, if you had a $500.00 
sponsor fee, $250.00 would go into the underwriting revenue, and $250.00 would be 
sponsorship fees calculated here. 

*If you provided a membership or meal(s) or gun raffle for the sponsor, it would be subtracted 
from the chapter portion, not the National portion, which is not listed here. 

Sponsor meals, gifts, raffles and or memberships are NOT to be listed on the expenses 
for page 1, they are expenses against the chapters portion of the local sponor package 
split  (the $125.00 portion) not the working net. 

If you sold more than 10 local sponsors, your split calculation percent changes for the overall 
working net. For example, if you sold 15, you would change the split percentages on page 1 
to 70% for the chapter and 25% for National by simply editing the formula by clicking on the 
box with the final dollars in it for the chapter or National split. It should read sum(j41*65%), 
simply change the 65 to 70, don't forget to include the percent sign. Also change the national 
split formula as well You would perform the same change for other remaining sponsor levels 
as well. Of course you can perform this manually by multiplying the WN times the percent 
split.  

We highly recommend that the Treasurer and Chairman be computer literate and be able to 
proficiently use EXCEL spreadsheets, potentially use Quickbooks or Quicken and have email 
access for the chapter. 
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Page 3 - The Payment Section: 

It all comes together here, please ensure this portion is complete either manually or with 
your PC using the EXCEL report. 

             
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

  

If you sold one of the Argentina Dove hunts, it will feed in from the front page, and remember 
there is a minimum amount to award the hunts, otherwise you must not sell the hunts. 

Cross check your totals to make sure they agree with what the report calculated. 

As much as we cross check this spreadsheet, it is possible formulas may not work or an 
unintentional input may affect the final numbers. ALWAYS cross check your work with a 
calculator and your written expenses and receipts.  If you find an error, please let us know 
as soon as possible and we will get it right. 
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Page 4 - The Officer and Committee Members 

             
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

 

 

Please fill out the chapter officer and committee member list on page 4 of the report. Ignore 
the "page 1" on the illustration, it is merely the EXCEL program labeling the section. 

We will send a thank you letter and certificate to the committee members who volunteered 
their time to make this event possible. 
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As the reminder states, please include your membership lists with the reports, Impact Survey 
and checks with the Banquet / Fundraiser Report and send all the paperwork within 10 days 
following the event.  

There is a page 5 of the Banquet/Fundraiser report which repeats the instructions written here 
in Section 7 for a quick review while completing the report. 

The Banquet / Fundraiser Report, the membership lists and Impact Surveys are 
considered company confidential information and should not be provided to any third 
party under any circumstances at any time unless approved in writing by the QUWF 
Executive Director. Officers not re-elected or leaving the chapter have an ongoing 
obligation to honor this confidentiality. 

Finally, thank you! Taking good care of the financial structure of your chapter is the critical 
mass that keeps all moving forward. As volunteers your hours of dedication directly help the 
resource we are all working so hard for. 

What Happens If the Chapter Does Not Submit The Report On Time? 

If there are any circumstances and the chapter is unable to submit the Banquet report within 
the 10 days, please notify National immediately so we may make a note in the file and 
establish an exact date, but within 30 days, for submission. No actions will be taken if the new 
established date is met. 

If the report goes past 30 days, the chapter will receive a warning letter to please submit the 
reports and the report will be under review when submitted. 

If the Chapter goes to 60 days past due, several things happen. The chapter will receive a 
notice their charter is now on probation and the chapter insurance coverage will be 
suspended until the reports are submitted and the account is current within 5 days. The 
chapter no longer has any access to purchase programs, discounts or other benefits and their 
access to the "Tool Shed" is turned off. 

As always, if you have any questions, ideas or comments please feel free to contact us at 
National, we all must be flexible for the future of our organization, listening carefully to all input 
and evaluating the best course for Quail and Upland Wildlife Federation, Inc., truly your 
organization. 

  

 

"Making A Difference For Wildlife, One Acre At A Time" Page 23 

© Copyright 2014, QUWF All Rights Reserved. 

 



Section 7 Approved by the QUWF Board of Directors - July 2010 

  Updated March 1, 2011 - Approved Unanimously by the QUWF BOD 

Updated May 19, 2014 – Approved Unanimously by the QUWF BOD 
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