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SIG Raffle Committee 

 Job Description 
 

The Raffle Coordinator is responsible to recruit YCMG members to form a committee to 
provide packaged items for the raffle. He/she also oversees/leads the following teams to see 
their assignments are completed.  

Responsibilities 
 

The committee members will complete this assignment by serving on at least one of the 
following teams:   
 
Donations:  Procure donations from business and organizations. Items can be in the form of 
gift certificates, notes of promised events, or actual items. EX: wineries, nurseries, restaurants, 
hotels, as well as individuals.  Baskets and other special containers are also requested. Also 
needed are monetary donors who will be recognized as sponsors of the event. Several have 
been generous in the past and can be contacted again.   
Inventory and Assembly:  List items as them come in and categorize to make assembly easier 
later. Once all items are received, this team will begin to put the items together to form 
packages.  Several people should work together so agreement is reached as to the desired 
quality is reached for each package. To add appeal, tissue paper, ribbons etc. are a nice 
addition. Adding the tag is the final chore. Tags for packages are to be coded to indicate price 
level and have a thorough description of contents and approximate monetary value.  
Sales:  Works a 2 hour shift to sell tickets the day of the event. Procure cash box from 
designated person prior to their shift. Bags money at the end of their shift before signing off 
and gives to designated person. A training session will be held prior to the event to assure 
members understand the price differentiation of the tickets and he “rules” of the raffle. This 
team is also responsible for insuring awards are presented to the winners upon presentation 
of valid tickets.  
Logistics: Responsible for set up of tables and chairs and display of baskets and their 
containers. This usually takes place late afternoon on the day before the event. If not done by 
assembly team, check each basket for correct container number and tag. At the end of the 
sale, take down tables, chairs etc. and help coordinator and other team members remove 
other raffle materials. 
 
*NOTE – in order to provide a  consistent look and feel for all job descriptions, please use the 

fonts and styles contained in this document. Also, please include the following in the 
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responsibility section: “As your job evolves, please note changes to your responsibilities in this 
document.” 


