Cabarrus Quilters Guild – Job Description Door Prize Coordinator
Term:  Two Years
Purpose:   Coordinate the purchasing of prizes for the monthly membership meeting door prize. Coordinate the sale of raffle tickets during the monthly membership meeting.  Work with the treasurer with managing the money used for the door prize. The monthly prize should be worth approximately $50.00.
· [bookmark: _heading=h.gjdgxs]Collect any leftover door prize items from the previous Coordinator
· Each year the starting balance will be $200.00. 
· $100.00 is kept by the treasurer and the other $100.00 is kept in the cash box to allow for change making.
· Collect money by selling raffle tickets to the Membership each meeting.
· Select a ticket from the sold tickets and announce the ticket number to the membership
· Identify the winner and announce their name
· Each meeting the coordinator will turn over collected monies for the door prize to the treasurer. 
· Communicate with the treasurer to know the door prize money balance. All monies in the balance is available for purchasing prizes.
· Use money from the cash box or personal money to purchase next month’s door prizes. 
· Complete an expense reimbursement form within 30 days of incurred expense, give completed form to Treasurer for reimbursement
· At the end of the calendar year, the current Board will decide how to distribute any monies in the door prize fund that is over the starting balance of $200.00.





