Norway Elementary Parent Teacher Organization

Benton Community School District

Policies and Procedures -- Fundraising

**The fundraiser activity is required to offer a benefit to the Norway Elementary Teachers/Students that is consistent with the Norway PTO’s purpose statement.

I
Definitions:

Regular Fundraising:  collection of money through solicited donations and/or sales (i.e.  candle sales, gift wrap) – only one sponsored by the PTO per year
Service Fundraising:  a service which the PTO provides to the community – optional participation (i.e. Apparel, On-point cartridge, Box Tops for Education, Soup Supper, Family Fun Night) – several service events may be permitted as time allows and as approved by the Principal and PTO
II
Goal/Project:  

1.
The April meeting will be designated for formal presentations for possible projects or goals for the next calendar year.

2.
At the May meeting the project or goal will be voted on as to how regular fundraiser money will be spent for the next school year.

3.
Service event proceeds can be designated any time during the school year by the PTO.

a.
Upon approval, a list of items shall be kept by the Secretary at all times for items the teachers/students need or want that service event money can be used for once service funds become available.  
b.
Any additional requests for service event proceeds must be made in person at any regular PTO meeting.

III
Fundraiser Presentations By Vendors:

1. Any request to present fund raising options the school may get by phone must be sent in writing addressed to the PTO President at the school address.

2. President of PTO must contact potential vendors in March to set up presentations at April’s PTO meeting.

3. All presenters must be at the meeting in person.  
4. 5 minute time limit on presenting.
IV
Committees for Regular Fundraisers
1. At the May meeting a Fundraiser Committee must be created – chair and 5 co-chairs.

2. Committee Responsibilities will consist of (chair to delegate responsibilities where needed):
a. Set dates with vendor BEFORE PTO’s first meeting in September, must get prior approval by Principal.

b. Contact vendor to give approximate number of forms needed (contact school for number) BEFORE PTO’s first meeting in September.
c. Chair or one of the Co-Chairs (or spokesperson) must attend September’s PTO meeting with update as to dates selling the product and potential delivery date.

d. Chair and Co-Chairs must be responsible and available at the time of delivery of vendor’s items and on the date in which orders and money will be due and given to the teachers.  In the event the chair or co-chair(s) cannot be available, they must find a replacement.
e. Must coordinate with school as to the delivery drop-off point and time.

f. 2 committee members must be present to count, verify and handle ALL money and make necessary deposits at ALL times.

g. Excel spreadsheet must also be completed as to items sold, money, etc and presented at the PTO meeting for record keeping reasons.

3. Handling of Money --- see Article VII
V
Committee for Service Fundraisers

1. 1 Chair and 2 Co-chairs must be willing to volunteer.  At any time if this is not followed, the event may be cancelled by the President and one other officer.

2. One month prior to the event, someone from the Committee or a designee must present an update to give at the PTO meeting, or the event may be cancelled.

VI
Delivery of Vendor’s Items:
1. Committee must be present to sort and handle pickup.  Must be in contact with vendor as to their needs at least two weeks prior to drop-off.
2. Each parent must receive a slip of paper stating the name of the Committee Chair and phone number in the event of a problem.  Parents are not to contact the school.

3. Make sure at least 2 adults are at pick up location to handle vendor items being picked up by parents and they are informed of procedures to follow.
4. All items must be counted twice, once by the picker and then verified and counted by the parent. 

5. Each parent MUST sign off on their pickup.

6. No children under the age of 18 will be allowed to help sort or hand out items to parents.

7. All signatures must be kept in PTO folder in the event of problems.

8. Check to verify that no checks have been returned – product will not be allowed to be given until the PTO is paid.

VII
Money – Financial


For All Fundraising Events:
1. Keep accurate, current records.

2. All money will be counted with two people present for verification at ALL times.
3. Pay all bills by check.

4. If gross receipts are over $25,000.00 must notify treasurer to file appropriate IRS tax form

5. All money will be deposited immediately after being counted and verified.  Deposit slips are held by the Treasurer – make prior arrangements with him/her.
6. No money will be allowed to leave school grounds except when delivering the deposit to the bank.
For Regular Fund Raisers:

1. Money and orders will be due on a Monday.
2. All money/forms on the date due will need to go directly to their                                                                                                                                                                                                                                                  homeroom teacher.

3. All money will need to be held by the teacher until two people from the         Committee arrive to pick up the forms and money.  If money is collected later in the week, the teacher is to put the funds in the designated PTO locked box in the school office.
4. Excel spreadsheets will be prepared to be given to the vendor and a copy to the PTO within 24 hours.  Provide treasurer with the report within 5 days of event.

5. All checks need to have class noted on bottom of checks (memo).  Teachers will need to be asked to do this.  
VIII
Money – Bad Checks

1. E-check system should receive all bad checks.  PTO will receive copy of same check.

2. Once recovered E-check system will forward the money to our account.

3. Any check that has bounced that product will not be delivered until PTO is paid.

IX
Money – After Deadline

1. Any money that is given to office secretary must be placed immediately into PTO box for a committee member to pick up.  Two people must be present when taking money out of the box and when counting the money.
X
Expenses for Regular Fundraiser or Service Fundraiser
1. Explanation and approximate cost of expense should be presented prior to the expense being incurred and must be approved by the PTO.

2. All receipts must be delivered to the PTO Treasurer before being reimbursed.

XI
Miscellaneous Items
1. At any time the school secretary must be contacted in regard to a service event or fundraiser.  All calls must be forwarded to either the fundraiser committee chair or an officer of the PTO.

2. PTO Secretary must provide school secretary with names and contact numbers in the event of a problem.

Voted and approved on ______ day of May, 2008.

President of Norway PTO
_______________________________

Secretary of Norway PTO
_______________________________
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