St. Johns Cultural Council Fiscal Agent Services 
Use of the Cultural Council’s IRS 501c3 and State of SC Non-Profit Incorporation

a. Eligible for individual, business, city, county and other grants and contributions only available to nonprofit organizations.  Without this, the organization or event would have to incur time and expense to formally incorporate under FL law, write and submit formal articles of incorporation, by-laws, form a legally constituted board of directors versus an advisory board (current).

b. Only IRS 501c3 organizations have the ability to accept donations that are tax deductible from corporations and individuals.  Without this status no corporate sponsorships or friends donations would be tax deductible to the donors or sponsors.  

2) Financial and administrative services  - fee 5% of gross revenues from all sources
a. Process deposits and check writing 

b. Prepare and mail all checks and expenses to vendors

c. Payments to vendors will not be made unless there are sufficient funds on deposit to cover submitted expenses.  

d. Each participating organization is required to notify vendors and donors/sponsors that the Cultural Council is serving as a fiscal agent only and accepts no liability for any debt, invoice, or any other financial commitment on the part of the participant.
e. Each participating organization must have or secure any liability or other required insurance policy or rider to cover the program or event and name the Cultural Council as an additional insured.  The Cultural Council will, as part of the services, pay the policy costs from funds on deposit.  The Cultural Council will not permit any participant to be covered under the Cultural Council’s insurance coverage.

f. Prepare and distribute financial reports as requested including P&L versus budget, detailed transactions records for income and expenses.
g. Each participating organization is responsible for donor thank you letters or other recognition

3) Cultural Advisory Services – additional fee to be negotiated depending on scope of services
a. Plan and write criteria and participation agreement for performing and exhibiting arts participants

b. Review and advise on agreements and policies of events
c. Serve as general sounding board for event organizers concerning arts community

d. Attend financial and other meetings as needed when possible
4) Process for grant, donation, or sponsorship receipt.  The respective funder should make all checks payable to “St Johns Cultural Council” with either a cover letter designating the funds for the participant or note the participant in the “memo” line.
This list is not meant to be inclusive or cover every situation that might arise.  The Cultural Council reserves the right to refuse this service or to cancel this service at any time.  If canceled the Cultural Council will return any unspent funds less administrative fees.

Please contact Andrew Witt, Executive Director, at 904-808-7330if questions or if more information is required.
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