Fundraising / Bingo Chair – Job Description
The responsibility of the Fundraising / Bingo Chair is to manage the Skating Club Bingos which are held at the Elks Lodge on Friday evenings from 4:00 to 9:30 p.m.

Basic Duties of Fundraising / Bingo Chair are:

1.
Ensure Bingo supplies are stocked.

2.
Province weekly Bingo supplies to the Banker.

3.
Ensure workers are scheduled for Bingos 

4.
Provide weekly financial information to the Treasurer for reporting.

5.
Maintain filing system of weekly Bingos

6.
Obtain and keep current Bingo licenses.

7.
Prepare and file reports to Lotteries Yukon

8.
Initiate, organize and implement a fundraising plan for the Arctic Edge Skating Club.  Work with a fundraising committee for fundraising plan.

9.
Attend regular Executive meetings and provide regular reports.

How-To Guide for Bingos

        Ensure supplies are available at Bingo (chocolates, dabbers, cards, tickets etc.).  Extra supplies are stored in locker under stands at Takhini Arena.
        When supplies are low, they are ordered from Canuck Amusements 
        Arrange for two people to bring supplies up from basement at Elks, start computer and set up for Bingo pre-sales – selling start time should be 4:30 pm. 
        Track the number of bingos people work in conjunction with bingo control sheets.
        Track and hold onto Bingo Agreements.
        Ensure bingo schedule is completed and sent out to people and posted on the website.  It should be e-mailed and handed out on paper. 
        Collect Bingo Accounting sheets completed at each bingo, verify them for accuracy and keep to prepare bingo report within 30 days of the end of each quarter in accordance with Lottery Licensing Dept.  It is easiest to work on this weekly so you don’t have a lot of work to do at the end of the quarter.

        Make sure that green supply box has enough supplies and enough bingo accounting sheets (i.e., coin rollers, tape, staples, etc.).

        Apply for and obtain Lottery license and arrange for any amendments as needed – Xmas bingo is different. 

        Ensure there are enough workers for busy Fridays. 

        Ensure that Elks rent is paid in a timely fashion.

        Verify that outside of club workers bingos are recorded and paid out accurately.

The bingo organizer essentially sets up the Club’s Friday night bingo at the Elks Hall.

For the Elks Bingo:

 There is normally someone at the Elks right after work so that you can get in to restock everything from the previous week.  It is better to do this between Monday and Thursday as it takes between 45 min to an hour and you don’t often have time on Friday unless you come extra early.

This person must fill up the ticket bins, record the start and end numbers and double check all the numbers on the bingo control sheets.  THIS IS VERY IMPORTANT!!!  It is very easy to transpose numbers or miss some numbers in a series.  There are information sheets for bankers, floor workers and set up in the file folder in the green Rubbermaid supplies tub.

Lucy Jackson helps with the clean-up and set-up.  She also sets up in the hall by putting the garbage bags out.  She will produce a receipt for garbage bags from time to time – this should be paid out of bingo money and stapled to control sheets.  As compensation, we give Lucy 3 sheets for each Earlybird game for a total of 9.  

All supplies are taken upstairs and set up for selling.  The first 50 numbers are pulled for Bonanzas at this time.  Setup needs to be started at approximately 4 pm and selling must start at 4:30 pm.  Two people are needed to adequately cover the sales.  On a night where there are 200 plus people, it is very difficult to get them through the door in order to start on time and they don’t like starting late.

The bingo organizer is in charge of ordering supplies, dabbers and prizes (see sheet on ordering supplies).

How to Pull First 50 Numbers

Computer Start-up

· Turn on microphone (light switch behind sliding door on stage) 
· Turn on Flashboard (switch behind wall blind) 
· Open left hand door on bingo machine 
· Turn two switches above door on the machine off or up (camera and blower switches) 
· Turn on main power (right hand unit inside door) 
· Turn on the computer (left hand unit button at arrow)

For random bonanza numbers click dice

Click new game (numbers will be brought up in 5 second intervals)

The first two numbers pulled by the computer are for your Earlybird games.  The first number determines whether EB #1 is odd or even and the first number of EB 2 (disregard zero) and the second number pulled is the second number of EB #2.  EB #3 is the opposite of EB #1 odd or even.  eg. Use the second number of a two-digit number.

Ordering Supplies

Supplies are ordered from Canuck Amusements.  The contact person is Jeff at 1-780-686-2224 – Canuck number is 1-800-269-2549.  All dabbers/glue sticks have to be invoiced together as they are a club fundraiser (separate from the bingo) and are paid from the general account and all other supplies (tickets, prizes, etc.) related directly to the running of the bingo must be invoiced together as they are paid from the bingo account.

Note: the gift door prizes are ordered from 4-Play Bingo Supplies 1-604-878-0744 except bingo bags which we get from Canuck.  

There is generally enough room at the Elks Hall for storage of supplies.   During the summer months, arrangements must be made with City staff 668-8380 to get into the arena.  

Canuck looks after the shipping and it is usually Pacific Northwest.  You will have to decide where the delivery is to be made (arena, home, etc.).  It usually takes a week to ten days to get supplies here, so make sure you stay aware of what is needed.  You don’t have to order everything each time – only those things you need.

Club Fundraiser – Dabbers - We usually order a case of the following colours:

Lime


Violet


Blue

Red

Green


Hot pink

Orange
Teal

Purple

We also order one case of large glue sticks containing 12 boxes.

Earlybird cards are called 3 up loose sheets.  We order one box each of blue, purple and orange.  We also use 3 ups also for the radio bingo extra game and for that we order navy blue.

Regular Game sheets are blue-green series #108, 9 cuts, ordered as 6, 9 and 12 packs.

Bonanza tickets are sold 1 to 9 and 9 to 18 and we buy only blue series.  You need an equal number of each when you order.

Master Tickets – these are the sheets attached to the door tickets.

