WEST VALLEY SCHOOL DISTRICT -- Fundraising Checklist

Prior to Event

· Decide how the anticipated proceeds will be spent and indicate that in the club minutes. In other words, why are you raising the money?

· If it is a WVSD event, complete the Fundraising Request Form.

· Give form to ASB Advisor, ASB Vice President or Senatorial Secretary prior to the next scheduled Senate meeting for approval BEFORE starting fundraiser.

· Get signatures: club/team advisor/coach, club/team officer/leader.

· After approval, place the form in the club notebook attached to the minutes from that meeting.

· Original form will be kept on file with the ASB Advisor.

· After approval, student leader/advisor/coach obtains the necessary forms to carry out the fundraiser (i.e. parent permission to sell, fundraiser check-out form, etc.).
· Advisor/student leader obtains necessary forms associated with the activity. Forms are located in the main office with the ASB Bookkeeper or in the ASB Advisor’s classroom. 

· Purchase Order Request form. Please allow up to 48 hours for processing – plan ahead!
· If a cash box is needed, notify ASB bookkeeper 2-3 days in advance.

· Parent/Guardian notification form

· If items are for resale, fill out the Resale Certification form so group doesn’t pay tax on items.

· Determine from vendor in writing if unused/unsold merchandise may be returned for a credit.

· Parent/Guardian notification form completed and returned to club/team advisor/coach PRIOR to student participation in fundraisers involving the sales of goods or services.

· When merchandise arrives, make an immediate and accurate inventory and put in file.

During Event

Advisor is responsible for following WVSD procedures regarding: fundraising, cash receipting, documentation of transactions, inventory control, safeguarding assets, tickets, reconciliation, etc.

1. The club advisor or designated students will be responsible for checking merchandise in and out. Use Individual Checkout Sheet form (ASB Procedures Manual). All merchandise not checked out is to remain in a locked secure area. (Extended fundraisers such as school store and pop machine require monthly inventory counts and reconciliation)

2. Individual student records must be maintained. Records protect both students and advisor. (WASBO ASB Procedures Manual, Fundraising Section).

a. Students receiving product must sign their individual record sheet each time they receive merchandise.

b. Students must sign their individual record sheet each time they deposit money or when merchandise is returned.

Receipts and student check out sheets form the basis of an ASB club’s financial record keeping and are necessary for reconciliation.

3. Deposit funds collected with the school ASB bookkeeper daily using the Fundraiser Deposit form.  The bookkeeper will verify your deposit total and issue a receipt to you as advisor of the club.

· ASB money is never to be taken home, or left in the classroom nor put into a private personal bank account

· MONEY MUST BE TRANSFERRED TO THE OFFICE BY 1 PM THE SAME DAY THAT STUDENTS BRING IT TO SCHOOL.
4. Use of non-instructional time is encouraged for fundraising promotion and management. When practical, these activities should take place before and after school and during lunch time. Appropriate instructional time should be limited to club activity periods.

After Event – Reconciling

· Advisor/Coach and club/team officers/leaders complete the fundraiser by ensuring that the following forms/documents are contained in the fundraiser file.*

· A copy of club minutes indicating the group/club’s approval of fundraiser.

· Purchase Order completed in advance of purchasing

· Vendor receipt(s)

· Inventory, Parent/Guardian Permission form, Resale Certificate, etc.

· Inventory credit receipt (if applicable)

· Complete a fund raising analysis form and put it the fund raiser’s file for future reference.

· Turn in the completed Fund Raising form (includes the reconciliation of the event) to the Activities Director. You will receive a copy to put in your file.
*Failure to do this within 2 weeks of the ending date of the fundraiser may result in the club/team not being approved for further fundraisers until it is completed
