FUND-RAISING PROCEDURES
When fund-raising activities are held, the school should establish and maintain accountability for these activities.  Teachers sponsoring these fund-raising activities should complete retail accountability records that include copies of vendor invoices for all merchandise recorded on accountability forms.

Retail accountability forms should include a detail of merchandise received, ending inventory, merchandise sold, expected and actual receipts.  All recorded figures and calculations should be checked for accuracy.  Any difference between actual and expected receipts should be explained.  A statement outlining the planned disposal and/or storage of any merchandise that remains in inventory at the end of the sale should be attached to the records.

The teacher should obtain fund-raising forms, receipt books, purchase orders and approval for the fund-raiser prior to the activity.  These materials may be included in a fund raising packet.  The teacher should complete the forms in the packet and turn the completed packet into the bookkeeper as soon as the activity is finished.  Teachers should avoid fund raising activities that overlap more than one fiscal year or more than one school year.

The Fund-Raising Retail Accountability form is included in this workbook.  Information on the form is as follows:

1. ITEM refers to the item offered for sale

2. BEGIN INVENTORY – merchandise on hand prior to the beginning of the sale.  In most cases this number will be zero (0).

3. UNITS RECEIVED – number of items received in each bracket.  If all items are selling for the same price then only one line of this form will be used.

4. TOTAL MERCHANDISE = BEGIN INVENTORY + UNITS RECEVIED.

5. ENDING INVENTORY – actual count of items still available at the end of the sale.  Remember to identify the planned disposal and/or storage of any ending inventory.

6. UNITS SOLD = TOTAL MERCHANDISE – ENDING INVENTORY

7. SELLING PRICE – amount received for one item

8. EXPECTED RECEIPTS = UNITS SOLD x SELLING PRICE

9. ACTUAL MASTER RECEIPTS refer to the date, receipt numbers and amounts listed on the master receipts from the office when money is turned into the office each day of the sale.
Additional forms for ACTUAL MASTER RECEIPTS and EXPECTED RECEIPTS are included on worksheets 2 and 3.

If there is a difference between the total EXPECTED RECEIPTS and the total ACTUAL MASTER RECEIPTS, it should be explained.  It may include money not yet received from students, damaged merchandise, etc.

Any fund producing activity, which is carried on by a member of the school’s staff, should be accompanied by this or some other approved form of accountability.
