[image: ]Fundraising / District Activity Request Form
Before proceeding please review your Student Activities Handbook for district procedures and/or policies.
Please submit this request two weeks prior to the event. 
· If your activity has a Budget Purpose Statement (BPS), this event must be listed on your approved BPS.
· All fundraising or District activities must be approved by the building Principal/Supervisor, Treasurer, and Assistant Superintendent.
· INCLUDE A COPY OF YOUR FLYERS/ADVERTISEMENTS AND AGREEMENT WITH THE VENDOR OUTLINING THE TERMS OF THE FUNDRAISER (if applicable). Note: only the Treasurer has the authority to sign an agreement/contract with a vendor.
· Please complete all information below and submit this form to the building’s financial Admin.  Assistant or Assistant Bookkeeper. 
You will be notified when your fundraiser/activity is approved/denied.  You cannot proceed to the next step (requisition for purchase order, advertising, etc.) until you receive notice of approval.  
[bookmark: Dropdown1][bookmark: Text1]Name of School:  	Name of Club/Organization:       	
[bookmark: Text10][bookmark: Text11]Club Advisor:      	  Fund/Account Number:       	
[bookmark: Text15]Description of Activity (i.e. Candy Sale, T-Shirt Sale):  ENTER EVENT DESCRIPTION HERE
[bookmark: Text17]For what purpose will the proceeds be used?       	
[bookmark: Text13][bookmark: Text14]Start Date of Event:       		End Date of Event:         
Most Fundraisers cannot exceed a two week time period to allow other groups sale opportunities.
Principal’s Approval:  _____________________________________________  Date:  _____________________________
	Principal’s Signature
[bookmark: Text3]Name of vendor(s) you will be using:       	
[bookmark: Text16]Brief description of items being purchased:      	
[bookmark: Text2]	Cost per item of goods or service to the District:  	$      	
[bookmark: Text4]	Estimated number of items/service to be ordered: 	     	
Note: A pre-event and post event inventory is required for items ordered, in advance, to sell.
[bookmark: Text6]	Total cost to hold event/fundraiser:  	$      	
[bookmark: Text12]Comment:      	
[bookmark: Text7]	Price the Club/Activity will charge per unit:  	$      	
[bookmark: Text8]	Total ESTIMATED Revenue to be collected: 	$     	
[bookmark: Text9][bookmark: _GoBack]		Estimated profit (total revenue less expenditures):   	$     	
Comment:      	
Approved by:  ____________________________   ____________ and ____________________________   ___________
	Treasurer	Date	Assistant Superintendent	Date
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