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Request To Conduct A Fundraiser Form - Policy

Letter Dated March 1, 2021

* Amended Fundraising Approval Form To Include
CSFO or his designee as an approving authority

Online-Giving and Crowdfunding Policy Letter

Dated June 4, 2021

* Establishes guidelines and procedures for
solicitation of monetary funds or non
monetary items from online platforms




Request To Conduct A Fundraiser

NOTE. SUBMIT THIS COMFLETED FOEM ALONG WITH ALL OTHER AFFLICANLE ITEMSE, TO THE BPOOKEEEFER. THEE DPOQKEEEFER
WILL OBTADN THE FREINCIFAL S WEITTEN AFFEOWV AL, CSFO/DESIGHNEE AFFROVAL AND EETURN A OOFY TO YOLL

SCHOOL INAME

Teacher's MName Vender, Supplier for Fundraiser
Description of Ttemys) to be Sold Vendor Cost of Ttem (s) for Sale §
Schosl Sales Price of Ttemis) § i Frofit 5.
Start Date End Date
tehould not cvcsed four waeks)
Fundraiser Frofit will be used for Activity Account # to Receive Prooeeds

Anditors require that the following items be tomed in with this request

Request To Conduct A Fundraiser Form — ot et Pk e o oy O v e

If fumdraizer 15 bemg conducted by a clob: Sobout documentabion signed by cinb officers of Club, munnies
F_059 where stndents voled and approved conducting the fandraiser. The fondraiser name, start date, end date,

Copy of letter pping home to parents. This is a leHer to parents informing them of the fundraiser State the
‘beginning date and the end date, explain what is to be sold and how the money will be collected. what the
meney will be used for, ebe. Have a place for the parent to sign the letter and return it to you. This is your back-

Fundraisers, Fundraiser Projects, & e

wmlmmmﬂlmmfmmm[mm of the State Anditors:

Crowdfunding Campaigns oot e e o e et an pprove P v s '

I mmst write a receipt from my receipt book and issue it to every student as they fum in money. The white copy

If I void a receipt. I will mark it “Veoid™ and staple the white copy to the yellow copy in my receipt book.

EcE COE - ee o
fundraiser.

THAVE READ AND WILL FOLLOW THE DIRECTIONS OF THE MFS PROCEDTURES FOR
CONDUCTING A FUNDREAISHRE.

Inmderstand that the receipts in my receipt book mmust balanes axactly with the total amomnt of money fumed n
(w&ebmkk.ae?u as well as the eniries on oy “Final Profit Repozt™.

Teadher's Sipratore Drate




Crowdfunding Request — Approval

Form — F-070

Crowdfunding Campaigns

Montgomery County Public School District
C:ruwdln.lnding REQLIE'S‘I —Approval Form
The request must be made and approved prior fo being posfed on any crowdiunding piatform.  Failure fo obfam pror
approval may result in dizcipinary actionz. Please note: If requesting fechnology or donatfions fo purchaze fechnology,
jon from the fe gy deparimend confimung suppord musi accompany thie requesi

School:
Teacher or Group:

D 1 am making a for my pomschool(s).

List applicable school(s]), grade level(s), andfor subject area(s)

u 1 am making a request for a clublorganization that | superise as a Board approved adwisor.

List applicable school(s) and clubforgamization
Crowdfunding Platform being usad:

l—l DonorsChoose org

— Snap! Raise

D Other:

If requesting financial donations, list funding goal:

¥ If geal is not reached, what will cecur:

If requesiing iems. list specific items:

EXACT narrative o be posted online if request is approved (attach additional page if needed)-

Antcipated start date for crowdfunding campaign: End date:

| cerfify that this fundraising event will comply with all Board of Education and local school guidelines. These
includa but are not limitad to:

The account must be setup in the name of the School.

All items obtained are the property of Montgomery County Public Schools and inventory procedures. apphy.

Mo "Go Fund Me™ or like type site requests will be approved.

When developing a project be mindful as to what is being requesied. You must stay within the parameters of the
campaign being applied for.

& Sites must be monitored and taken down when the event or request is complete.

&  No banking information will be provided.

= Al monstary domations shall be made payable to the school.

TeacherSponsor Signature Date

Principal Signafure Date

C5F0 or Designes Signature Drate
Bookk=eper Notified F-070/2021




School Year

Page of

MONTGOMERY PUBLIC SCHOOLS
FINAL PROFIT REPORT FOR FUNDRAISERS OR FUND RAISING PROJECTS

(Submit to bookkeeper within two weeks after completion of project)

Sponsor’s Name

Account Name or #

Fundraiser®: Yes No Fundraising Project**: Yes No
Vendor Name
Student’s Amount Amount
Date Name Turned In Owed

Final Profit Report For Fundraiser or
Fundraising Projects — F-058

e Completed two weeks after the
fundraiser has ended — summary
of fundraising activity

Sponsor’s Signature Date Grand total turned in

Less cost of item(s)

Bookkeeper’s Signature Date Less refund(s)

Profit from fundraiser

Principal’s Signature Date or project

*Fundraisers (7340) will have costs involved. Profits must be at least 40% of revenue.

**Projects (7430) may or may not have costs involved. Profit may be over or under 40%.




											School Year _____ - _____

											Page _____ of _____



MONTGOMERY PUBLIC SCHOOLS

FINAL PROFIT REPORT FOR FUNDRAISERS OR FUND RAISING PROJECTS

(Submit to bookkeeper within two weeks after completion of project)



Sponsor’s Name _____________________________________

Account Name or # ________________________

Fundraiser*:  Yes ____ No ____       	Fundraising Project**:  Yes ____ No ____

Vendor Name ____________________________



                                                    Student’s                                     Amount            Amount    

    Date                                         Name                                        Turned In           Owed



















									Total this sheet ________________

 Sponsor’s Signature                           Date				Grand total turned in ____________

					       			         	Less cost of item(s) ______________

 Bookkeeper’s Signature                     Date				Less refund(s) _________________

									Profit from fundraiser 

 Principal’s Signature                          Date				or project ____________________

*Fundraisers (7340) will have costs involved.  Profits must be at least 40% of revenue.  

**Projects (7430) may or may not have costs involved.  Profit may be over or under 40%.


FUNDRAISING DEFINED

Fundraisers — Items purchased for resale to make a
profit, whether from product companies or other
vendors

Examples: World Finest Chocolate, Krispy Kreme,
Double Good Popcorn

Fundraising Projects — Services or events provided to
make a profit

Examples: Car wash, school dance, Fish Fry




FUNDRAISING DEFINED cont’d

Crowdfunding — a way of raising money to finance
fundraising projects. It enables fundraisers to
collect money from a large number of people via
online platforms.

Examples: Donations — MySchoolBucks, Donors
Choose, and Snap Raise




FUNDRAISING DEFINED cont’d

NOT Fundraising — Purchased items not sold for a
profit.

Examples: Juice Sales, Concessions, School Supply
Store

No fundraisers may sell foods of minimal nutritional
value during the school day.




Fundraising Guidelines

oEach school fundraising activity should be approved by the
Principal.
oA form requesting authorization for a fundraising activity must be

approved by the Principal and the CSFO or his designee before the
start of the fundraising activity.

olncome from the fundraiser must be used for the purpose
indicated on the fundraiser approval form.

oFundraising activities are to benefit students.

oFundraisers cannot be used to supplement a staff account in the
school activity fund.




Fundraising Guidelines cont’d

oFundraisers, Fundraiser Projects and Crowdfunding Campaign
accounts must be setup in the name of the school.

oNo banking information will be provided for any fundraiser,
fundraiser project or crowdfunding campaign.

oDirect deposit of fundraising event earnings is prohibited unless
approved by Central Office.

oAll monetary donations should be made payable to the local
school.

oAll non monetary donations should be delivered to the local
school.




Fundraising Guidelines cont’d

oAll fundraising, fundraising projects, and crowdfunding campaign
items (monetary and non monetary) are the property of
Montgomery Public Schools.

oFund raising activities involving students should be supervised.

oCrowdfunding campaigns that include hardware and software
purchases, must obtain prior approval from the Director of
Technology Support.

0“Go Fund Me” campaigns are prohibited.

oA Final Profit Report for Fundraisers, Fundraiser Projects, and
Crowdfunding Campaigns must be completed and submitted
within 10 days of projected end date of fundraiser.




Contact Information e

Local School Accounting Department

Ricardo (Ric) Randle — Supervisor: 334-223-6876 — IP 70351

Charad Cobb — LSA Assistant: 334-223-6878 — IP 70353
LaJana Marzett — LSA Assistant: 334-223-6875 — |P 70350
Lynette McEndarfer — LSA Assistant: 334-223-6877 — IP 70352
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