Northwest HS Fundraising Packet

· All fundraising activities must obtain advance approval prior to initiating a       fundraiser. (Guidelines for Sponsoring an IAF Fund Raiser p.1)  
· Sponsors must obtain signature from principal or designee prior to purchases and contracts by preparing Request for a Purchase, MCPS Form 280-54(Policies and Procedures for Administering IAF p.8). Staff should not sign contracts to obligate the school financially in any way.
· Tickets must be used for events that an admission fee is charged. Contact the Business Manager for pre-numbered tickets and cash report forms (MCPS Form 280-50).  Return the remaining tickets, completed ticket form, and cash receipts to the Financial Assistant at the conclusion of the event.

· All fundraising proceeds and /or ticket sales must be deposited at the Financial Office daily.  All checks should be payable to Northwest High School.  Students shall not transport funds to the Finance Office. (Policies and Procedures for Administering IAF p.7)
· Sponsors must keep records of unsold merchandise by completing Physical Inventory of Salable School Merchandise, MCPS Form 281-22. All dispositions of unsold merchandise; whether returned for credit, donated, or otherwise lost must be noted on the “Fundraiser Completion Report”.
· Use Independent Activity Funds Sponsor’s Record, MCPS Form 281-21 to compare with the monthly Account Reconciliation report provided by the Financial Assistant.
· Upon completion of the activity, the sponsor must prepare a Fund Raiser Completion Report (Attachment 4).

· School organizations shall not use such devices as gambling, including raffles, lotteries, pinball machines, pools, bingo, or other games of chance, as a means of raising funds. (Policies and Procedures for Administering IAF p.1) 

· Notify the Business Manager when an approved fundraiser is canceled.

· I have read the manual Guideline for Sponsoring an IAF Fund Raiser and understand and will abide by these guidelines.

