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Fundraising Procedures and Forms for 
Local Schools 
Available from Montgomery Public Schools website – 

www.mps.k12.al.us 
Departments 
Finance & Business Administration 
Local School Accounting 
LSA Policy & Procedures or 
LSA Forms 
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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  
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Request To Conduct A Fundraiser Form – 
F-059 

• Fundraisers, Fundraiser Projects, & 
Crowdfunding Campaigns 
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Crowdfunding Request – Approval 
Form – F-070 

• Crowdfunding Campaigns 
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Final Profit Report For Fundraiser or 
Fundraising Projects – F-058 

• Completed two weeks after the 
fundraiser has ended – summary 
of fundraising activity 

           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%. 
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											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%.



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  
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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 

9 



NOT Fundraising – Purchased items not sold for a 
profit. 
 Examples:  Juice Sales, Concessions, School Supply 
Store 

 
 

FUNDRAISING DEFINED cont’d  

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

10 



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. 
oIncome 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. 
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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. 
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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. 
o“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. 
 
 

13 



Contact Information 

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 – IP 70350 

Lynette McEndarfer – LSA Assistant:  334-223-6877 – IP 70352 
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