Fire Mountain Arts Council

Bookkeeping Checklist for Events

Event ____________________________________ Date____________________ 
Director _____________________________

Number of tickets sold or number of attendees _____________ Amount $_________

Sales of misc. items (like T-shirts and concessions)


What ____________      How many __________ How much $ _________

Number of people involved in putting it on _____________________


(include everyone from ushers to directors, graphic people and dishwashers)

 Donations: For which fund _____________________Amount $_________________

Expenses


Building Use: Where _______________________ # times used________ Value $________

Building Use: Where _______________________ # times used________ Value $________


Building Use: Where _______________________ # times used________ Value $________

Advertisement: Where _____________________ Value $ _________________

Advertisement: Where _____________________ Value $ _________________


Advertisement: Where _____________________ Value $ _________________


Other: What _____________________________ Value $ __________________


Other: What _____________________________ Value $ __________________

Other: What _____________________________ Value $ __________________
In Kind

Other: What _____________________________ Value $ __________________


Other: What _____________________________ Value $ __________________


Other: What _____________________________ Value $ __________________
Expenses

Attach slips with explanations. If the item is to be donated, please put a note on it. If

someone needs to be repaid, give the name of the person. If it is a bill that has not been

paid, put a note on it that says it is to be paid with your name as a reference. If there is no

slip, then write a short note explaining the situation and how you want the bookkeeper to

deal with it and include your name.

Money from tickets, donations, and sales have to be kept separate from each other.
