[bookmark: _GoBack]Revised 07/18				Activity Account # (Central Office Use Only) ________________
SALES ACTIVITY REQUEST FORM

Use for all activities excluding Crowdfunding activities
School: _______________________________________________________________________________
Club or Organization: ___________________________________________________________________
Fundraiser Company: ___________________________________________________________________
Items to be Sold: ___________________________Selling at what price: $_________________________
Company Fee/Percentage:________________________ Anticipated Goal: ________________________
Time frame of fundraiser:  Beginning Date: ____________________Ending Date: ___________________
       _____ Ticket sales		     _____ Online School Payments	           _____ In-person Selling
(check all that apply, from the list above, for ways this sale will be conducted)
Reason for Raising Money: (what will the funds be used for, see (*) below) _____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________SALES ACTIVITY REQUEST FORM FORM FORM

I, __________________________________, sponsor for the above sales activity, understand that I am fully responsible and accountable for the items purchased and funds being turned in to the bookkeeper in a timely manner.  This sale will be audited. I also understand that it is my responsibility to read and comprehend the school systems policy and procedure guide which is available to me at the link attached: http://www.opsb.net/departments/business___finance/school_accounting/   
_______________________________
                                                                                                                   Sponsor Signature    
Brochure/Information:   (   ) Attached         (   ) Not Attached
(   ) APPROVED 			(   ) NOT APPROVED 		
Reason: _____________________________________________________________________________
____________________________________________________________________________________
____________________________ 						__________________
          Principal Signature							            Date
*A sale is defined as any activity other than school/club/organizational fees, where something is sold or exchanged for money. Includes but not limited to: (Proms, Dances, Homecomings, Yearbooks, Entrance fees, dress down/Pink-out  events, etc.)
