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Sandusky City Schools
STUDENT FUNDRAISERS FORM
This form must be completed and sent to the Fiscal Office at the Administration Offices prior to holding a fund raising project.

After the Board of Education reviews this “sales project potential,” you will be notified of its approval.

Upon approval, if your fundraiser is selling admission tickets; numbered tickets must be ordered from the Graphics Department with the exception of athletic department endorsed sporting events.

All fields must be completed.

Organization/club/class:       
Proposed Fundraiser:       
Vendor/Company:       
Vendor Address:       
Company Representative:       
Company Representative phone number:       
Cost per unit:  
$     
Sale price:  $     
Proposed quantity of unit:
     
Estimated Profit:  $     
Dates of proposed sales:       
to       
Requested by:

Advisor/Coach/Sponsor:       
Signature: ______________________________
Date:       
Phone number:       
Email:       
Student Treasurer:       

Phone number:       
Email:       
Please state specifically how the profits raised will be used.
     
List the students, by grade, who will be selling or participating in the fundraiser.

     
________________________________________________________
Approved by:

Administrator Signature: _____________________________  Date: ______________
Approved by Sandusky Board of Education:  Date: ____________________________
Sandusky City Schools

STUDENT FUNDRAISERS FORM

PROCEDURES FOR HANDLING A SUCCESSFUL FUNDRAISER:
All fundraisers must be approved by Board of Education prior to dates of project/event.  

BEFORE ANY FUNDRAISER, you must first . . . 
Complete the front of this STUDENT FUNDRAISER FORM (form #061) for Board approval.  Board approval is required prior to beginning any fundraising activity.  Please plan ahead for Board Approval, as Board Meetings generally only occur once a month (see school calendar for dates), and items are to be submitted well in advance.  You should be planning at least a month or two ahead for approval.  Fill in all fields and have your principal/supervisor sign and approve form.  Send completed form to: Fiscal Office/Administrative Offices.  Once approved, a copy will be returned to you.
For:  SALES EVENTS (Ex: t-shirts, candy, flowers, candles, etc):

· If purchasing product from vendor, be sure to complete a REQUISITION FORM for purchase order, immediately upon approval of fundraiser and prior to proposed dates of sale.   All purchase orders must be approved by the Treasurer and in place prior to sale dates.  Purchase Orders can be completed either on our intranet at Purchase Orders - USAS Web or on hardcopy form #007, signed and approved by your principal/supervisor for submission.
· Deposit sales monies daily with a PAY-IN FORM (form #056) available in school offices or order from Graphics Department.   Be sure to clearly indicate event/project name on pay-in form for proper tracking.  

· Know your profit margin (item vendor cost vs. sale price).  At the end of sale, a balanced final accounting must be sent to our fiscal office.   Be sure to keep accurate records of quantity sold and any outstanding monies and/or product, as this will be required from you by our fiscal office upon final audit of your fundraiser.  You are responsible for any discrepancies.  Any students still owing money by end of year should be reported by name and amount due, to the school office for a “records hold.”    

_______________________________________________________________________________________
For:  ADMISSION TICKETS (Example: concerts, performances, dances, shows, etc):

         (Exception:  Athletic Department endorsed sporting events, such as games/meets)

· Tickets are REQUIRED be ordered from our Graphics Department immediately upon approval of fundraiser.  Submit your ticket order at least one to two weeks prior to proposed date(s) of sales.  Tickets can be ordered using a Graphics Order Form #015, or email with electronic form 015, or call ext 1027 (419-984-1027) for more information.  Tickets will be produced sequentially numbered for accounting purposes.  All tickets must be picked up and signed for.
· Deposit sales monies daily with a PAY-IN FORM (form #056) available in school offices or order from Graphics Department    Be sure to clearly indicate event name on pay-in form for proper tracking.

· After event: Return all unsold tickets, in number sequence (even if some are sold out of the sequence), to our fiscal office, along with a TICKET REPORT FORM stating quantity printed, quantity sold, quantity un-sold, quantity “comp” (if any), etc. for final audit of ticket sales.   Tickets sales and returns MUST balance with money deposited.   You are responsible for any discrepancies.

_______________________________________________________________________________________
Any questions or concerns, please contact our fiscal office at ext. #1009 (419-984-1009).
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