Seattle Children’s Guild Association

Resource Guide

Guild Association

Our Mission
We advocate for Seattle Children’s
through volunteer, philanthropic and
community endeavors to ensure
hope, excellent care and advanced
cures for children.

Our Vision
We will be the charity and volunteer
organization of choice in the
Northwest by fostering a thriving,
passionate and diverse population of
guild members.

Our Core Values
Legacy: Supporting Seattle
Children’s founding promise to
provide care to children in our region
regardless of race, religion or their
family’s ability to pay.
Compassion: Demonstrating
empathy for patients, families, staff
and one another.
Generosity: Sharing our time, talents
and resources.
Inclusion: Nuturing a diverse
population of members.
Integrity: Maintaining transparency
and honesty at all times, both in our
membership and our operations.

A note from the Seattle Children’s
Guild Association Executive Director
Thank you for volunteering your time to be a leader in your guild. For
more than 110 years, guild members have helped Children’s provide
world-class healthcare to children in our region through fundraising,
volunteering and advocacy.
We are fortunate to have hundreds of guilds raising money and
awareness for Children’s all year long. Through their collective efforts,
millions of dollars are contributed each year for uncompensated care,
research, facilities and other programs.
Fundraising is fun, but it is not always easy. A lot of work goes
into planning and implementing events and projects. And just
when you think it is over, there is cleanup and financial reporting!
Financial details matter in fundraising. One of the main reasons
our guilds continue to thrive is our integrity. Donors trust us with their
money. That’s a huge responsibility, which each guild member helps
to fulfill. We must ensure that we are raising money for Children’s
according to federal and state regulations. Therefore, Children’s
requires specific event reporting and donor information from guilds.
It is our hope that this guide will familiarize you with our fundraising
policies and procedures and provide you with the knowledge to help
you be successful. Our staff is a wonderful resource as well — please
call on us. We are here to support your fundraising efforts. We have
many resources and templates available on our website or by calling us.
We pride ourselves on the honesty and sincerity of our members.
We trust that you will make decisions and manage your events in the
best interest of Children’s.
Thank you for your commitment and support. Together we make a
big difference. Have fun!
Sincerely,

Innovation: Pursuing new ideas for
fundraising, advocacy and 		
operational processes.

Aileen Kelly
Executive Director
Seattle Children’s Guild Association
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Welcome to the Guild Association
About
Seattle Children’s Guild Association is the largest all-volunteer fundraising
network for any hospital in the nation. We serve as the umbrella organization
for nearly 400 guilds composed of friends, family, co-workers and community
members who donate their time and resources to support Children’s.
Areas of Support
Through the generosity of our guild members and a caring community, the Guild Association is able to provide essential
support to Children’s in various ways:
Uncompensated Care
First and foremost, the Guild Association honors Children’s founding commitment to provide care to all children in our
region regardless of their families’ ability to pay. This is what we call uncompensated care. Supporting uncompensated
care is at the heart of the Guild Association and our philanthropic efforts.
Special Interest Guilds
Some guilds, known as “special interest guilds,” dedicate their efforts to support a specific area of the hospital or
research institute. Our special interest guilds have given generously to support various specialty areas including, cancer
research, cardiology, mitochondrial research, Child Life and many more.
Funding Hope
Each year since 1994, the Guild Association has directed a portion of our fundraising efforts to a designated fund
or program at Children’s. The gift amount and program are determined annually by the Guild Association’s Board
of Trustees based on priority recommendations from hospital leadership. For information about our current funding
hope awards, please visit our website at seattlechildrens.org/ways-to-help/guilds/about/funding-hope
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Our History
The story of Children’s and the Guild Association
Near the turn of the 20th century, Anna Clise, a prominent and
influential Seattle woman, suffered a tragic loss: the death
of her 5-year-old son, Willis, to “inflammatory rheumatism.”
She was convinced that Willis would have lived if there had
been adequate pediatric care available. With her grief came
a determination to spare other families the same sorrow.
In January 1907, she invited 23 friends to pledge $20 each
to establish the first healthcare facility on the West Coast
solely devoted to children. The result was the creation of
the first guild. A few months later, five neighborhood guilds
were established in Seattle. In 1908, as a result of their
fundraising efforts, the “Fresh Air Cottage,” a 12-bed
children’s orthopedic facility, opened its doors on Queen
Anne Hill.
One early program that connected the hospital with the
community was the “Pound Party.” Hospital trustees issued
a public invitation to visit the “Fresh Air Cottage” with the
price of admission set at one pound of staple food per visitor.
This project kept the hospital’s food supplies replenished.
The Pound Party became an annual event and after several
years volunteers needed nearly two months to sort and
count all the contributions.
In 1911, a 40-bed hospital was built with funds raised by
guild members. In 1926, guilds launched a thrift shop, a gift
shop and a sewing center. These business outlets, aimed to
appeal to all economic levels, helped sustain the hospital
during the difficult Depression years. One of the guilds’ most
successful fundraisers, the Penny Drive, started in 1926 and
remained a Washington state tradition for almost 50 years.

Children’s current facility in Laurelhurst opened its doors
in 1953. Dozens of guild members orchestrated the eightmile taxicab and ambulance caravan to move all of the
patients across Seattle. As Children’s expanded its capacity
and began to treat patients from the whole state, the
number of guilds continued to increase steadily. Today,
Seattle Children’s is ranked among the top pediatric hospitals
in the nation by US News and World Report.
The Guild Association was recognized by the Internal
Revenue Service as a section 501(c)(3) tax-exempt organization and an affiliate of Children’s Healthcare System in 1986.

“Our passion is providing better outcomes for our
patients. You help make this possible,” Dr. Jeff Sperring,
Chief Executive Officer, says. “Guilds have supported us
with both fundraising and advocacy for more than a
century. Thank you for this remarkable legacy and for
your unwavering support into the future.”

Seattle Children’s Mission
We provide hope, care and cures to help every child live the
healthiest and most fulfilling life possible.
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How the Guild Association Supports You
We hope this guide and the additional information
at seattlechildrens.org/ways-to-help/guilds will answer
your questions and help you create successful events
and projects.
Guild Association staff are available to answer your
questions and assist you. Email us at guildassociation@
seattlechildrens.org or call 206-987-2153 or 800-635-1432.
Here’s a brief overview of ways the Guild Association can
support you and your guild:
Marketing and Membership
• Provide assistance with marketing and promotions,
outreach and publicity
• Provide ideas to expand and retain membership
• Provide support in scheduling guest speakers
• Review media outreach and other marketing-related
questions
• Promote events through various social media outlets
Fundraising Projects
• Guild project and fundraising ideas and support
• Funding Hope promotion
• Problem solving
• Media and publicity advice
• Corporate sponsorship questions
Compliance
• Obtain IRS Federal Tax ID number designating
501(c) 3 status
• Provide information regarding Federal, state and local
laws and regulations for non-profit fundraising
• Provide financial reporting standards
• Training and consultation for guild treasurers

Hospital and Research Institute Tours and Meeting Rooms
Tours can be arranged for your guild, and meeting rooms
can be reserved. All meeting room reservations must be
made through the Guild Association, and availability is
on a first-come, first-served basis. Please call the Guild
Association at least four weeks in advance of your meeting
to make arrangements, as meeting rooms fill quickly.
Event and Project Ideas
Whether your guild has recently formed and is exploring a
first event or it has been hosting a luncheon for 10 years and
wants to do something different, you can contact the Guild
Association for ideas. We will help you brainstorm options
that complement the skills, interests and resources of your
guild members. We can also put you in touch with other
guilds that have held events similar to your guild’s interest.
Event Supplies
The Guild Association has a variety of supplies you can
reserve for your event, including banners, table runners,
clip boards, pens, aprons, collection jars, cash boxes, balloons
and a prize wheel. Please call the Guild Association to
reserve supplies well in advance of your event.
Mailing Services
Depending on the mailing, your guild may be able to use the
GA’s non-profit permit and can benefit from discounted
postage by following the U.S. Postal Service guidelines for
nonprofit mailings. Please help the hospital uphold its
nonprofit mailing permit by following proper mailing
procedures and checking with the Guild Association before
you begin designing your invitation or mailing.
Communications
The Guild Association produces a printed newsletter,
Guild News, which is mailed to members three times a year.
This publication contains news and information about the
hospital, the association, membership, guild events and
tips for success. Guild News is also available electronically.
Contact the Guild Association to opt-in.

Guild Orientation
• Guild Association staff will meet with your officers for an
orientation to review essential aspects of compliance and
best practices.
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Ways to Support Children’s

Susannah White’s Three Feet of Sunshine Guild hosts an annual “Monster Bash.” The Peaks of Life Guild hosted the “Seven
Summit Soiree: A Celebration of International Climbing Culture,” a dinner and auction.
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The Pediatric Brain Tumor Research Guild hosts its annual “Run of Hope.”

Ways to Support Children’s
As a guild member, you can support Children’s in many different ways. While
most of your activity as a guild member falls within the Guild Association, some
areas of giving are administered through the Seattle Children’s Hospital and Research Foundation, a separate 501(c)(3) organization. The Guild Association and
the Foundation are located in the same office, work closely together to raise
money for Children’s and share resources to ensure the most productive and
cost-effective operations.

5
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Supporting Children’s

Volunteer Hours
Time spent by guild members on the following:

Through the Guild Association

• Guild meetings

Membership Dues
Members remain active by paying $25 dues each October.
Membership dues are a tax-deductible donation and support
Children’s uncompensated care unless the guild member
directs them to another fund. In 2017, Children’s provided
over $164 million in uncompensated care to patients whose
families could not afford to pay all or part of their medical
expenses. By renewing your membership each year, you
demonstrate your commitment to helping thousands of
children and their families.

• Projects (includes driving and phone time)
• Fundraisers
• Volunteering at Children’s

Fundraising Projects
Funds raised through your guild project, including sponsorship dollars, ticket sales, auction purchases, direct donations,
craft sales, etc.
Employer Matching Gifts
Gifts made by an employer to support and match an
employee’s 100% tax-deductible gift to Children’s.
In-Kind Gifts
Noncash donations such as crayons, blankets, books, gift
cards, baby booties, and toys.
Bargain Boutiques
Quality donations of new and gently used clothing, jewelry,
accessories, housewares, antiques, furniture and collectibles
may be made to any of the six Seattle Children’s Bargain
Boutiques located in North Seattle, Redmond, Kent,
Bainbridge Island, Kennewick and Olympia.

Consider holding a Bargain Boutique drive donate and solicit items from neighbors and
friends.

Please report your volunteer hours to your guild treasurer.
The treasurer should keep track of the total hours and
include them in the Treasurer’s Report when sending money
to the Guild Association. Volunteer hours can also be called
in or emailed to the Guild Association office at
any time. Some employers make a financial donation
by matching their employees’ volunteer hours.

Volunteer hours make a difference. The
cumulative total of all volunteer hours makes
a positive impact in grant applications and
appeals to legislators because those hours
are evidence of community support for
Children’s mission.
Advocacy
We appreciate being able to call on our members when
we need to share a message or request support of a particular
issue. Guild participation ranges from displaying yard signs
or attending rallies or meetings, to sending email, posting
messages on blogs and using guild websites and social
media to garner additional support for the hospital.
The Guild Association believes that member advocacy
helps advance the hospital’s mission to provide hope, care
and cures to help every child live the healthiest and most
fulfilling life possible. Such passionate support will always
be crucial to Children’s success and is deeply appreciated.

Purchase a Miracle
Purchase a Miracle is a spring grocery store campaign.
Guild members place “shelf talkers” in stores to indicate
which manufacturers are offering donations to Children’s
when specific products are purchased. Guilds receive
“soft credit” in our Annual Report for each store tagged.
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Through the Foundation

Credit for Your Contributions

Annual Giving

Your contributions to Guild Association and Foundation
programs are appreciated and will be recognized in a
variety of ways. Guild credit refers to the recognition
received in the Guild Association’s Annual Report, which
details contributions made by each guild. Every guild
president will receive a preliminary annual report verification
letter each Winter to confirm the accuracy of total credit
recorded for your guild. The guild president and treasurer
must review the information and return it to the Guild
Association by the specified deadline in order to make
changes or updates. To ensure guild credit, include the name
of your guild when making gifts. Guilds can receive credit for
the following types of contributions:

• Commemorative giving: memorials and honorary gifts
• Year-end and spring appeals: direct mail
• Individual giving: $5 to $9,999
• Children’s Circle of Care: individual gifts of
$10,000 or more
• Research Champions: individual gifts of $1,000 and
guild, corporations’ and foundations’ gifts of $2,500
or more designated to research
• Miracle Season, Miracle Makers, Radiothon

Projects
Guilds receive credit for the net amount of funds raised
through a project or event. Guilds that participate in other
guilds’ events will receive volunteer credit if they report
their hours to their own guild’s treasurer.

Major Gifts
• Gifts of $50,000 or more from individuals, corporations
or foundations
• Endowment: a permanent fund that generates an ongoing
source of income for a designated purpose; established
with a $50,000 gift

Purchase a Miracle
Guilds working on the Purchase a Miracle campaign
receive $750 in credit for each store they tag.

Legacy Planning
• Gift annuities and life estates

Children’s Foundation Events
Guild members who volunteer at Children’s Hospital
Foundation events (such as the Auction of Washington
Wines, Miracle Makers and the Radiothon) receive
volunteer hour credit, if they report their hours to
their guild treasurer.

• Bequests
• Charitable remainder trusts
• Family and guild endowments

In-kind Gifts
In-kind gifts can be credited in the Guild Association
Annual Report only if the dollar value is included in
the Treasurer’s Report. If items are dropped off at
the Volunteer Office, please be sure to complete
a donation form.
Bargain Boutiques Donations
Credit will be given for the estimated donor-stated value
of items donated to the Bargain Boutiques. When pricing
donations for sale, use 25% of the original purchase price
as a guideline. Please remember that you must submit
a completed retail donation form in order to receive
guild credit.
Guilds may also receive recognition in Guild News and
sometimes Connection. We typically use guilds’ reported
gross totals when celebrating their success in
these Children’s publications.
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Your Guild

The Adaline Coffman Guild hosted a holiday gala, “Night Among the Stars - A Light in the Life of a Child.”
Avery’s Gift Guild hosted the “Feel the Thrill, Conquer the Hill Walk/Run.”
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The Friends of Costco Guild at their annual Children’s Golf Classic.

Your Guild
We ask that each guild form with four core members: president, vice president,
treasurer and secretary.
Only dues-paying members are eligible to hold office. To avoid burnout
and to ensure other members have leadership opportunities, we recommend
two-year terms. Longer terms are permitted at the Guild Association’s
discretion and with extra auditing measures in place.
Typically, new officers should be elected at a guild meeting prior to October
(the beginning of Children’s fiscal year), which is considered the best time to
kick off a new year and new officers. However, each guild may select the time
of year that best meets their needs.

9
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Bylaws

Treasurer
The treasurer has the important responsibility of handling and
accounting for all guild funds and donations. The treasurer
will serve as the main contact for the Guild Association
accountant in providing information for IRS filings, etc. Guild
Association staff are available to support the treasurer and
provide training and guidance.
The role of treasurer has two parts: 1) maintaining the
guild’s financial records and 2) providing event/project
and donor information to the Guild Association.

While not required, adopting bylaws can help your guild
think things through. Bylaws are valuable because they
provide structure, define roles and responsibilities, and
describe the rights your members have within the guild.
Bylaws should be about guild officer roles and when terms
change. Should the structure of the guild change, bylaws
can be amended.
When establishing bylaws, it is important to carefully
decide what format best suits the purpose and personality
of your guild. In some guilds, it works best to empower an
executive committee to handle the day-to-day affairs of
the guild. In others, it is better to let the membership at
large make decisions. Most guilds are structured so that
the decision-making power is balanced between officers
and members.

Role #1 — Maintain Financial Records
• Keep complete and accurate financial records, receipts
for all expenditures and guild bank-account statements.
All financial records must be retained for a minimum of
seven years.

For a bylaw template, please contact the Guild Association.

Guild Officers
President
The guild president is the main contact for the Guild
Association and will receive periodic mailings. It is important
for the president to communicate frequently with guild
members, delegate responsibilities and recognize each
member’s efforts.
The president’s duties include (but are not limited to):

• Submit treasurer’s report.
• Submit financial information to the Guild Association
for tax filing requirements.
• Work with the president to ensure an annual internal
audit is completed and returned to the Guild Association.
• Verify your guild’s contributions with the president for
publication in the Guild Association Annual Report.

• Distributing Guild Association correspondence and information to members and officers, including forwarding
membership rosters to the membership chair

• Present a financial report at each guild meeting.

• Planning and leading guild meetings

Why It’s Important
Financial details matter in fundraising. We must ensure
that we are raising and managing funds in accordance with
federal and state regulations. We pride ourselves on the
commitment and integrity of our guild members, and trust
that our guild treasurers will manage the responsibilities of
the role to the best of their abilities.

• Recruiting committee chairs
• Welcoming new members
• Attending or sending representatives to Guild
Association meetings and training workshops
• Providing donation receipts to the guild treasurer
for maintenance of guild records

Presenting a Financial Report at a Guild Meeting
It is important that your members are made aware of your
guild’s financial position on a regular basis. At each meeting,
the treasurer is required to present to members the following:

• Ensuring that all officers are fulfilling their
duties effectively
• Reviewing and obtaining appropriate signatures
for bylaws
• Ensuring an annual internal audit is completed as directed
and submitted to the Guild Association. Forms will be sent
to the guild president and available online.
• Providing guild officer updates

• Review fundraising and IRS requirements thoroughly
before starting a project, and ensure your guild complies
with the requirements.

• Beginning bank balance
• Receipts (by source, e.g., ticket revenue, sponsorship,
donations, etc.)
• Expenses
• Amount submitted to Children’s

• Verify your guild’s contributions with the treasurer for
publication in the Guild Association Annual Report.

• Ending bank balance
This information must be recorded in the meeting minutes.
It is most helpful to the guild secretary if the treasurer submits
a written report for inclusion in the meeting minutes. Supporting documentation must be available at the meeting to
respond to any questions pertaining to the guild’s financials.
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Role #2 — Provide Event/Project and Donor
Information to the Guild Association
• Reconcile project revenue and expenses.
• Send guild project revenue and Treasurer’s Report* to
the Guild Association within 90 days of your event
(revenue must be received by September 30 of each
year to be credited in that year’s Annual Report).
• Ensure all outstanding project revenue is received

Why It’s Important
The Guild Association needs this financial and donor
information within 90 days of your project in order to:
• Book your guild’s contribution to the appropriate fund
• Approve or process employer matching funds
• Record your donors’ cumulative giving to Children’s
• Provide funds to begin helping patients and
families right away

• Provide accurate donor information including donor
name, address and gift amount, preferably in excel.

Tips for Treasurer

• Keep track of members’ volunteer hours and submit
them to the Guild Association by September 30 for
the Annual Report.

• For helpful information and tools, visit
www.seattlechildrens.org/ways-to-help/guilds.
• Read over the list of treasurer’s responsibilities and

• Submit a completed Raffle Report to the Guild Association
within 90 days of raffle drawing.

the Treasurer’s Report checklist — it will save you
time in the long run.

*The treasurer must complete a Treasurer’s Report to
accompany any money submitted in to the Guild Association
(this form can be found on the Guild Association website).
Most likely, a Treasurer’s Report is prepared when a project
or event has concluded. It is important to review what
information the Guild Association needs before the project
takes place to ensure you’re tracking what is required.
The Guild Association will need to know:
• How many event tickets did you sell and at what
price? If your tickets were $75 or higher, was there
a tax-deductible portion of the ticket price, and if so,
how much?
• Who made individual donations? Include name, address,
phone number and gift amount for each donor, preferably
in excel.

• If you have an auction or event chair, work with them
to get needed information such as ticket revenue,
sponsorships and auction item sales.
• Use the Guild Association staff as a resource.
• Request a treasurer training when the guild changes
officers.
We recognize that many software programs exist to
support fundraising activities. When submitting required
donor information, we request that it be provided
electronically on an excel spreadsheet (template available
online or from the Guild Association).

• If you had an auction, what was the value of the items,
who donated them, what did they sell for and who
purchased them?
• Did you have event sponsors or underwriters? Did
they receive any goods or services in exchange for their
contributions, and if so, what was the fair market value?
• Did anyone donate goods or services valued at $1,000 or
more? Include name, address, phone number, description
of goods and services, and value of each donation.
• Did you pay for services valued at $600 or higher? If so,
did the vendor complete and return a W-9 form?

11
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Secretary
The guild secretary’s main responsibility is to take meeting
minutes. Minutes serve the purpose of recording group
memory and should always be approved at the next month’s
meeting; thereafter, they should be kept on file for future
reference. Meeting minutes are legal documents and are
guild property. It is important to include the treasurer’s
financial report with the minutes, as well as copies of any
other reports and documents presented at a meeting.
At the beginning of each year, the guild should discuss
how minutes will be distributed to members.

• Reviewing the guild roster for correct information including
member names, addresses, phone numbers and email
addresses. The roster also indicates dues payment status.
(Copies of the roster are mailed to the president twice
annually. An updated roster can be obtained at any time
during the year by contacting the Guild Association office.)
• Encouraging event guests to become members by setting
up information booths at events and making membership
appeals from the stage
• Holding membership drives and recruitment events
• Using a guild website and social media to attract and
encourage new membership

Taking Minutes
• Note the guild name, meeting place and date.

• Looking for ways to recognize and retain existing
members

• Indicate the time the meeting was called to order.

• Referring names of any prospective guild members who
cannot be accommodated by your guild to the Guild
Association office, so that we can explore other guilds
for them to join or help them form a new guild

• List names of guild members present at the meeting,
names of those absent and name of the person presiding.
• Note approval of previous minutes, including corrections
and/or additions.
• Record the Treasurer’s Report noting checking account
balance and any deposits or expenses since the last report.
The treasurer should report the amount of any credit card
transactions that were processed at Children’s.
• Record all motions, whether adopted or not, as well
as the vote count.
• Record action items and people responsible for carrying
them out.

Guild Meetings
Time is one of the most precious gifts guild members can
offer to Children’s. With today’s hectic schedules and busy
lives, effective guild meetings are essential. The following
tips will help make your meetings more interesting,
productive and fun.
Scheduling Meetings
Determine a meeting schedule that makes sense for your
guild. Monthly meetings are recommended to keep momentum going; however, it may work best for your guild to meet
every other month, to take summer months off, or to meet
every week in the month(s) leading up to your project.
Discuss with members the best day, time and location
for meetings, and then establish a meeting calendar for the
entire year. Typically, October (the beginning of Children’s
fiscal year) is considered the best time to induct new officers
and kick off a new year, but choose what’s best for your
guild, depending on the timing of your project and your
members’ schedules.

• Keep report summaries brief and attach all documents
reviewed at the meeting to the minutes.
• Note final announcements, time of adjournment
and time/date of next meeting.
• Include your signature on hard copy reports.
• Distribute minutes to all guild members.
Membership Chair
The membership chair manages all aspects of guild
membership, including recruitment, retention and support.
Membership chairs make guilds more dynamic and productive by focusing exclusively on the lifeblood of the Guild
Association — its members.
Specific membership chair duties include:
• Encouraging 100% paid membership
• Maintaining an accurate, up-to-date list of guild members
and their contact information and quickly sending changes
to the Guild Association

Preparing for Meetings
Prepare an agenda for your meeting, with time allotments
specified for each agenda item. This ensures that all necessary items are covered and prevents discussions from going
over time. (Preparing an agenda will also alert you to when
information or supplies are needed prior to the meeting.)
Establish specific goals for each meeting, and include
them as an opening agenda item. Invite other officers and
guild members to make reports as needed.
Add an inspirational and/or educational piece to your
meeting. Show a patient video, arrange for a hospital
speaker or invite a Guild Association trustee to share
what’s new at Children’s.
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During Meetings

Guild Membership and Dues

• Carve out time for socializing before diving right
into business.

Membership Policies

• Determine who will take minutes if the secretary
is not present.

• All guild members must join the Guild Association by
paying annual dues or joining as a lifetime member. Dues
are payable once each fiscal year and cover the period
from Oct. 1 through Sept. 30.

• Ask officers and meeting attendees if they have
additions to the agenda.

• Dues are a tax-deductible donation and may be directed
to any fund by the member.

• Recognize the work of fellow guild members.

• The Guild Association sends dues renewal forms each
October and reminder notices to members who do not
respond to the renewal request.

• Distribute the meeting agenda and stick to it.

• Call for motions and seconds after appropriate
discussion.
• Vote on business items. For voting purposes, in general,
the majority rules. The guild should determine if a majority
represents members present at a meeting or the majority
of the entire membership.
• Vote either to extend the meeting time or to table an
issue when consensus is not reached on an agenda item.
It may be helpful to form a small committee to meet
separately and report back with recommendations at
the next meeting.
• Determine accountability and deadlines for action items.

Sample Guild Meeting Agenda
Guild Name:
Meeting Date & Time:
Meeting Location:
I.

Social time............................................................7:00 p.m.

II.

Welcome & patient video...............................7:15 p.m.

III.

Review of minutes.............................................7:25 p.m.

IV.

Meeting goals......................................................7:30 p.m.

V.

President’s report..............................................7:35 p.m.

VI.

Treasurer’s report..............................................7:45 p.m.

VII.

Committee reports............................................7:50 p.m.

VIII.

Announcements.................................................8:05 p.m.

IX.

Unfinished business..........................................8:10 p.m.

X.

New business.......................................................8:20 p.m.

XI.

Adjournment........................................................8:30 p.m.
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• Members who do not pay dues for one fiscal year will be
automatically dropped from the membership database
on Oct. 1. Members will be reinstated on all rosters and
mailing lists once dues are paid.
• New members can join at any time during and will be
listed on the guild’s roster after payment is received.
• New membership dues received August 1 through
Sept. 30 are applied toward the upcoming fiscal year.

If you would like to make an even greater
commitment to Children’s, consider lifetime
membership in the Guild Association.
Individuals make a onetime $1,000 gift
and couples make a onetime $1,500 gift
to become lifetime members.
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Policies of the Guild Association
— Commitment to Compliance

The Preston Kuppe Guild presents its annual “Art a La Cart Auction and Luncheon.” Fran Nordstrom Guild 2.0 at its “CarnVINO”
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The Dr. L.G. Spaulding Guild presents its annual “Silver Fantasy Dinner and Auction.”

Policies of the Guild Association — Commitment to Compliance
One of the main reasons guilds have continued to thrive for more than 110
years is the integrity of our members. Donors trust us with their money. That’s a
tremendous responsibility, which each guild member helps to fulfill. In the interest
of Children’s and the communities in which we raise and manage funds, all guilds
must operate in accordance with applicable federal and state regulations. As
these regulations become more complex, you can count on the Guild Association
to provide the resources and guidance you need to be “fiscally fit.”
The Guild Association works closely with the Internal Revenue Service, the
Washington Secretary of State, the Washington State Gambling Commission and
Washington State Liquor and Cannabis Board to provide all guilds with current
regulations and reporting procedures to ensure our nonprofit status. The Guild
Association Board of Trustees, Fundraising and Membership Committees and
staff members assume the responsibility to educate guild members on our
fundraising policies. The Guild Association trusts our members to comply with
established policies, take the time to familiarize themselves with our guidelines,
ask questions and share the information with new members as they join their
guild.
15
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The Guild Association:

Banking and IRS Federal Identification Number
The IRS requires that each guild have a unique Federal Tax
Identification Number. The Guild Association office will
apply for this number on your behalf.
Once you receive your Federal Tax Identification Number,
open a checking account in the name of the guild for any
money raised through projects. Guilds should not invest
project revenue in certificates of deposit (CDs) or other
financial instruments.
Your guild’s bank account should be designated as a
nonprofit account for money raised to benefit Children’s.
Some banks waive fees for this type of account. Contact the
Guild Association for suggestions. The signature carde must
be signed by the president, treasurer and another guild
officer. It is recommended but not required that two
signatures are on all checks. If this is not practical for your
guild due to the timing of a payment deadline or coordinating
schedules for members to meet and sign checks, it is
acceptable to submit a check with one signature if the
expense has been preapproved by the guild. This can be
done via email if needed.

• Provides education to our guilds through workshops
on compliance and best practices.
• Reviews and annually updates our Resource Guide
and website
• Uses Guild News as a tool to keep members informed of
IRS, Washington Secretary of State, Washington State
Gambling Commission and Washington State Liquor and
Cannabis Board requirements as well as Guild Association
fundraising policies
• Ensures the Guild Association Board of Trustees and
Fundraising Committee members have a working
knowledge of Guild Association policies and procedures
pertaining to fundraising, compliance and the ability to
educate guild members as needed
• Employes the position of a Guild Association accountant
to ensure compliance with all regulations and reporting
procedures
• Is available to answer questions

Fiscal Year
The Guild Association fiscal year is
Oct. 1 through Sept. 30.
Fundraising Policies
Net revenue should be at least 65% of the gross revenue.
This is a general guideline used by the Guild Association.
Please do not retain excessive funds in a checking account.
If you are not sure how much to hold back, contact the
Guild Association.
Financial Agreement and Access
Money earned or collected through all guild activities in
the name of Children’s belongs to Children’s. Revenue is
directed to the guilds area of support and may not be
diverted or spent for any other purpose.
The Guild Association does not promote nor approve of
guild project revenues being deposited into an interest-bearing account such as a money market account or a certificate
of deposit. It is the policy of the Guild Association that guild
revenues, less start-up funds, be turned over to the Guild
Association within 90 days of the guild’s event.
The Guild Association shall have full and unfettered
access to any and all banking and financial information of
all guilds. Upon request, the identified guild shall promptly
deliver its banking and financial records to the Guild
Association. Furthermore, the Guild Association is granted
the authority to access all guild financial records directly
from any banking institution or member of the identified
guild as deemed necessary.

Start-up Funds/Seed Money
A portion of project revenue may be retained to meet
expenses, including start-up expenses for the next project.
Start-up funds are generally used to cover expenses incurred
in the first quarter of the planning year. A review of the
previous year’s first three months’ expenses can help you
anticipate costs. Also, review the cash flow and consider when
to expect income from sponsorship and/or event tickets.
Guilds with more than one event or project in a year
should complete a Treasurer’s Report (see pg.11) for each
event (tracking revenue and expense separately for each
event/project) and submit all proceeds (less start-up funds
for next project) to Children’s within 90 days.
New guilds that have not held an event and therefore
have no start-up funds should seek start-up funds from
businesses, individuals or institutions (see Secure Sponsorships on page 26).
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Expenses
The treasurer should pay all fundraising expenses through
the guild’s checking account. Every project expense needs
an invoice to validate the expenditure (guild members must
submit receipts for expense reimbursement). Please keep
invoices and receipts on file for auditing purposes for a
minimum of seven years. Additionally, the IRS requires that
a guild grossing $50,000 or more in one fiscal year must
provide additional documentation to the Guild Association.
The Guild Association accountant will help guide you through
the process should your guild reach this fundraising threshold.
Sunshine Fund
A Sunshine Fund can be established by your guild to cover
incidentals such as birthday cards, sponsor recognition gifts
or providing food at guild meetings. You can build your
Sunshine Fund by asking guild members to contribute each
year toward special-occasion needs. These contributions are
not tax-deductible. The money you receive from donors to
benefit Children’s may not be used to buy gifts of any kind;
therefore, the Sunshine Fund must be held separately from
your guild’s fundraising revenue and cannot be deposited
to the guild’s general checking account.
Internal Audit
An internal audit is a required review of your guild’s financial
records by a guild member or another qualified person
(an adult with basic understanding of revenue and expense
documentation) who is not responsible for maintaining the
guild’s financial records. If a guild member conducts the
audit, he or she must be someone other than the guild
treasurer. All books must be audited at least annually, and,
depending on the size of your project(s), more than one
audit per year may be advisable.
Regular audits help ensure that funds raised for the
benefit of Children’s are used for that purpose. The internal
audit form is sent to the guild president and is also available
on the Guild Association website. It is the guild president’s
responsibility to ensure that the audit is completed, signed
by the auditor, treasurer and president and sent to the Guild
Association. Any comments or information communicated
to the president by the auditor should be noted on the
audit form.
Each year the Guild Association performs a random
review of guild audits. Guilds that are selected for a review
will be asked to provide supporting documentation.
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Form 990
The Guild Association is required to file an informational tax
return with the IRS (Form 990) for each guild whose gross
receipts average $50,000 or more over the preceding three
tax years. The Guild Association accountant will work with
your guild’s treasurer to obtain the information needed to
comply with all IRS filing requirements.
Employer Matching Gifts
To promote philanthropy, honor the diversity of employees’
interests and provide a broad spectrum of community
support, many companies offer a matching gift program to
their employees for direct gifts or volunteer hours. Matching
gifts are an excellent way to increase your guild’s revenue
with very little additional work. Employer matching gifts
support and match an employee’s direct donation — a 100%
tax-deductible gift — to Children’s. Types of gifts that are
eligible for employee matching programs include donations
given in memory of a loved one and donations elicited
through direct-mail appeals, “Raise the Paddle” donations,
and Radiothon and Miracle Makers broadcasts.
Generally, companies do not match the dollar amount
of event tickets, raffle tickets and auction purchases. Some
companies may match the donation portion of event tickets
and auction overages (the difference between an item’s fair
market value and what the donor paid). Not all employers
will match gifts to every nonprofit. Donors should confirm
that their employer matches gifts to healthcare institutions
before a matching gift form is sent to the Guild Association.
Contact the Guild Association for instructions on handling
employer matching gifts.
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The Friends of Alyssa Burnett Center Guild at its annual Bingo Night.

Contracts With Vendors

Funds Distribution Policy

Any contract requiring a deposit or commitment/guarantee
of $10,000 or more must be reviewed and approved by the
Guild Association prior to signature. To ensure sufficient
time for staff review, please provide contracts to the Guild
Association at least three weeks prior to signature deadline.
Guild members should carefully review and understand
the terms and conditions of any contract prior to signature,
particularly when making a deposit or a commitment with
vendors (catering, music groups, facility rental, etc.). Before
signing a contract, consult the Guild Association if you have
questions or concerns. The person signing the contract must
be an active dues-paying member of the guild and have the
authority within the guild to sign on the guild’s behalf. Once
a contract is signed, it is the responsibility of the guild to
abide by the agreement, just as the vendor is responsible for
its commitment. The Guild Association cannot make loans
to guilds to pay deposits or cover a loss should a guild be
unable to satisfy the requirements of the contract. Guilds
should have a well-thought-out plan and timeline in place
as to how funds will be generated to meet contractual
commitments.
Because guilds are nonprofit organizations raising funds
for Children’s, they may be able to negotiate reduced deposits
and payment time frames. If at any time during event planning
your guild has difficulty meeting its contractual obligations,
please inform the Guild Association so that appropriate
guidance can be provided.

The level of uncompensated care provided by Children’s
continues to increase. Financial support provided by the
Guild Association will continue to address this need as our
number one priority in order to fulfill our mission of providing
excellent healthcare to all children in the Northwest regardless
of their families’ ability to pay. Guild project revenue cannot
be designated to an endowment. Exceptions to this may be
made in the following circumstances:
• Guilds supporting uncompensated care may designate up
to $2,500 to a program other than uncompensated
care without Guild Association Board approval, once
per fiscal year.
• A guild may raise funds for a specific program or department at Children’s other than uncompensated care in an
amount greater than $2,500 with prior approval from the
Guild Association Board of Trustees.
– The request must be submitted in writing within
60 days of the event to the chair of the Guild
Association Board of Trustees.
– Promotional materials for fundraising events or
projects benefiting a designated program must
be noted as such.
• A guild may raise funds for the current Funding Hope
designation in any amount without prior approval of
the Guild Association Board of Trustees.
• Any other special requests must be directed in writing
to the Guild Association Board of Trustees.
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Special Interest Guild Policy

Donor Information Confidentiality Policy

Special interest guilds are formed, with Guild Association
board approval, to provide assistance or support to a
specific Children’s program, department or area of research.
The special interest program must be confirmed by the
hospital or Research Institute as an area of need. Special
interest guilds must adhere to the following guidelines:

Seattle Children’s Guild Association and its members will
maintain the confidentiality of donor information. Donor
records may contain sensitive information including names,
contact information, credit card numbers, gift amounts, etc.
Neither the Guild Association nor guild members may disclose,
sell or trade donor lists or donor information with other
non-Children’s entities, except as may be permitted or
required by law.

• All members of a special interest guild will pay their
dues to the Guild Association.
• Fundraising intentions are mutually agreed upon between
the guild, the program or department, and Guild Association
staff.
• A special interest guild must make a three-year commitment to the beneficiary program or department (or less,
if any established funding goals are met). After this time
frame, guilds electing to change their designated special
interest must give at least one year’s notice to the Guild
Association and beneficiary program or department.
• All revenue must be directed through the Guild
Association, which will designate funds to the
appropriate program or department.
• Promotions for a special interest guild’s project must
clearly state the program that the project benefits.
• Special interest guilds may designate up to $2,500 for
another program including uncompensated care without
Guild Association Board approval, once per fiscal year.
Any amount over $2,500 requires prior Board approval,
(See Funds Distribution Policy, page 18), unless the
funds are for the current year’s Funding Hope Award.

Non-Retaliation Policy
Children’s is committed to compliance with all laws and
regulations that govern its operations and wishes to foster
an environment in which guild members and others feel
free to report possible instances of noncompliance. Accordingly, the Guild Association adopts a no retaliation policy
to protect guild members and others from intimidation,
threats, coercion, discrimination, or other retaliatory action.
It is the responsibility of each member of the Guild
Association to report perceived misconduct, including
actual or potential violations of laws, regulations, procedures,
matters relating to accounting, internal accounting controls
or auditing, or Guild Association polices. Guild members may
report misconduct to Guild Association staff or the Guild
Association Executive Director. Any member of the Guild
Association who violates this policy may, at the discretion
of the Guild Association board of trustees, lose Guild
Association membership. A member’s misconduct may
jeopardize his or her guild’s good standing.
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Canceling a Guild Event, Disbanding a Guild
or Revoking Guild Membership
The Guild Association Board of Trustees may at its sole
discretion cancel a planned guild event, disband a guild,
remove a guild member or take any action determined to be
in the best interest of Children’s and the Guild Association.
The board may, but shall not be required to, consider the
following in any such determination:
• Misrepresentation of Children’s, the Guild Association
or the event
• Misappropriation or misuse of guild or Guild Association
funds or resources
• Misuse of guild records
• Failure to disclose guild records as required or requested
• Project or event expenses exceed 35% of gross revenue
(Guild Association proceeds-to-expense ratio standard
is 65% to 35%)
• Noncompliance with Guild Association policies and
guidelines as outlined in this Resource Guide and on
our website
• Guild has no members or officers

Conflict of Interest
Children’s is committed to the highest standards of ethical
conduct in every aspect of its activities, from patient care to
vendor relations to volunteer support. As a volunteer-driven
nonprofit organization, the Guild Association draws heavily
on the efforts, expertise and generosity of its members and
community. As guild members seek goods and services for
guild fundraising projects, a guild member may not use his
or her corporate, public or guild position for personal gain
or profit. The Guild Association prides itself on the integrity
of its members and operates with high standards of ethical
behavior. We trust that our volunteers advocate for Children’s
with loyalty and in good faith. Any member who engages in
a violation of this understanding may, at the discretion of the
Guild Association Board of Trustees, lose Guild Association
membership. A member’s misconduct may jeopardize his or
her guild’s good standing.
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Choosing Your Project

The Project Grace Guild presents an annual dinner and auction. The Color Me Happy Guild hosts an annual mini-golf
tournament.
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The Pink Polka Dots Junior Guild at their annual Sydney Coxon Memorial Golf Tournament.

Choosing Your Project
Guilds should have at least one fundraising activity annually. Organizing a project
provides direction for the group and promotes long-lasting friendships. The
Guild Association offers fundraising project support, training and consultation.
In addition, supplies are available for guild events: hospital banners, cash boxes,
balloons, aprons and a variety of promotional materials. Please call the Guild
Association office at 206-987-2153 for more information, or reserve supplies 		
online at:
seattlechildrens.org/ways-to-help/guilds/resources/event-planning-resources/
event-project-supply-request-form

21
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Project Ideas
Every guild is different. Some guilds engage in heartwarming
projects and may collect and donate items such as quilts and
toys to the hospital. Other guilds focus on raising money —
some raise several hundred dollars, while others raise
thousands of dollars each year.
Guilds raise money in many creative ways: shopping
excursions, auctions, fashion shows, and popular recreational
activities including car racing, wine tastings and golf
tournaments.
There is room for almost any fundraising idea! Each gift,
large or small, contributes tremendously to our patients and
their families. Ask your guild members what type of project
they would enjoy and most likely support.
Start your planning by reviewing project ideas at
seattlechildrens.org/ways-to-help/guilds.
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Project Guidelines

• Who is in control?
- Is the guild in charge of this project? If not,
how much control does the guild have?

When planning a project, please reflect on the following
questions with your guild officers and members to help
you evaluate your fundraising project ideas.

- Is the guild in control of the image that the
activity will project?

• Will this project reflect positively on Children’s?

- Is the guild in control of the project expenses?

- Is it consistent with Children’s mission?
- Will it create new friends, sponsors and supporters
of Children’s?

• Price considerations
- What is the competition?
- Is the price realistic for the target audience?

• What is the ratio of cost to benefits?
Benefits
- Is revenue/growth potential high enough,
considering the effort/time involved?

• Risks
- Are there financial, legal or public relations
risks involved?

- Networking opportunity — what is the potential
for creating new friends for the hospital?

- What government regulations apply?
- Is there an “up-front” financial investment?

- What is the visibility for Children’s?
- Fun/fellowship — is this an opportunity to build
guild camaraderie? How many guild members
will enthusiastically participate?
Cost
- How many hours of work are guild members able
to contribute?
- What is the expected expense/profit margin? A goal
for net revenue from events should be at least 65%
of the gross revenue. This is a general guideline used
by the Guild Association and does not apply to product
sales. First-time events may bring in less money but 		
should have the potential for growth. In considering
net revenue for product sales, please consult with
Guild Association staff.
- How many volunteers are needed?
- What staff support do you need from the
Guild Association?

Seattle Children’s Guild Association Board of Trustees is committed to
your success. This group is responsible for the strategic leadership and
financial integrity of the organization.
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Planning Your Fundraising Event

The Mitochondrial Research Guild at their annual “Cure for Mito Auction.” The Dr. Stanley Stamm Guild hosts an annual
“Strike for Stamm bowling event.” Ahmie’s Hope Guild hosts a 5K walk.
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The Gavin’s Gift Guild hosted its annual Barbecue and Auction.

Planning Your Fundraising Event
Thank you for your commitment to help children through fundraising events,
which provide visibility for Children’s and the Guild Association in communities
around the state. The following project guidelines will help you brainstorm, plan
and promote your event.

25
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Steps for Planning a Successful Event:
1.

2.

Send or post save-the-date notices six months before
and invitations six weeks prior to the event.

Plan, plan, plan
- Create a timeline.
- Develop a budget.

3.

- Establish committees and appoint chairs
for each of them.
- Reserve your event facility eight to
12 months in advance.

Fundraising Project Budget *SAMPLE*

A Make a list of businesses that might benefit
from exposure at your event. Include businesses
with which your guild members have a personal 		
connection.

TOTAL GROSS REVENUE............................... $11,000
Sponsorship.................................................................$2,500

B Provide the list of potential cash sponsors to the 		
Guild Association for review. Many generous
businesses may already be supporting Children’s in
other ways. We want to avoid burdening our partners
with multiple requests. We may also have 			
suggestions about your solicitation based on our 		
experience with that company.

Ticket sales.................................................................. $2,000
Raffle...............................................................................$1,500
Silent auction............................................................. $5,000
TOTAL EXPENSES............................................. $2,154
Raffle tickets.....................................................................$50

C After your list has been approved, create a
personalized sponsorship package to appeal
to each potential sponsor.

Printing (3,000 flyers @ 3 cents each)...................$90
Signage............................................................................. $100
Plates, cups, cutlery, napkins.......................................$75

A standard sponsorship package includes a cover letter
and a proposal which may be customized for your
guild and event. You may want to add photographs
or guest quotes from last year’s event. The Guild
Association can provide templates that may be
customized for your guild.
Once complete, please submit your sponsorship
package to the Guild Association for review and approval.

Hors d’oeuvres and dessert...................................... $500
Beverages........................................................................ $250
Special occasion license...............................................$60
Supplies............................................................................... $25
Community Center rental fee............................... $1,000

Total Expenses..........................................................($2,150)
NET REVENUE.................................................. $8,850

Secure sponsorships
Sponsors are businesses, individuals or institutions
that support a fundraising event by donating money,
merchandise, services or volunteer time. Sponsorships
help increase your event’s revenue, reduce expenses and
give community recognition to generous corporations
and individuals. Before approaching businesses for
sponsorships, plan a strategy that will help get the
most out of your request:

- Establish a realistic goal.

Total Gross Revenue................................................$11,000

Develop your audience and mailing list early

4.

Develop promotional materials
The Guild Association must review drafts of your
promotional materials such as sponsorship proposals,
save-the-date cards, invitations, brochures, flyers
and media releases to ensure that Children’s is
properly represented.
We can provide you with the correct Children’s
logo to use in your materials, as well as patient photos
and hospital facts. Visit seattlechildrens.org/media/
images-logos/guidelines for logo usage guidelines.
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5.

Determine price of admission
When determining your ticket price, the most important
distinction to understand is the difference between
the perceived value of the goods and services a guest
receives and your guild’s costs. IRS guidelines regarding
ticket price state that value, not cost, impacts the tax
deduction. Ask yourself:
A What would someone likely pay to attend a similar 		
event? Think about comparable food, beverages, 		
ambience and entertainment (music, special
performances, keynote speaker, etc.). This is the 		
perceived value. Your ticket price should be set
at value or above.
B What is your cost per person to host the event?
Your costs are important to keep in mind during
your overall event planning to maximize your net 		
proceeds. As you calculate costs, take into consider-		
ation any in-kind donations your guild receives (food,
beverages and other items or services) as well as 		
cash sponsorships. These contributions will help to 		
keep your costs low; however, they do not reduce the
perceived value. After understanding the perceived 		
value versus cost, you’re ready to think about 		
potential tax deductions.
C Value helps determine whether a portion of your 		
ticket price is tax-deductible. Ticket price – value = 		
tax deduction.

6.

• Through an existing relationship with the patient
and his or her family
• Through the Guild Association
Regardless of whether the guild has an existing relationship with the patient, the Guild Association needs to be
involved in the process to:
• Ensure that the proper consent forms are used
and hospital protocol is followed.
• Ensure that the patient’s care team at the hospital
is kept informed.
• Review any printed materials about the patient’s story.
• Ensure that accurate medical statistics and
information are used.
The Guild Association can also help you decide how
best to feature the patient story, whether on stage or in
your promotional materials. If you decide to feature the
patient or a family member on stage, we can help you
create questions that will result in positive feedback and
ensure that questions are age appropriate. The Guild
Association can also help you decide how to best
acknowledge the patient and his or her family, both
during and after the event, which might include:

D If your ticket price is $75 or more, the IRS requires 		
you to disclose what portion of the ticket price is not
tax-deductible (even, and perhaps especially, if that 		
portion is zero) by printing the information on your 		
invitations or guest invoices. For example, if a ticket 		
price is $100, and $80 is not tax-deductible, please 		
state: Of the price you pay for admission, $80 is not 		
tax-deductible as it represents the estimated value of
the goods and services you receive.

• Providing complimentary event tickets

Give it a Children’s “look” and “feel”

• Offering special meals to accommodate dietary needs

Does the event have a Children’s “look” and “feel” to it?
Is it appropriate to include a patient’s family or a
speaker from the hospital at the event?
Event Speakers
If you would like a speaker from the hospital at your
event, the Guild Association can try to secure a physician, staff member or member(s) of a patient’s family.
We will recommend best practices for highlighting the
speaker and for working with a family.
Featuring a patient’s experience at Children’s can be
a wonderful addition to your event. The key to successfully featuring a patient story at your event is ensuring
that the family and patient had a positive experience at
Children’s and that they are prepared to communicate
their experiences well.
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A guild can begin working with a patient family in
one of two ways:
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• Providing overnight accommodations, when
appropriate
• Providing a host during the event (a guild member
to serve as an “escort”)
• Arranging an opportunity for the family to meet
the emcee before the interview
• Inviting the patient’s physician, when appropriate

If you are interested in including a patient story at your
next event, please contact the Guild Association at
least four weeks prior to your event. Patient consent
forms are required and are available from the Guild
Association office.

8.

7.

Dozens of guilds are already on Facebook, Instagram
and Twitter. With nearly 2.2 billion daily users, Facebook
is one of the world’s most popular social networking
websites. And it’s free! Maximize the power of your
guild’s Facebook page and connect with guild members,
potential members and community supporters. Guilds
also use social media to share news, connect with donors
and invite supporters to events. Consider designating
one member to regularly update your Facebook page
information, photos and status. As you maximize your
presence on the web, be mindful about appropriate
content and protected information. Monitor the content
of your wall discussions and check your privacy settings,
carefully choosing what you would like to make public.
Remember never to share patient information without
obtaining prior consent, including written consent for
photographs. Consent forms may be obtained from
the Guild Association.
Contact the Guild Association for a copy of
“Best Practices for Using Social Media on Behalf of
Guilds,” a handbook that explains privacy and comment
policies and how to link your page to Children’s. All guild
websites and social media feeds must be reviewed by
the Guild Association prior to “going live.”

Promote through Children’s
• Tell the Guild Association about your upcoming event
so we can list it on our online calendar of events 		
(seattlechildrens.org/ways-to-help/events/) and in 		
Guild News if space allows. The Guild Association
is always happy to promote your event on our
Facebook and Instagram pages as well.
• Complete an event form, available at
seattlechildrens.org/ways-to-help/guilds/resources. 		
Please provide as much information as possible.
This will help the Guild Association staff write a 		
calendar item to promote it and/or an article to
report on its success.
• Ask us for a mailing list of other guild presidents in 		
your area so you can invite their membership to your
event or let them know about an upcoming project.
Publicity at Seattle Children’s
Contact the Guild Association three weeks in advance
with details to have your event featured on the hospital’s
employee intranet.
Hospital Publications
Guild News and the Guild Association website are great
ways to publicize guild events and share guild stories.
Please submit all guild story ideas, event listings, project
results and photos to the Guild Association office.
Guild News is published three times each year for
guild members (5,000 statewide). Guild News is available
both electronically and in print. Contact the Guild
Association if you’d prefer to receive it electronically.
The Guild Association website is located on the
hospital website: www.seattlechildrens.org under
“Ways to Help.” Information about guilds and guild
fundraisers is posted on a regular basis.
High resolution color photos of your event and guild
members are always needed. Be sure to always take
photos at your event and share them with Guild
Association Staff.

Promote Through Social Media

9.

Look for publicity opportunities
When promoting and advertising a fundraising project,
it is crucial that you work in partnership with the Guild
Association to identify publicity opportunities and
follow hospital guidelines closely. Guild Association
staff members are available to assist you in writing
press releases, providing media contacts and advising
on promotional materials.
All publicity intended for newspapers, radio stations
or TV must be reviewed by the Guild Association.
Media publicity is free and can be in the form of a story
devoted to the group, the event or a person, solely at
the discretion of the newspaper, television station or
radio station’s editors. It is useful to remember that your
guild is competing with thousands of other stories for
a limited amount of newspaper, TV or radio coverage.
Start planning publicity for your event at least six weeks
in advance and contact the Guild Association as soon as
possible. If you want to use the name and/or photo of
a patient for event publicity, your guild must receive
written permission from the parents before you send
any information to the media.
Please visit seattlechildrens.org/ways-to-help/
guilds/resources for much more information about
media and publicity.
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10. Enhance your event with additional fundraising ideas
Donation from the heart: Raise the Paddle
Raise the Paddle is a popular fundraising tool used at
many Guild Association events and is a great way to
increase revenue. It is an opportunity for guests to
commit to giving a 100%-tax-deductible donation to
Children’s. The level of uncompensated care provided by
Children’s continues to increase, and financial support
for uncompensated care remains the Guild Association’s
number one priority. Guilds must receive prior approval
from the board of trustees within 60 days of an event
to designate Raise the Paddle funds to any hospital
program other than uncompensated care, the current
Funding Hope Award, or your guild’s special-interest
fund. If your guild includes a Raise the Paddle at your
event, please review the following information on how
to report, record and acknowledge donations:
• 100% of Raise the Paddle revenue must be turned in 		
to the Guild Association within 90 days of your event.
These funds are a direct donation to Children’s by the
individual and cannot be used to offset expenses.
• List all Raise the Paddle donations on your Treasurer’s
Report. Be sure to include each donor’s name, 		
address, phone number and gift amount.
• Donations made through Raise the Paddle may be 		
designated by the donor to any special fund or 		
department at Children’s.
• Guilds are expected to send an acknowledgement 		
receipt or letter to each donor stating their 100% 		
tax-deductible donation. Receipts and thank you 		
letters will not be generated by the Guild Association.
Guilds may contact the Guild Association or visit our 		
website for a sample receipt and acknowledgement 		
letter. Donor acknowledgement letters should be sent
within 30 days of receiving the gift.
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Add a Tangible Twist
Invite guests to purchase tangible items for patients
and families. Review the hospital’s wish list at
www.seattlechildrens.org/ways-to-help/donate/toys
and ask guests to “purchase” specific items such as
gift cards, swimsuits, toys or books. Guests make
direct donations, and proceeds come directly to
the appropriate department.
Raffle
Raffles have long been a fun and easy way for guilds to
raise money for Children’s. The Guild Association does
not maintain a raffle license and thus all guilds wanting
to hold a raffle must comply with the Washington State
Gambling Commission’s guidelines for unlicensed
raffles. These guidelines state:
• To conduct a raffle, a guild must have existed for
at least 12 months
• Each individual guild may have two raffles in a 		
calendar year.
• Raffle receipts may not exceed a cumulative gross 		
total of $5,000 in a calendar year.
• Raffle tickets can be sold only by dues-paying 		
members of the guild holding the raffle.
• Ticket sellers must be 18 or older.
• Members cannot receive compensation for selling 		
raffle tickets.
• Prizes must be purchased and/or donated prior
to the drawing.
• Raffle cannot be sold via the internet or over
the phone.
• Raffle tickets and/or payment for tickets cannot
be mailed.

Treasure chest
Sell raffle tickets for a mystery prize in a treasure chest.
The person with the winning ticket opens the treasure
box with a key and receives the gift inside. Prize ideas
include a donated gift certificate for a restaurant,
spa or hotel.

Raffle Ticket Requirements

Centerpieces
Centerpieces are not just for display! Sell or auction
them to guests to raise additional funds.

• All tickets must be priced the same (no discounts for
volume purchases).

Gambling
If your guild is planning a function involving any form
of gambling (other than a raffle), contact the Guild
Association at least three months prior to the date of
the event. Some forms of gambling require permits,
applications for which can take a minimum of three
months to process. License costs will vary and are
the responsibility of the hosting guild.

• Liquor, tobacco or firearms may not be offered
as prizes.
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• Raffle tickets need to be numbered.
• Two-part tickets with duplicate numbers (one part 		
for purchaser and one part for drawing) are required.
• Maximum ticket price is $100.

• Tickets cannot be given away for free or as gifts.

• Rules of Play must be printed on the ticket or on 		
display at the event, including: cost per chance, 		
name of sponsoring organization, whether or not 		
winner must be present to win, and the date, time, 		
and location of drawing.

Raffle Activity Reporting
A raffle activity report must be submitted to the
Guild Association following the conclusion of the
raffle. Forms can be obtained on the Guild Association
website or by calling the Guild Association office.
Required information includes:
• Gross revenue

Get a banquet permit if all of the following are true:
• The event is private and by invitation only; it cannot 		
be open or advertised to the public. This includes 		
social media promotion and calendar of events listing.
• No fee is charged for attendance.
• Alcoholic beverages are provided to guests free
of charge.

• List of expenses directly related to conducting
the raffle
• An IRS Form W-9 completed by the winner if the 		
prize is valued at $600 or more
• A list of all prizes, their values, and whether
purchased or donated

Note: Donated beer or wine may not be used at a
banquet permit function. Alcohol for a banquet permit
function must be purchased from a retail store.
How to obtain a banquet permit:

		• City where raffle drawing was held

• Go to lcb.wa.gov/licensing/banquet-permits
for an application form.

11. Coordinate logistics

• The application can be completed online.

Special Occasion License and Banquet Permit
If your event features alcoholic beverages, either as
auction items or as refreshments, you likely need to
obtain either a special occasion license or a banquet
permit from the state.
Use the following guidelines, based on Washington
State Liquor and Cannabis Board regulations, to
determine which license or permit you’ll need.

• Apply no later than the day before the event.
• Pay $10 for each day your event is taking place.
• Purchase the alcoholic beverages; for this type of 		
event, they cannot be donated.
Important details:
• By far, most guild events require a special occasion 		
license, not a banquet permit.

Obtain a special occasion license if one or more
of the following apply:
• Guests purchase tickets to attend an event where 		
alcohol is included as part of the ticket price — for 		
example, when wine is served with dinner. Simply 		
selling tickets makes a guild a “retailer,” so the guild 		
must obtain this license, even if the event is held at
a hotel, restaurant or catering facility where the 		
proprietor already has a liquor license. However,
if all alcohol is provided and sold by the hotel, 		
restaurant or catering facility, a special occasion 		
license is not needed.
• Beer, wine or spirits are an auction item or being sold
by the bottle for off-premises consumption.
• Donated beer, wine or spirits are being served.
• Beer, wine or spirits are purchased by your guild.
How to obtain a special occasion license:

• Special occasion license holders (e.g., individual guilds)
are limited to 12 single-day events per calendar year.
• If you sell tickets to an event where alcohol is served 		
or sold, and the guild procured the alcohol, you must
obtain a special occasion license, even if the event is 		
held in a private home.
• Wine, beer and spirits can be donated only by a 		
winery, brewery, distillery — not by a retailer or
a beer or wine distributor.
• Wine and beer cannot be purchased through a
retailer, distributor or manufacturer for less than the 		
retailer or distributor’s “cost of acquisition.”
• Winemakers are allowed to serve and talk about
wine as well as answer questions at events hosted
by a guild, but may not bring alcohol with them to 		
serve or sell.

• Download a special occasion license at the Washington
State Liquor and Cannabis Board’s website
(lcb.wa.gov/licensing/special-occasion-licenses).
A signature may be required from the facility where 		
the event is being held. The form must be mailed
to Olympia with the associated fees.
• Give yourself plenty of time to obtain necessary 		
signatures and file the form with the state. The law 		
requires that license applications be filed 45 days 		
prior to the event.
• Pay $60 per day, per location.
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(Pictured at the Guild Annual Meeting & Luncheon Celebration) The O’Dea Fighting Irish, Fighting Cancer Guild hosts
“Beards for Bros,” an annual fundraising drive allowing the students to grow beards.
Washington State Sales Tax
Guilds continually look for ways to streamline their
expenses. Many times expenses incurred through a fundraising event are exempt from Washington state sales
tax. To see if your guild’s fundraising activities qualify
for a tax exemption, please see the description below.
Fundraising Exemptions
Qualifying nonprofit organizations — exempt from
federal income tax under IRS Section 501(c)(3) —
conducting periodic fundraising activities that do not
constitute the operation of a regular place of business
(such as a bookstore, restaurant or similar business)
are exempt from collecting Washington state business
and occupation (B&O) tax and the requirement to
collect sales tax. Therefore, Children’s guilds never
charge sales tax on the sale of products or to
individuals attending events.
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Washington State Sales Tax Reseller Permit
for Fundraising Activities
Many guilds hold auctions, golf tournaments, galas and
other events as part of their fundraising efforts. If a guild
sells tickets to attend the event, it is considered to be
reselling all of the items that the guest might receive
in exchange for the admission charge. Since the guild
is reselling those items, it can issue a reseller permit
to vendors when purchasing those items. Examples of
some typical items purchased for resale at these types
of fundraising events might be:
• Food, beverage and other catering costs
• Merchandise to be sold to guests
Vendors require a copy of the Guild Association’s reseller
permit at the time of purchase or soon after. Contact
the Guild Association to obtain a copy of the permit.
Alternatively, if there is no admission charged, then
the organization is not reselling the items and would not
be entitled to issue a reseller permit, so sales tax must
be paid in those circumstances.

Sales Tax and Common Fundraising Items
Purchased by Guilds
Object

Taxable

Catered food		

Exempt
X

Beverages		X
Hotel rooms		

X

Items available for
sale to attendees		

X

Green fees as part
of the activity		

X

Auction items		

X

Souvenirs/trinkets

X		

Auction catalogs
received at the event

X		

Event invitations

X		

Event advertising

X		

Rentals of silverware,
dishes, etc.

X		

Tables and chairs

X		

Event decorations

X		

Facility rentals

X		

Door prizes

X		

A copy of the Guild Association’s reseller permit is available
by contacting the Guild Association at 206-987-2153
or guildassociation@seattlechildrens.org.
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Event Insurance
The Guild Association carries an umbrella insurance
policy for guild events. When planning an event, get
a checklist of requirements from the host facility or
organization. If a certificate of insurance is required,
contact the Guild Association.
Contracted Services
If your guild hires a service provider, such as a speaker,
performer, graphic artist, printer, auctioneer, caterer or
other professional, and pays a fee of $600 or more, a
Form 1099 must be filed with the IRS. To facilitate the
filing of this form, the guild must receive a completed
W-9 form from the contracted person or company prior
to payment for any services. If we do not receive the
W-9 form from the contractor, then your guild may be
required to withhold taxes from any payments and remit
them to the IRS. The guild must provide a copy of the
W-9 form to the Guild Association accountant including
the type of service and amount paid to the vendor during
the calendar year. W-9 forms must be turned in no later
than the first week of the following calendar year.
Health Permit
If your group is preparing, selling and/or serving food
at a public event, you will need to obtain a temporary
food permit from your county health department. If
you have any questions regarding health department
regulations, please call your county health department
or visit www.doh.wa.gov to find your county’s contact
information.

Event Vendor Choices
•
For online credit-card registrations we 			
recommend Brown Paper Tickets, Eventbrite or
Get Me Registered.
•
For day-of-event credit-card registrations or
donations, we suggest CardConnect. They provide
tools for point-of-sale purchases and day-of-event
registrations, and secure ways to hold guests’
credit-card information until you’re ready to process
charges.
•
For an auction with many planning details, our
preferences are MaestroSoft or Greater Giving. You
can order services a la carte from either of these
two vendors. Their auction software covers:
• Online registration (including day-of-event 		
registrations and charges)
• Procurement forms, programs and bid sheets
• Donated items list management
• Online bidding and text-to-bid
• An auction-planning website that can be 		
accessed by several guild members at once 		
from any computer or tablet
• An extensive support network, including 		
night-of-event personnel
		
12. Utilize templates, resources and workshops
The Guild Association has a variety of templates and
printed resources that can help you with your event or
project. Visit seattlechildrens.org/ways-to-help/guilds/
resources to download the following examples:

Event Supplies
Contact the Guild Association for event supplies such as
cash boxes, easels, posters, banners, calculators and
prize wheel.

• Sponsorship cover letter
• Sponsorship proposal
• Procurement cover letter

Procedure for Credit Cards
With the onset of new banking regulations designed to
guard against fraud, Seattle Children’s Guild Association
has partnered with first-rate companies that offer a
range of tools for managing guest credit-card payments
and other event services. We’ve done the legwork for
you in fing the best vendors available, and have
negotiated reduced fees for our guild’s events. Working
with these designated vendors will also help combat
fraud to protect our guilds and supporters.
Guilds with long-standing relationships with
vendors not listed here are welcome to continue using
them. We recommend that you reach out to your
chosen vendor at the beginning of the event-planning
process or learn new software. All vendor fees will be
part of your event budget. Fees vary, based on services
and types of credit cards.

• Procurement form
• Sponsorship thank you letter
• In-kind (noncash) donation thank you letter
• Direct donation thank you letter
• Attendee thank you letter with sample
guest statement
Attend a Workshop
Occasionally, the Guild Association offers informational
workshops on topics such as auctions, fundraising ideas,
sponsorship and how to grow your event, compliance
and the role of the treasurer, and media support.
Contact the Guild Association if you are interested
in attending a workshop.

Auctions
We offer many resources and best practices on our website;
visit seattlechildrens.org/ways-to-help/guilds/resources for
tips about holding an auction.
33
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Wrapping Up Your Project

The Golden Eagles Junior Guild hosted a Benefit Concert. The SMooCH (Seattle Musicians for Children’s Hospital) Guild
hosts a concert at the Showbox. The Hansje Brinker Guild is always sure to celebrate Dutch King’s Day.
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The Seattle University Dance Marathon Guild at their annual Dance Marathon.

Wrapping Up Your Project
The event is over, the ballroom is clean, the guests have gone home… and you
need a massage! But you’re not quite done yet. The work you do after the event
is as important as the months of planning it. Hang in there! Following these
tips will make your life — and next year’s event — easier.
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1.

Act fast
Memories will fade. If possible, get started right away
and wrap up all the details within three weeks after
your event.
Post about your event on social media and share
your success with your friends and family. Send a post
event press release to tell the public about your event
results. (See the example at seattlechildrens.org/
ways-to-help/guilds/resources/.)

2.

Delegate
You wouldn’t plan an entire event by yourself. The same
goes for wrapping it up. It will go much faster if you
delegate tasks before the event takes place so guild
members are aware of their post-event responsibilities.

3.

Submit Treasurer’s Reports to the Guild Association
Organize donor and financial information using the
Treasurer Report Checklist and microsoft excel. If not
able to use excel, please contact us to determine the
best alternate format. Complete and return the
information within 90 days so Children’s can account
for the funds and appropriately track and recognize
your donors’ giving.
Accurate Record Keeping
Start early! Plan your record keeping when you begin
planning your event. Decide who in the guild will record
the information needed by the Guild Association,
and ensure that he or she is aware of the information
required in the Treasurer’s Report. This report includes
an important checklist and is crucial for accurate record
keeping. Any monetary gift, other than unidentified
“pass the hat” donations, must be properly recorded.
Refer to the Revenue Reporting Spreadsheet on the
website for the proper template. Submit your funds and
financial records to the Guild Association within 90 days
of your event or project. Timely submission of any gift
maximizes its value to Children’s, since it eliminates
unnecessary handling costs.
Treasurer’s Report
Submit a Treasurer’s Report to the Guild Association
within 90 days after each event or periodically throughout the fiscal year. Raffle revenue must be reported
separately using a raffle activity report. Remember,

revenue must be received before Sept. 30 to be
credited in that year’s Guild Association Annual Report.
Direct Donations
In addition to recording the total revenue and expenses
from your project in the Treasurer’s Report, it is important
to record additional information about all direct donations. A direct donation is a tax-deductible contribution
made to Children’s and cannot be used to offset guild
event expenses.
Donations made during a guild event may come via a
“Raise the Paddle” appeal or a donation envelope. Many
event registration forms include a box donors can check
when they cannot attend but would still like to make a
tax-deductible contribution. Auction payments for any
amount over the fair market value of items purchased
are also considered a tax-deductible donation. All such
contributions are considered direct donations and
should be listed in the Treasurer’s Report. Always be
sure to include donor name, address, phone number
and the gift amount. If donors have requested that their
gifts be directed to a special fund or department at
Children’s, that should also be noted (ideally in writing
by the donor).
Sponsorship
Sponsorship revenue should be treated as a donation and
listed with donor name and address in the Treasurer’s
Report, less the estimated value of any goods or
services the donor has received. If a sponsor receives
event tickets or merchandise in exchange for their
support, the value of those items must be deducted
from the total amount the sponsor gives.
Advertisements cannot be offered in exchange for
sponsorship. Sponsors may receive logo or name
recognition only on promotional materials and websites.
Qualitative endorsements of sponsors’ products or
services are considered advertising by the IRS and
are not allowed.
All donor and sponsor records should be kept by
the guild for seven years. These records should include
donor/sponsor names, addresses and total amount
given for each fiscal year.
Your Record Keeping Supports Broader Recognition
Your guild’s donor records (name, address, amount,
etc.) help your donors become eligible for additional
recognition and benefits. Children’s combines your
information with existing data so that supporters can
be recognized appropriately. Also, at certain levels,
donors receive Children’s Connection magazine, which
keeps them in touch with the hospital’s lifesaving
work. Accurate donor records also ensure the timely
acceptance of corporate matching funds. In short, your
records help Children’s strengthen its relationships with
the community, which is a crucial means of securing the
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4.

Say thanks and complete required
recognition activities
Post Event Recognition
Guilds are required to send acknowledgements to
individuals who make a tax-deductible donation to
Children’s through the guild. The Guild Association does
not send acknowledgements or recognize donors on
behalf of the guild. The Guild Association has thank you
letter templates available that can be tailored to your
specific event. (See seattlechildrens.org/ways-to-help/
guilds/resources for examples.)
Post event donor recognition is just as important as
ensuring that everything is perfect on event day. Send
every donor a formal thank you letter, which will double
as their tax receipt. Ideally, all donors should receive
their thank you letters within 30 days of your event.
Provide memorable, personal recognition to your top
supporters. Who, in addition to your hardworking
guild members, contributes most to your success
and deserves extra attention? Corporate sponsors?
Generous individuals? Table captains? In-kind donors?
Some of the many ways to express your
appreciation include:
• A handwritten note signed by your guild members
• A package of cookies donated or made by guild 		
members during the holidays
• A personalized “Save the Date” for next year
with a message of your appreciation
Required Acknowledgement Letters
All guilds must send a thank you letter to the following:
• Donors who sent in donations prior to or after the 		
event, but did not attend
• Guests who “raised their paddle” (made a
direct donation)
• Guests who purchased an auction item and paid 		
more than the donor-stated value. The “auction 		
overage” is a tax-deductible contribution.
• Sponsors who made cash donations (note the value 		
of goods and services, including event tickets, 		
provided to sponsors)
• Donors who made in-kind or non-cash donations to 		
the event or the silent or live auction (do not include 		
the value of the item, only a description of the item)
• Guilds are required to maintain copies or electronic 		
files of thank you letters for at least seven years.
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In-Kind (Noncash) Gifts
Guild events depend heavily on generous donors who
provide noncash gifts for raffles and live and silent
auctions. Typically called “in-kind,” these are gifts other
than those of cash or stock. For example, dance lessons,
a motorcycle, lodging, cooking classes, a diamond ring,
printing, and catering can all be in-kind gifts. Assist
donors who make in-kind gifts by providing clear
communications that are consistent with IRS rules.
If donors make in-kind gifts, they may be able to
obtain a tax deduction by filing IRS Form 8283. If donors
want to claim tax deductions, they should submit IRS
Form 8283 to the Guild Association accountant for a
signature verifying the item has been received. Signing
Form 8283 does not imply that the Guild Association
agrees with the value of the donation stated by the
donor. The Guild Association returns the form to the
donor to be filed with their individual tax return. If
the donated item is later auctioned or sold, the Guild
Association completes IRS Form 8282, records the
item’s sale price and files Form 8282 with the IRS.
A copy of the form is sent to the donor for their records.
Regardless of the value of the gift, the IRS does not
allow deductions for in-kind gifts of services such as
printing, catering, use of vacation homes or entertainment. IRS rules involving in-kind gifts are complex.
Encourage individuals considering a substantial in-kind
gift to consult with a tax advisor. Neither the Guild
Association nor individual guilds may give tax advice.
Acknowledging In-kind Gifts
Donors making in-kind gifts occasionally request
receipts stating their gifts’ value. IRS regulations prohibit
guilds (or the Guild Association) from determining a
value for donors on a receipt for noncash gifts. Guilds
may indicate value only on receipts for monetary
donations. Guilds can and should provide a thank you
letter that describes the in-kind gift. For example, you
can write, “Thank you for the donation of the emeraldcut one-carat diamond earrings.” You may not, however,
state a dollar value for the earrings. Similarly, your thank
you letter should not state the value of in-kind gifts such
as printing, catering or entertainment. A sample in-kind
gift thank you letter can be found at seattlechildrens.
org/ways-to-help/guilds.

Auction Purchases Exceeding Fair Market Value
Individuals are allowed by law to deduct the dollar
amount that exceeds the fair market value of auction
items purchased to benefit Children’s. For example, if
someone pays $1,000 for an item that has a fair-market
value of $800, $200 would be considered a tax-deductible
donation. After your event, individuals purchasing
auction items should receive a statement with:
• A brief description of the item(s) purchased
• The stated value of each item, provided by the
item’s donor
• The amount paid for the item
• The tax-deductible amount per item, if applicable, 		
which is the amount paid minus the fair market value
You can never thank people too many times!
5.

6.

9.

Complete an event form
Share your success with the Guild Association by
sending a photo and completing an event form so
your results can be included in the “Round of Applause”
section of Guild News. (You’ll find the form at
seattlechildrens.org/ways-to-help/guilds/resources.)
Solicit feedback from guests
Consider sending a survey to ask guests what they
thought of the event. Ask them about the venue,
entertainment, food and beverages, speakers, value
and variety of auction items, and ease of registration
and checkout. It’s a nice touch to call your top donors
and special guests to ask directly for their feedback
and to thank them!

Celebrate
After evaluating the event’s success, take a moment
to celebrate it! You, along with everyone who helped,
deserve to relish in your hard work, give kudos and
enjoy special treats! Now you can rest… then start
planning for next year!

10. Start planning earlier than last year

Thank You
A dynamic and energizing event is a great way to raise
money, educate donors and galvanize community support
for Children’s. And no one is better at planning and holding
events than our guild members! You are the envy of every
pediatric hospital in America. Thank you for your support
and attention to the policies and procedures of the Guild
Association. Please remember that the staff and trustees
are always available to support you. Together we are
making a big difference. Thank you.

7.

Gather your core team
In addition to seeking guest feedback, you should meet
with your guild and/or event committee to solicit their
input. Set a tone conducive to productive discussion
and candid feedback.

8.

Make recommendations for next year
Evaluate the feedback from this year’s event to make
recommendations for next year.
Record all suggestions for improvement and prioritize
which ones to focus on when planning next year’s event.
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