


BINGO
Hold a BBBS Bingo Fundraiser!



Step 1: Get your team and supplies!
To hold a Bingo event, we’ve found a team of three volunteers is ideal.

You’ll need:

1. Bingo Caller (be a great enunciator!)
2. Master Bingo Card Tracker (attention to detail needed, but you can be 

behind-the-scenes)
3. Host (be fun! Lead the program and the music)
4. Bingo Cards ($10 for 100 cards)
5. Zoom Pro account ($15/mo)
6. Prizes!



Step 2: Create the Campaign
You can use any system you’d like (Venmo, Zelle, PayPal, cash/checks, etc.) in 
order to collect money and email addresses to process the cards. If you’d like to 
use the BBBS website to collect funds, we can set up the campaign. Contact Josh 
Hagg at JoshH@BBBSTampaBay.org.

mailto:JoshH@BBBSTampaBay.org


Caller: Get your Bingo Cards!
The actual Bingo game itself is quite simple, but you’ll need to prepare a few 
things before you can start your event.

First, let’s talk about the Bingo Cards.

Navigate to MyFreeBingoCards.com to get your cards. Your first 30 cards are free, 
then the next 100 cards are $10, or 250 cards for $20.

After you purchase, you’ll receive an email that will let you customize the cards. 
This can only be done once, and only within 24 hours of your purchase so make 
sure you have your text ready to enter.



Caller: Send the Bingo Cards 
About 2 hours before the event you’ll
want to email the Bingo cards to your
attendees.

Find the email that was sent to your
Email box and click the link to Send
Individual Cards.



Caller: Send the Bingo Cards
Use the email option on myfreebingocards.
Send the cards out to everyone who purchased.
Please note that you can select the number of 
cards to send to each email. You will need to 
organize your list by number of cards purchased.
Send the first batch to everyone who purchased
1 card, then you can change the number of 
cards from the drop down and send to the next
set of emails until you’ve sent to your entire list.



Caller: Call the Bingo Cards
Watch this video for quick instruction on how to use the calling program: 
https://www.youtube.com/watch?v=lJCHPtDjdeE

Follow the link in your email from myfreebingocards.com and the link under “Call 
your game.”

Choose your call sequence at random and click “Start your game.”

Best practices for reading Bingo calls has been to call a new number in 10-15 
second intervals. During the interval, say the letter and then the number with the 
first time being the actual number and the second time reading each numerical 
digit. For example, I-29...I...2...9.

https://www.youtube.com/watch?v=lJCHPtDjdeE


Caller: Checking a Winner
When someone calls out Bingo, you will ask them to share their card number with 
you so you can check if they’ve won (this can be found in the top right section of 
the bingo card). Enter their card number to bring up their card and it will indicate if 
they have a good Bingo. 

If they have completed all the requirements for the style of game you are playing 
(regular bingo, four corners, kite, cover-all, etc.) you have a winner!

Ask if anyone else has a Bingo before you close the game. If you close out too 
soon, you risk losing those additional winners. Record the winner(s) and their card 
number(s) for your records to send prizes later.



Tracker: Master Bingo Card Tracker
It is helpful to have a Master Bingo Card available in case someone doesn’t hear 
what is called. They can refer back to this card at any time during the game. 
(insert image of bingo card on Zoom screen)

Once you have your program, download the Master Bingo Card Tracker from our 
website and save it to your computer. 
https://www.bbbstampabay.org/userfiles/events/Bingo/MasterBingoCard.pdn

https://www.bbbstampabay.org/userfiles/events/Bingo/MasterBingoCard.pdn


Tracker: Master Bingo Card 
You’ll need a semi-advanced image editor that can display layers, such as 
Photoshop. If you want to make things simple, download paint.net. It is free and 
easy to use. https://www.getpaint.net/download.html

https://www.getpaint.net/download.html


Tracker: Master Bingo Card
Once you have your program, download the Master Bingo Card Tracker from our 
website and save it to your computer. 
https://www.bbbstampabay.org/userfiles/events/Bingo/MasterBingoCard.pdn

Open the tracking software on Paint.net
 (or other program you’ve chosen).

https://www.bbbstampabay.org/userfiles/events/Bingo/MasterBingoCard.pdn


Tracker: Master Bingo Card
First, click on the lower layer
and select duplicate.

This will give you a blank layer under
the numbers to mark and leave your
upper layer showing the numbers for
all the viewers to see.



Tracker: Master Bingo Card
Select the paint brush tool, select a width of 50, and the primary color red.



Tracker: Master Bingo Card
Now it’s time to begin sharing your screen. You’ll need to click the share screen 
button on the zoom chat, then select the advanced tab at the top. From there, 
choose the Portion of Screen option.



Tracker: Master Bingo Card
Make sure to resize the green box
indicating which portion of the screen
you are sharing. You want to show
the entirety of the Bingo Card,
especially the bottom.

IMPORTANT: switching between
windows at this point will share
exactly what is shown on your screen
so do not switch unless you stop
sharing first.



Tracker: Master Bingo Card
Mark the bingo number called by placing a dot on the under layer. It should appear 
under the number. Voila! You have marked the master bingo card successfully. 
Continue as numbers are called.



Tracker: Ending a round, resetting your card 
When the round is over,
stop sharing your screen.

Then simply delete the under 
layer or mark it as invisible
then add a new layer for the
next round.



Tracker: Resetting to a new card
Once you have reset your card, and the Host and Caller are ready to move on to 
the next game, you can begin sharing your screen again.

Make sure you double check that the portion of your screen you are sharing still 
covers the Bingo card, often the bottom of the card won’t show unless you resize 
the portion of the screen at that part.



Host: Set up the Zoom Chat
You’ll need a Pro Zoom account to host this virtual event (the free Zoom accounts 
only allow for a 40-minute meeting). Schedule the Zoom meeting. 



Host: Set up the Zoom Chat
You will likely want to enable the waiting room upon setting up the Zoom meeting, 
and disable “join before host.”



Host: Set up the Zoom Chat
Send the Zoom link at least 2 hours ahead of time to your email list of attendees. 
Keep the Zoom link handy for those who are having trouble finding the invite in 
their email, and you can quickly send for last minute participants.



Host: Test the chat
About 30 minutes before the Bingo Party, log in with your Caller and Tracker and 
check to make sure you have your connection set up. Test and share the following 
to make sure your event runs smoothly:

● Music (we recommend sharing desktop audio and adjust volume accordingly)
● Videos (make sure you are able to share your screen and that audio plays 

through)
● Tips and hyperlinks



Host: Start the event
About 15 minutes before the event starts, begin letting people into the room and 
ask people to share screens, and help troubleshoot anyone having issues.

When the event beings, you should have a small script or notes prepared of 
highlights to go over about the event (mute/unmute to speak, using the chat, 
explanations of the games, announce sponsors, show promo videos, and start up 
the music. The fun is ready to being!

It is a good idea to plan for some type of activity in between rounds or during an 
intermission (trivia questions, special raffle drawing, cocktail crafting, etc.).



Host: Share the music
The Host can easily share music playing directly from their computer to the rest of 
the chat. Once you have the chat started you can select
“Share Screen” from the bottom.

On the Advanced tab, select the option
for music or Computer Sound Only.



Host: Explain the rules
It is helpful to provide a visual so everyone understands what the winning 
combinations are. If you need a quick example sheet you can find one here that 
shows some of the basics like:

● “Five in a row”
● “Four corners”
● “Postage Stamp”
● “Kite”

There are many other options and feel free to pick
from whatever game variant you would like and
create your own or download online.

https://www.bbbstampabay.org/userfiles/events/Bingo/bingo.jpg


Host: Promote your sponsors, play videos
If you have any sponsors, make sure to give them shoutouts before, during, and 
after the match. It is also a good idea to start off playing a video or two of your 
choosing. If you’d like to promote something from BBBS. Take a look at what we 
have on our Youtube channel!

Feel free to share more than one!

https://www.youtube.com/channel/UCLMBselSb-TXC-IkhG4YOiA


Host: Record the winners, end the game
At the end of each round, record the winners and their card number so you can 
easily refer back and send the prizes.

After all games have been played, a few players may want to stay on and keep 
chatting. Make sure you are available to answer any questions and keep the 
conversation going. Plan on about 15-20 minutes but it could be more or less 
depending on the crowd.

Good luck and have fun!


