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Introduction

Although there is a lot of work that goes into being a Silver Wings Treasurer, with the proper information and knowledge it can be a very rewarding job. This handbook has all the necessary information a Silver Wings member will need to be a successful treasurer. There are three sections, each focusing on a specific area of being treasurer. There is a section on fundraising, a treasurer’s role within a chapter, and an explanation of forms that must be used, along with form examples. Each area is an important part of a Silver Wings treasurer's job.

The first section focuses on the treasurer’s job at the chapter level. It is designed to aid a chapter treasurer in their job. Everything that is expected from the treasurer is outlined in the following paragraphs. All the forms need to successfully get the job done is provided. 

This second section is designed to guide your chapter through the process of developing successful fundraising programs. Setting up a program takes time and work, but the effort can really ‘pay-off’ for your chapter. Chapters with successful programs raise hundreds of dollars each year. The following pages will give you step-by-step guidance for developing your programs, a detailed account of hosting a golf tournament, and lots of other great fundraising ideas. You may want to start from the ideas presented in these examples and then modify them to meet your chapter’s particular needs. Remember, no one approach is best.

Section I:  Duties of a Treasurer

It is the Treasurer’s responsibility to collect all dues, pay all bills, create the Chapter budget at the beginning of each semester and prepare and distribute the interim and ending financial reports. In addition, the Treasurer is the Fundraising Committee Chairperson and is also responsible for coordinating travel arrangements for chapter staff, if funded by the chapter.  Each chapter must submit a proposed budget, interim financial report and ending financial report according to the Region Suspense Calendar, check with your Region Executive Officer for a copy of this if there is one.  Use the forms, Projected Fall Semester Budget and Ending Spring/Fall Semester Financial Report at the end of this section to complete these requirements.


At the beginning of the reporting period, meet with other officers and let them know how much the outgoing staff expenses were.  Ask them if they will need more or less money to complete their duties and projects this semester.  Compare several budgets from the preceding years.  Don’t forget to consider inflation.  Section A7-2 of the SWM explains how to prepare a budget.  A sample budget is included in Attachment 1.


Financial records must include, as a minimum: balance sheets, vouchers, bills, receipts, deposit slips, bank statements and canceled checks (when possible). There is a sample of these at the end of the section. The Treasurer must review the reports with the Advisor at the end of each semester.  Prior to being passed to the incoming Treasurer, all financial records must be approved by the chapter advisor.  A letter stating the advisor has audited/approved the books must be included in the continuity notebook when they are passed on.  A sample of this letter has been supplied in Attachment 2.

Items all chapter Treasurers must have in their continuity notebook:

Print out or copy Sections 11-9e, 11-12, 13-1, 13-2, 13-3, and 13-9; Figures 13-1, 13-2, and 13-3 of the SWM.  These are the sections of the manual concerning your job!

Print out or copy SWM Attachment 7, SW Accounting Guidelines with Figures A7-1, A7-2, A7-3, A7-4, A7-5a, A7-5b, A7-6, and A7-7.  

Included for your use is a blank receipt journal, disbursements journal, balance ledger sheet, projected semester budget, ending semester financial report.  Please use the attachments above as examples.

You should also have a copy of both the National Suspense Calendar (Figure 12-2 on page 12-5) and your Regional Suspense Calendar, as well as multiple copies of the Reimbursement Form (Figure A7-6) and the Check Request Form (Figure A7-7).

To track fundraising activities, you should have multiple copies of Project Form A (SW Form 7A, Figure A8-3) and Project Form B (SW Form 7B, Figure A8-4).  Both forms should be completed within 5 days after a fundraiser.  Make two copies of completed Project Form A, Activity Report Form.  One copy should be sent to the National HQ and one to your REO by the dates indicated on the suspense calendar. The original should be retained and filed in the chapter files.  This copy can be used the next time the event is being considered or when submitting for awards.  Complete the Project Form B, Activity Continuity Worksheet at the same time, while the event is still fresh in your mind and file it in your continuity notebook.

A letter stating the advisor has audited/approved the books must be included in the continuity notebook when they are passed on.

Section II:  Getting Money Outside of Membership Dues

Donations

The easiest way to make money is to have it given to you. But asking and acquiring donations can be tricky a thing. A quote from Cindy K. Potter, the author of “What Every SWE Section Should Know About Asking For Money”, sums this up nicely, “The confidence it takes to ask for money comes from knowing where the money is, how much there is, and how and why it flows from one point to another. The logic is simple: You don’t get raises, loans, donations, or grants because you’re nice, or you need money, or you’re a good manipulator, or because you make demands. You get the money because you give something in return. The return is the heart of what fundraisers call your case.”

Here is your step-by-step guide to asking for donations, which includes the basic rules, culled from bosses and bankers, fundraisers and grant makers:

Step 1. Know your case. Having a good grip in why you or your cause deserves money, and what you’ll accomplish with it, is not only persuasive, but makes you feel less like a powerless supplicant. Before you can successfully solicit funds, you must first decide on the specific programs or projects your chapter would like to accomplish. Then determine how much the program will cost.

Step 2. Know your prospect. Gear your case to his or her needs. What key elements do foundations look for in grant proposals? How will the prospect benefit from your cause? You don’t just make a list of the ten wealthiest people in town…Donors must be involved in some way. They must have a stake in the project.

Step 3. Communication and coordination between chapters, Arnold Air Society squadrons, and AFROTC Detachments are becoming increasingly important. Communication and coordination is essential to avoid duplication of efforts and to maximize the success rate for the programs.  The quote, “Strength in numbers” defiantly applies when it comes to fundraising. 

Step 4. Make the approach as personal as possible. It’s easier to ignore a written request than a phone call, easier to say no on the phone than face to face. Getting the name of the correct person in a firm to contact is part of this personal approach. A follow-up phone call helps to increase response rate in a written solicitation. Personal follow-up by a chapter member is also a good technique. Practicing these follow-up discussions through role-playing exercises helps in achieving a polished presentation. 

Step 5. Don’t wait till you need money to ask. Desperation robs you of objectivity and critical preparation time. Plan ahead for anticipated financial needs. Start your homework early. Preparation is critical for success. You may get lucky with a firm or two, but the “shot gun” approach is not an effective technique for getting financial contributions.

Step 6. Be direct and name specific sums. Prospects aren’t mind readers. As you make your case, describe what donations can accomplish. Tell potential donors your goals and how much you’re hoping to receive from them. You might consider specifying a minimum contribution that entitles the donor to something, such as free advertisement at an event or a plaque of some sort to hang in their place of business.

This completes the basic six steps to asking for donations. The letter in Attachment 3 is a specific example that one chapter used to ask organizations in their community for donations to their chapter. Notice the parts where they tell the organizations what they will receive for donating. This is a very important part in asking for money. You can use this letter for your chapter, with minor modifications. Asking already supportive organizations is a very simple way to ask for money.  Next, we will examine what kinds of firms make good donors. 

Firms that give Donations

We will now look at some specific examples of good prospectors. It is important to know your community’s individual potential. Each community has its own character. Tapping into this is the best way to utilize your resources. For instance, in some places the university is the town. In cases like this, small businesses are more likely to give to university organizations. Locally owned stores and shops that rely on students’ business are particularly willing to help. If your university is a small part of a bigger city life, then your resources may be completely different. Stores that mostly rely on students are still definite options, but your larger opportunities will be with larger companies who are concerned with being connected with the community at large and enhancing young people’s lives. They will be more willing to donate than small businesses that are trying to stay afloat while competing with the larger ones.  Emphasize the fact that Silver Wings is a nonprofit organization. Companies will get tax breaks for their donations. Always remember to follow up your petitions. Many companies will forget or avoid you if you do not ask twice. Follow up with a phone call plus a visit, or a meeting with a phone call.

The following 3 types of businesses are great prospectors:

1.
Banks are always a good resource. If you get a petition in the spring or summer, they will be able to consider donating to you in the fall. Banks set up their budgets at the beginning of each fiscal year. This means that you will not know until September how much you will be receiving from them. However, it is worth it, banks are always looking for causes to donate to.

2.
If you have an Air Force Association chapter, they are a wonderful source of financial and moral support. Tap into any military or AFA related opportunities. Let your faces and names be known to the AFA by going to their meetings and telling them about ARCON and NATCON. Offer to have them make a presentation at either one in return for their financial support.  But most importantly, show your support for THEM and invite them to your events and to meet YOU before asking for handouts.  It will pay off in the long run!

3.
Keep in mind that small businesses will be more willing to donate merchandise or give discounts, than to give a flat donation. Reduce your expenditures in this was as well. Try grocery stores, supply and bookstores, bakeries, copy centers and military bases.

“FUN”raising Projects

Now that you have looked at the steps to getting donations and what kinds of businesses to ask donations from, let us look at some fundraising projects. There are hundreds of different fundraising projects your chapter can do. Hopefully the following ideas and descriptions will get you started, but do not limit yourself to these. Be creative and make “FUND raising” “FUN raising” for your members. Remember to commit to activities, which you know you have the personnel to cover.


Large Chapters

There are several proven fundraising projects that other chapters have put on. Again these ideas are best for the larger chapters, 15-30 members. Although they may not be as profitable as a golf tournament, they are still a great way to raise some money for your chapter, and have fun doing it. They are also all great ways to improve your chapter’s relationship with your Arnold Air Society. Here is a brief description of a few:

1. Bowl-A-Thon: This is a really fun project. To start off, the chapter gives its members a pledge form that they can have their friends, teachers, family, etc. pledge a certain amount of money for the number of pins that they will knock down. The chapter makes arrangements with the bowling alley to hold the event. Normally the bowling alley will give a discount because Silver Wings is a nonprofit organization. The chapter’s members bowl, and the money collected are based upon the number of pins knocked down and the amount of money pledged. The only startup cost would be the cost for the bowling alley up front before the money is collected.

2.   Clothing Sale: The chapter must contact a clothing retailer and get a quote for specialty made ROTC clothing, such as baseball hats, windbreakers, jogging pants, etc. The sale is held for the whole corps. The difference between the price you sell the clothing at and the original cost is the profit. The start-up cost would be the price of the clothing. But if you take orders and the money ahead of time then there is no start-up cost.

3.    Concessions: You can work the concession stands at any sports game or concert. Most of the time you will receive about 10% of the profit, which can end up being a good amount of money. Plus you will get free food and free admission to the event!

4. Pie-In-the-Face: Your chapter would need to ask the POC’s and Cadre to volunteer to possibly have a pie thrown in their face, for a good cause, of course. The volunteers have their names put on a folder, coffee tin, or water jug which is kept in the cadet headquarters. Each class competes separately. The 300, 400, and cadre who get the most money get a pie thrown in their face. There is a raffle held to see who gets to thrown the pie.

5.  Pizza Sales: Your chapter can buy a ton of pizzas. You can usually get a discount on them for being a nonprofit organization and buying in bulk. Then resell the pizzas to the cadets, by the slice, with a soda. The start-up cost would be the cost of the pizza and soda.

6. Carnation Sells: Selling carnations during the holidays are a fun profit. You can sell green carnations for St. Patrick’s Day, pink and red for Valentine’s Day, and yellow for Mother’s Day. Your profit will equal the difference between sale price and cost.  There is no start-up cost because people will pre-order.

7. Casino Night: Use one of your schools buildings, which have a large open room in it, such as the student commons. Then, turn it into a casino! Train volunteers to be the dealers and play different games of chance. Setting up will be the hardest part and must be done a few hours in advance. You may also need to get proper permits from the government, as a lot of money will be handled. You can expect to make around $2500.00. This fundraiser does have a large startup cost, but a huge profit.

8. Spaghetti Dinner: Host a spaghetti dinner during the winter season or Christmas break. Have the cadets and Cadre invite all their family. You should charge by the plate, which will include their drink and dessert. Have the Silver Wings members be the waiters and waitresses. Play some holiday music and everyone will have a good time. The startup cost will be the cost for the food and supplies. The profit will be the price charged for the plate minus the cost.

On top of all these great ideas from your fellow Silver Wings chapters, here’s a list of more great fundraising ideas for large chapters.


Small Chapters

There are also tons of great fundraisers that smaller chapters with only 3-7 members have put on. They were huge successes for these chapters and can be very profitable. If you are a smaller Silver Wings chapter, inviting AAS and your detachment to join you in your fundraisers is very important. The more people you can get to help, the bigger your fundraising projects can be and the more money you can make. 

1. Soda Sale: If your detachment has a cadet lounge with a refrigerator this is a great fundraiser. The chapter is responsible for keeping the refrigerator stocked with sodas. The soda is then sold on the honor code to any cadet or cadre that is thirsty. The difference between sale price and cost is the profit. The startup cost is the cost of the soda. You can also turn the refrigerator into a full vending 
machine by adding lots of food; this will increase your startup cost and profit. 


2. POW/MIA Bracelets: These bracelets can be bought and then re-sold to the corps at a marked up price. If you take orders and the money ahead of time then you will not have a start-up cost.

3. Penny War: Each flight or AS year gets a jar. Pennies in their own jar count for them, silver coins and paper money in the jar counts against them. Come up with a special prize for the winning flight and your chapter keeps all the money as your profit.

4. Car Wash: A car wash can be a fun and profitable fundraiser. Having it on an AF base will really boost your chapter’s profit. It gives the actives a chance to support Silver Wings and they get their car washed in the mean time.  You could also invite your local AFA chapter and it can help them obtain more members!

5. Can Drive: On the weekends go around to the apartments on campus and collect the beer and soda bottles from all their parties. After about three hours of collecting, your chapter could wind up with a little over $100 worth of recycling. And the best part is there is no start-up cost.

6. POC Auction: Your chapter can auction off some or all of the POC’s to the GMC’s for a special amount of time. This requires a large commitment by the whole wing, but there is no start-up cost and it is a great way to foster POC and GMC interaction.

7. Jacket Sales: Have a clothing store make a jacket with Air Force on the back and the cadet’s name on the front. They must order these ahead of time with their money, so you won’t have a start-up cost.

8. T-Shirt Sales: Design a special AFROTC T-shirt that the cadets would like to buy.  “Top ten reasons to be an AF cadet” is a good T-shirt topic. Then sell the shirts at a price a little bit higher than the cost. If you design a really cool shirt you will make a good profit, be creative!

Although you may have a small chapter, the list of ideas for fundraising is not. Here’s a list of more fundraising ideas from other Silver Wings chapters that only have 3-7 members. 



COLONEL J. DOE SILVER WINGS CHAPTER

AIR FORCE ROTC DETACHMENT (detachment #)

UNIVERSITY OF AMERICA (school)

ANY CITY, ANY STATE 00000 (city, state, zip)

ENDING SPRING/FALL SEMESTER FINANCIAL REPORT (Circle Applicable Semester)

DATE: _________________
BALANCE FORWARD





$________________
RECEIPTS

         Dues:  
National




$________________

Regional 



$________________
Chapter




$________________

Fund-raisers





$________________

University Funding




$________________

         AFA Funding





$________________

         Misc. Donations





$________________

         Fines






$________________

         Other






$________________

TOTAL  RECEIPTS                                                                               $________________
        TOTAL INCOME                                                                            $________________
EXPENDITURES

        Dues:
National




$________________



Regional



$________________
        ARCON:  
Presentations/Workshops


$________________

Registration



$________________

Travel




$________________

          NATCON:  Presentations/Workshops


$________________

 Registration



$________________
 Travel




$________________
Initiation Ceremony




$________________

Supplies:  EMC – (equipment)



$________________

Photo copies





$________________

Film and Photo Developing



$________________

Food & Beverages




$________________

Other Office Supplies




$________________

Misc. Expenses





$________________

TOTAL EXPENDITURES                                 
               $________________


ENDING BALANCE




         $________________

________________________________ CHAPTER TREASURER 

________________________________  CHAPTER PRESIDENT

________________________________ CHAPTER ADVISOR


DATE

COLONEL J. DOE SILVER WINGS CHAPTER

AIR FORCE ROTC DETACHMENT (detachment #)

UNIVERSITY OF AMERICA (school)

ANY CITY, ANY STATE 00000 (city, state, zip)

FROM: Outstanding Officer, Col, USAF

SUBJECT: Silver Wings Chapter Financial Status

I have reviewed the financial status of the Col J. Doe Chapter and it is in good financial health.  The books have been audited and are approved for the 2002-2003 year.  

Sincerely,

Outstanding Officer, Col, USAF

Col J. Doe Chapter Advisor
Col J. Doe Chapter of Silver Wings

State University

5500 Campanile Drive

 92182-7238

Name of Contact

Name of Organization

Street Address

City, State, Zip

Dear (Name of Contact):

We are excited to reveal a great organization on State University’s campus, Silver Wings. We are an organization that promotes professionalism and patriotism through community activities and with the Arnold Air Society, an Air Force ROTC cadet organization.  We would like the opportunity to be a significant organization in our outstanding community, but for us to be successful we need your support.

As a great supporter of organizations, we are hoping for your financial contributions to help our Silver Wings chapter accomplish our stated mission.  The members of Silver Wings will be volunteering all over the city to promote patriotism, educate about aerospace power, encourage community and government involvement and provide professional development training to its members. On top of this we will be representing our community and its organizations at our National and Region Conclaves, which are held once a year. As a (community service organization, corporation, etc) in the community we would greatly appreciate any support you can give.

Enclosed is a packet of information regarding Silver Wings at State University. In it you will find some background information on Silver Wings, what our mission is, and our chapter’s proposed budget. 

For a donation of; $250, you will receive free advertisement for a semester on any event brochures handed out and your logo will appear on all t-shirts that are produced for our members to wear.

$500, you will receive free advertisement for a full year on any event brochures handed out and your logo will appear on all t-shirts that are produced for our members to wear.

$1000 or more, you will receive free advertisement for a full year on any event brochures handed out and your logo will appear on all t-shirts that are produced for our members to wear.  You will also automatically become an Air Force Association Community Partner (all the goodies included in that) advertising to all members in the state and a free plaque to hang in your place of business.

If you have any questions please do not hesitate to contact me at *** or the Professor of Aerospace Studies, the Advisor for the Silver Wings, at ***.

Sincerely,

Col J. Doe Chapter President

ATTACHMENT 3


Sample Donation Letter





Booths at Carnival Events 			Button sales


Cadet Care Packages				Calendar Sales


Candy Sells					Cupcake Sales


Donut Sales					Fruitcake Sales during the Holidays


Garage Sale					Holiday Oriented Sales


Magazine Sales				Paper Drives


Parking Cars					Raffles


Scavenger Hunt				Selling Christmas Cards


Shoe Shine Sales





Baby-Sitting Services			Barn Dance


Cadet Care Packages			Campus fashion Show


Chili Cook-off				Concert/Stadium Clean-ups


Dance-A-Thon			Jail and Bail


Mr. and Ms. Legs Contest		Pancake Dinner


Plane Wash				Program Sales for Football Games


Talent Show				Tutoring


Ushering Events			Volleyball Marathon


Waitress for Fraternities/Sororities	Work AFA booth at Air Show








ATTACHMENT 1


Sample Chapter Budget





ATTACHMENT 2


Sample Advisor Approval  Letter
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