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How To Hold A Golf Tournament To Benefit KW Cares 
  

KW Cares Golf Tournament  
   
 

 

 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1221 South Mopac Expressway 
Suite 400 

Austin, TX 78746 
 

512-306-6237 
kwcares@kwcares.com 

  

 
 

Conducting a golf tournament is a big undertaking but the rewards are 
proportionately big! If you have a core group that is excited about holding 
a golf tournament, get them organized and harness their energy! 
 
In the following pages we have presented the elements of a golf 
tournament that need to be planned. Please keep in mind that in 
conducting a KW Cares golf tournament there are a number of ‘must do’s’. 
 

 100% of the net proceeds must benefit KW Cares. 

 You must have an executed KW Cares Fundraising Agreement in place.  

 You must have all promotional materials approved by KW Cares prior 
to publication. 

 You must keep accurate records, maintain expense receipts and 
reconcile the event using the Excel Workbook provided by KW Cares. 

 You must submit all of the information requested in the spreadsheet 
and must not alter the spreadsheet. 

 You must submit the net proceeds, expense receipts and the 
completed reconciliation no later than 30 days after the tournament. 

 You MUST have fun! 
 
Since it began, KW Cares has helped over 1900 families with hardship due 
to sudden emergencies. Thanks for helping ensure that this important 
assistance is available when our associates need it most! 
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Invite: 
 

 ALC and KW Cares Committee Members 
 Associates in the Market Center 
 Vendors 
 Family/Friends of Associates 

Share the Vision: 

 Distribute fliers or photos and stories about KW Cares grant recipients from 
www.kwcares.org or KW Connect (search on KW Cares). 

 Explain the importance of keeping the KW Cares coffers full to make available grants for 
KW families with hardships due to sudden emergencies. 

Decide How the Golf Tournament Will Be Conducted: 

 Will the tournament be combined with another event? Auction, dinner, etc. 
 Will there be sponsorship opportunities? 
 Will you have a website for tournament registration and ticket sales as well as other events 

associated with tournament? 
 How many golfers will be accepted?  Max 72 for full course or 144 for cross over. 
 Which scoring rules will you use? Individual scoring, Scramble, Champagne Scramble, Best 

Ball. 
 Will you have contests? Longest drive, closest to the pin, putting contest, beat the pro, 

straightest drive, etc.  

Kick-Off Meeting 

Set Your Fundraising Goal: 
 

 Number of potential golfers 144 at $150 per person    $21,600 
 What does the fee include?  (i.e. greens fee, cart fees, lunch,  
       gratuities, refreshment cart, etc.) 
 Sell 100 mulligan cards at $5          $500 
 Pro for Hire at $20 per person         $1,000 
 Optional Dinner of 144 attendees at $35 per person      $5,040 
 Sponsorship goal             $15,000 
 Donations collected from those not attending            $1,000 
 Donations collected at the event          $1,000 
 Auction Proceeds (see Auction to Go)           $2,500  
            
Total anticipated gross proceeds           $47,640 

 
 
 
*Goals are examples.  Please set goals based on your market center’s capabilities and experience. 
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Create Your Budget 
Income 
 144 attendees @ $150 each = $21,600 
 100 mulligan cards @ $5 each = $     500 
 50 Pro for Hire @ $20 each = $  1,000 
 Optional Dinner @ $35 each = $  5,040    
 20 sponsorships @ $600 each = $12,000 
 10 Sponsorships @ $300 each = $  3,000  
 Donations collected at event  = $  1,000 
 Donations collected from those 
 who could not attend  = $  1,000 
 Auction proceeds  = $  2,500 
 
Total Gross Proceeds  = $47,640 
 
Expense  
 Golf Course Fee   =  $14,000   
 Catering/Rentals   = $  6,000 
 Signage and Printing  = $      800  
 Decorations & Awards  = $      400 
 Insurance    = $      300 
 Estimated Sales tax *  = $      125   
 Misc.    = $      200 
 
Total Expenses          = $21,825 
 
 
 
Total Gross Proceeds:   $   47,640 
Total Expenses:    $   21,700 
Total Net Proceeds:    $   25,940 
 

 *The collection and payment of sales tax is mandatory in most states.   
Check with your state’s controller or treasurer for the rules and applicable rate in 

your area. 
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KW Cares Golf Tournament Timeline 
6 months in advance: 
 Submit a Fundraiser Agreement (download from www.kwcares.org) to KW Cares to have 

the tournament approved and for permission to use the logo.  
 Appoint Event Chair. 
 Select a golf course.  
 Set a date and time for the tournament. 
 Form subcommittees: 

1) Tournament/contests 
2) Sponsorships  
3) Catering committee 
4) Marketing  
5) Entertainment 
6) Auction** 
7) Finance/Record keeping 

 Set your fundraising goal and establish a budget.  
 Will you seek sponsorships?*  
 How much will you charge per person? Per foursome?* 
 What will you include in the fee?  
 1) Auction 
 2) Contests 
 3) Lunch 
 4) Awards/Banquet 
 5) Other 
 Develop disclosure statement.* 
 Brainstorm about possible marketing ideas.  
 Post sponsorship opportunities in public areas. 
 Start promoting the event by word of mouth. Make announcements at your sales and ALC 

meetings and involve neighboring market centers and vendors. 

5 months in advance: 
 Pay deposit to the golf course to hold date, time and number of holes needed. 
 Create registration website.  
 Design promotional materials with desktop publishing. Place fliers in each associate’s mail-

box, invite vendors, clients, other businesses in your building and the local community. All 
promotional materials must be approved by KW Cares prior to publication. 

 Recruit golfers. 
 Recruit volunteers. 
 Solicit sponsorships. 
 Promote, promote, promote!  Enlist your KW Cares Committee to tell 10 people about the 

event each day. 

 
*You will need to determine the tax deductible portion of the sponsorship and registration fee.  KW Cares Can help 
with the disclosure statement.  The disclosure statement appears on all materials or communications that state 
the fee for the event or cost of sponsorships. 
 
**Auction Committee and Finance Committee Chairs need to become knowledgeable about determining the tax 
deductible portion for a purchase as well as how item donations are receipted.  All receipts are generated by KW 
Cares in Austin.  
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KW Cares Golf Tournament Timeline (Cont.) 

4 months in advance 
 Subcommittees meet to report progress. 
 Finance Committee chair should be recording income and expenses in the KW Cares Excel 

Event Reconciliation Workbook.  
 Tournament Committee meets with golf pro to establish tournament rules. 
 Will the driving range and practice putting and chipping greens be available?  
       At what time? 
 Will gratuities be included in the greens fees, if not what is an appropriate gratuity to sug-

gest to golfers? 
 Establish cancellation policies for individual golfers. 
 Will the tournament take place rain or shine?  
 If there is a pool, tennis courts, or other amenities, are they available for non-golfers? 
 Communicate with KW Cares staff with any recordkeeping or other questions.  
 

3 months in advance 
 Subcommittees meet to report progress. 
 Catering Committee meets with golf club catering staff to discuss food and beverage men-

us and arrangements for auction space and tables (if applicable). 
 Arrange for entertainment (if applicable). 
 Finance Committee determines if liability insurance is required and if so, arranges for it. 

(Keep in mind that if someone is seriously injured on the day of the tournament, legal ac-
tion can be taken against all parties.) 

 Finance Committee continues to record income and expenses and collects receipts for ex-
penses.  

 Promote the tournament to area market centers, the Region, and the community. 
 Check in with KW Cares staff. 
 

2 months in advance 
 Subcommittees meet to report progress. 
 Finance Committee continues to record income and expenses and collects receipts for ex-

penses. 
 Promote the tournament to area market centers, the Region, and the community. 
 Purchase trophies and contest prizes (gift certificates for the pro shop are popular and cre-

ate goodwill with the golf club). 
 

30 days in advance 
 Subcommittees meet to report progress. 
 Order signage for hole sponsors, contests, directional signage if needed, and other. 
 Finalize food and beverage. 
 Purchase any decorations. 
 Receipts for expenses turned into Finance Committee chair.  
 Unless course is at maximum capacity, continue promotional efforts. 
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KW Cares Golf Tournament Timeline (Cont.) 

2 weeks in advance 
 Guarantee food and beverage minimums. 
 Make a list and purchase supplies. Include sunscreen and aspirin or Ibuprophen. 
 Receipts for expenses turned into Finance Committee chair.  
 Meet with volunteers to communicate their responsibilities and the time they need to  
      report. 
 Work with golf club staff on foursome lineup. 

 
Day before the tournament 
 Pack all materials and supplies. 
 Pack auction items and take to golf club (if applicable). 
 Confirm volunteers. 
 

Tournament Day! 
 Have tournament hosts greet golfers, offer assistance, and thank them for supporting KW 

Cares. 
 Set up auction (if applicable).  
 
 
 
 
 
 
 
 
 

Week After  
 Collect outstanding payments from golf players and auction winners.  
 Settle final bill with golf course.  
 Finance Committee finalizes KW Cares Reconciliation Workbook. All fields in the workbook 

need to be completed. 
 Finance Committee collects any outstanding receipts for expenses.  
 

30 Days After 
 Finance Committee submits to KW Cares  
 1) KW Cares Reconciliation Workbook 
 2) Proceeds 
 3) Expense receipts 
 4) Photos of the event  
 Email Reconciliation Workbook to kwcares@kw.com. 
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KW Cares Fundraiser Agreement 
KW Cares Fundraiser Agreement 

Fax to: 435-514-2229 or email to kwcares@kwcares.com 

 
Contact Information 

    

Contact Name:  Title:  

MC or (or Region)* Number and 
Name: 

 

Address:  

City, State, Zip:  

Email:  

Phone:   Fax:  
           
    

         Event Information 
Type of Fundraiser:  Date:  

List all activities planned: 

Will you solicit 

sponsorships?** 

 Location:  

Estimated Attendance:  Cost per Individual:  

Estimated Gross Proceeds:  

Estimated Direct Costs:  

Estimated Net Proceeds:  
 

The _____________________________ Market Center (or Region), hereby requests the 
use of the Keller Williams Realty Cares (KW Cares) name for an independent, third-party 
sponsored fundraising event with the understanding that 100% of the proceeds will 
be donated to KW Cares.  KW Cares is an organization described in Section 501(c)(3) 
of the Internal Revenue Code and is located in Austin, Texas.  KW Cares grants Market 
Center (or Region) the right to use the KW Cares name for an independent, third-party 
sponsored fundraising event with the understanding that 100% of the proceeds will be 
donated to KW Cares.   
 

As this is an independent fundraiser, Market Center (or Region) agrees and understands 
that the planning and implementation of the event are the sole responsibility of Market 
Center (or Region). Market Center (or Region) will be liable to pay any expenses incurred in 
excess of gross proceeds from the event. 
 

Gaming Activities:  KW Cares does not permit fundraising activities that include 

gaming for profit, goods, or services, i.e., poker, casino nights, raffles, bingo, etc.  
 
Liability Insurance:  KW Cares shall be held harmless from any liability in connection with 
the fundraising event. If the Market Center’s (or Region’s) general liability insurance policy 
does not cover this event, liability insurance coverage must be purchased and proof of 
insurance submitted to KW Cares.  
 

Disclosure:  Market Center (or Region) agrees that it will disclose to contributors and 
other sponsors of the event that KW Cares is an organization described in Section 501(c)(3) 
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KW Cares Fundraiser Agreement 
Management of event funds and reconciliation:  Market Center (or Region) understands that for 
KW Cares to issue receipts, all checks for sponsorships, fees, tickets, and donations must be made payable to 
KW Cares, and that checks to KW Cares must not be deposited in Market Center (or Region) accounts. Gross 
receipts must be received by KW Cares. In the case of major fundraisers such as golf tournaments or galas, 
etc., KW Cares, in its sole discretion, will work with the Market Center (or Region) to pay deposits and ex-
penses. Minor expenses are to be covered by the Market Center (or Region) and will be reimbursed upon 
receipt of the a completed KW Cares Event  
Reconciliation Form that is located on the KW Cares website www.kwcares.org under the Fund-
raising tab. Receipts for all expenses must be submitted to KW Cares with the reconciliation.  Market Center 
(or Region) agrees that the complete reconciliation of the event will be submitted to KW Cares within 30 days 
of the event.  Market Center (or Region) will be liable to pay any expenses incurred in excess of gross proceeds 
from the event.  
 
Receipts:  Market Center (or Region) understands, acknowledges and agrees that receipts for 
tax deductible donations as allowable by law are to be issued only by KW Cares in Austin.  Market Centers (or 
Regions) may not issue any receipts.  
 
Marketing:  Market Center (or Region) agrees that all marketing materials used to promote 
the event using the KW Cares name and/or logo will be submitted to and authorized by KW Cares prior 
to any use of the name/logo. The logo’s appearance may not be altered.   
 
Promotion:  Market Center (or Region) agrees that this event w ill not be used to promote an 
agent’s, Market Center’s (or Region) business, to secure listings, to recruit associates, or to promote a politi-
cal agenda or candidate for office.  Market Center (or Region) agrees the event will be limited exclusively to 
raising money for KW Cares and will be promoted as a charitable event, not a commercial event.  Market Cen-
ter (or Region) agrees that KW Cares will be promoted as a charitable organization and not as a benefit or 
potential benefit of working for a Keller Williams organization or as an agent. 
 
*If this is a Region fundraiser 
 
**Please include all aspects of the event. Examples: (#1) the golf tournament will be followed by a din-
ner.  The cost of the dinner is additional $35 (or included).  (#2) Live and silent auctions will be con-
ducted at the Gala.  Please provide details on a separate sheet if needed. 
 
*** Example of a disclosure statement:  Please note that only the portion of your contribution that ex-
ceeds the value of any benefits received, or items purchased, is tax-deductible.  
 
Provide the Disclosure Statement for your event: ________________________________________ 
____________________________________________________________________________________
___________________________________________________________________________________ 
 
I understand and agree to these terms and accept responsibility for the conduct and timely reconcilia-
tion of this KW Cares fundraiser.                    
        ___________________________________________                                          
         Signature of Event Chair   Date
        
I authorize this fundraiser on behalf of MC or (or Region) and agree to the terms herein. 

# ___ ___________________________________________ 
       Signature of TL/OP/RD (as applicable) Date 
 
I authorize this fundraiser on behalf of KW Cares.            
      ____________________________________________ 
       Signature of KW Cares           Date
  

Please contact KW Cares 512-306-6237, Fax number 435-514-2229 or kwcares@kwcares.com if you 
have any questions. 
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Sample Sponsorship Opportunities 
Gold Sponsor: $600 
 Sponsor name and logo printed on all promotional materials (program, welcome signs, t-

shirts, etc.). 
 Two rounds in the golf tournament.  
 Two tickets to the banquet.  
 Disclosure: The tax deductible portion of this sponsorship is $300.  
 

Silver Sponsor: $300 
 Sponsor name printed on welcome signs.  
 One round in the golf tournament.  
 One ticket to the banquet.  
 Disclosure: The tax deductible portion of this sponsorship is $150.  
 

Hole Sponsor: $250 
 Name and logo printed on sign at tee. 
 Two tickets to banquet. 
 Disclosure: The tax deductible portion of this sponsorship is $180.  
 

Cart Sponsor: $250 
 Name and logo printed on golf cart. 
 Two tickets to banquet.  
 Disclosure: The tax deductible portion of this sponsorship is $180.  
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Creating Buzz 

Invite everyone in your database!* 
Promotion 
 Write press releases for local media. 
 Get on local talk shows. 
 Create fliers and post them around your community and send them via email to your data-

base.  
 Shoot a small commercial and blast it out to your associates.  
 Promote on Facebook, Twitter, LinkedIn or create your own website. 
 Word-of-mouth is the most effective way to promote an event, do what you do best and 

sell it!   
 Challenge each member of the event committee and the ALC to tell 10 people about the 

tournament each day. 
 Invite associates from surrounding market centers and vendors.  

 
*Please do not violate the KW Spam Policy, so only blast out to your sphere of influence.  You 
can locate the Spam Policy by searching on Spam Policy at answers.kw.com.  
 
**All promotional materials, including electronic and social media announcements and sites, 
must be approved by KW Cares prior to publication or distribution.  

 
Make it an annual tournament and grow it each year! 



 

 11 

Reconciliation: Sponsorships 

Reconciliation: Attendees 
B Revenue from Ticket Sales / Entry Fees

Attendee                   

Name Email Address Address City State Zip MC # No. of Tickets Amount

Less 

value 

received 
Equals Tax 

Deductible Donation 

1 Aubrey Blass ab@kw.com 1221 South Mopac Expressway Austin TX 78746 48 10 $1,500.00 $1,100.00 $400.00

2 Chris Streppa cs@kw.com 1221 South Mopac Expressway Austin TX 78746 48 2 $300.00 $220.00 $80.00

3 Toni Young tyoung@kw.com 1221 South Mopac Expressway Austin TX 78746 48 2 $300.00 $220.00 $80.00

Totals $2,100.00 $560.00

Submit completed spreadsheet with all payments for tickets and entry fees. 

List the value of what was received in return for the ticket purchase or entry fee (i.e., dinner, golf, advertising, etc.)

A

Revenue from 

Sponsorships

Check 

No. Sponsor Name Email Address Address City State Zip Amount 

Less Value 

received 

Equals tax 

deductible 

portion               

1234 XYZ Energy xyz@energy.com 1547 Elm Street Austin TX 78749 $600.00 $300.00 $300.00

1578 ABC Corp. abc@gmail.com 1689 Lime Street Austin TX 78746 $600.00 $300.00 $300.00

1200 DEF Title def@title.com 1236 Guadalupe Ave. Austin TX 78426 $600.00 $300.00 $300.00

Total Sponsorships $1,800.00

 Indicate the value of anything a sponsor received in return for the sponsorship (i.e., dinner, round of golf, advertising, etc.)

In this example sponsors received two entries into the golf tournament valued at $150 which 
includes the two tickets to the banquet. 

In this example each entry fee includes: 
     Greens Fee:  $55 
     Lunch:   $20 
     Banquet:  $35 
     Total:   $110 
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Reconciliation: Other Donations 

D Revenue - from other donations

Check# Amount* Donor Name Market Center # Email Address Address City State Zip
1234 $1,000.00 John Smith 48 johnsmith@kw.com 1221 South Mopac Austin TX 78746

1235 $2,000.00 Jane Doe 48 janedoe@kw.com 1221 South Mopac Austin TX 78746

Total Received 3,000.00

**  100% tax deductible if nothing of value is received in return for donation. 

Reconciliation: Expenses 

E Event Expenses

Check # Amount

Facility Rental 5548 $13,000.00

Caterer 5550 $6,000.00

Event Insurance 4285 $300.00

Entertainment 5268 $200.00

Awards 5267 $150.00

Total Expenses $6,650.00

Submit all expense receipts with completed spreadsheet.
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Reconciliation: Event Reconciliation 

Market Center # 48

Event Date: 6/27/2012

Enter total box from 

each spreadsheet 

here

A Revenue from Sponsorships $15,000.00

B Revenue from Attendees $21,600.00

C Revenue from Auction $2,500.00

D Revenue from Other checks $8,540.00

Total Revenues $47,640.00

LESS

E Total Expenses $21,700.00

Net Proceeds sent to KW Cares $25,940.00

F        Event Reconciliation

This sheet will auto populate with the totals from the previous sheets in the workbook. 
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Thank you so much for 
supporting KW Cares!  

Contact information:  
512-306-6237 

kwcares@kwcares.com 


