California Department of Food & Agriculture
Division of Fairs & Expositions

FAIRS ON THE WATCH PROGRAM

Preparation Guide

This guide is designed to assist fairs included in the Fairs on the Watch program with the
preparation of all additional reports. All additional reports must be prepared in accordance
with these instructions provided by the Division of Fairs & Expositions (F&E).

Reporting
Fairs will submit additional reports based on the fairs year-end reserve percentage from
the current Statement of Operations (see criteria below).

Additional Reporting (Negative Reserve)
As of July 1, 2013, fairs will submit additional reports if the current year-end STOP
reserve percentage was negative.

Deadline

Additional Reporting
Fairs Additional reports will be due by the end of each month.

What to Submit
Fairs Additional Reporting must submit the following reports:

0 Complete Board Package

U Financials (Balance Sheet, Income Statement, Trial Balance, etc.)
U Board Meeting Minutes including Closed Session Report

Where to send

Reports may be submitted in hard copy form by mailing them to:

Department of Food & Agriculture
Division of Fairs & Expositions
Attn: Diana Paluszak

1220 N Street

Sacramento, CA 95814

Reports may also be submitted electronically via email to Diana.Paluszak@cdfa.ca.gov

Please do not fax your reports --- fax transmission causes distortion and reports become
illegible.
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For guestions and/or comments

We are constantly updating and improving these reports and their related templates.
Updates will be provided to you as they become available. F&E encourages you to call us
with any input and/or suggestions you may have. Please direct any questions and/or
comments regarding preparation of additional reports to:

Diana Paluszak

(916) 900-5027 Office

(916) 999-3001 Fax

Email: diana.paluszak@cdfa.ca.gov
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