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FUNDRAISING ACTIVITIES 
 
TOPICS IN BULLETIN: 
 I. FUNDRAISING ACTIVITIES LIMITATIONS 
 II. FUNDRAISING ACTIVITY PROCEDURES 
 III. FINANCIAL REPORT, STUDENT ACTIVITY OPERATING  
                  REPORT 
 IV. STATEMENT OF REVENUE AND EXPENDITURES 
EXHIBITS REFERENCED: 
 1 Project Approval Form 
 2 Financial Report, Student Activity Operating Report 
 3 Project Approval Log 
 4 School Activity Purchase Order 
 5 Merchandise Distribution Sheet 
 6 Statement of Revenue and Expenditures 
 7 Inventory Form 
 
GENERAL INFORMATION 
 
School Board Policy 6206 Money Raising Activities states "From 
time to time, it may be necessary and desirable for students to 
engage in fundraising activities in connection with a special project.  
'Money raising activities SHALL have the prior approval of the 
Principal and conform to such rules and regulations as the Board 
may establish." 
 
 
All sales of merchandise are to be approved using the Project 
Approval Form (Exhibit 1).  Additionally, ALL merchandise sales 
(except continuous operations such as school stores) require the 
completion of a Financial Report, Student Activity Operating Report 
(Exhibit 2). 
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I. FUNDRAISING ACTIVITIES LIMITATIONS 
 

A. SCHOOL BOARD POLICY 6206 
 

1. Organized school groups SHALL NOT sponsor or 
engage in any form of games of chance (i.e. raffles, 
lotteries, etc.). 

 
2. Students representing the Broward County school 

system in any manner SHALL be prohibited from 
participating in "panhandling" activities. 

 
3. Additionally, Elementary and Middle School 

students SHALL be prohibited from door-to-door 
fundraising activities sponsored by the school or 
by a school related organization.  High school 
students SHALL be limited to one school wide 
project per year.  Any deviation must have prior 
approval of the Superintendent or Designee. 

 
 B. SCHOOL BOARD POLICY 3.2 
 

"In secondary schools, school organizations approved by 
the School Board MAY sell food and beverage items to 
students in competition with the School Food Service 
Program ONLY one (1) hour following the close of the 
last lunch period. 
 

 
II. FUNDRAISING ACTIVITY PROCEDURES 

  
All sales of merchandise should be approved only on the 
condition that an accurate and complete accounting be made 
for all units purchased.   

 
In order to assure an accurate and complete accounting of 
items purchased for resale, a sale deadline date must be 
assigned. 
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II. FUNDRAISING ACTIVITY PROCEDURES (Continued) 
 

A copy of the approved Project Approval Form (Exhibit 1) 
should be furnished to the school bookkeeper to enable follow 
up on collections and reporting. 

 
A. SPONSOR INFORMATION 

 
1. All fundraising activities must be requested and 

approved on a Project Approval Form (Exhibit        
1).  The form must be logged out using a Project 
Approval Log (Exhibit 3). 

 
2. NO merchandise for resale should be obtained 

(purchased, arrangements made for purchase) 
until the Project Approval Form has been 
approved. 

 
3. All items purchased for resale should be ordered 

on a School Activity Purchase Order (Exhibit 4) 
which may be obtained from the school 
bookkeeper. 

 
4. Upon receiving the units or items to be sold, the 

sponsor MUST perform a physical count of items to 
be sold and verify the number ordered and 
received. 

 
5. Because ALL units or items purchased for resale 

must be accounted for in some manner, a 
Merchandise Distribution Sheet (Exhibit 4) MUST 
be maintained by the sponsor when merchandise is 
to be sold by a number of student salespeople. 

 
6. The Sponsor should request a Monies Collection 

Envelope from the School Bookkeeper to 
consolidate the fundraising monies collection for 
depositing to the bookkeeper. 
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II. FUNDRAISING ACTIVITY PROCEDURES (Continued) 

 
7. Monies are to be turned in daily if over $200, and 

at least within three working days. 
 

8. The School Bookkeeper will issue an official receipt 
each time fundraising monies are turned in with 
the Monies Collection Envelope. 

 
9. Sponsors MUST retain the receipts issued by the 

School Bookkeeper.  The receipts can be used in 
completing the Financial Report, Student Activity 
Operating Report (Exhibit 2) or Statement of 
Revenue and Expenditures (Exhibit 6). 

 
10. Ten days after the conclusion of the sale, the 

Financial Report, Student Activity Operating 
Report, will be submitted to the Assistant Principal 
for his/her initials in determining whether the 
report has been submitted in a timely manner, as 
established on the Project Approval Form.  The 
sponsor will then submit the signed Financial 
Report to the bookkeeper who will enter the date 
that the report was received and have the sponsor 
initial the Project Log.  The Financial Report, 
Student Activity Operating Report, and Project Log 
will be retained for audit. 

 
11. ALL merchandise sold by a school or school 

organization is TAXABLE unless specifically 
exempt.  Some exempt items are: 
 
a. Yearbooks/Memory books 
b. Textbooks/Workbooks 
c. Newspapers 
d. School or student publications (i.e. Literary 
 magazines) 
e. School lunches 
f. Nursery stock (Products raised by a 
 school nursery 90 days or longer) 
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III. FINANCIAL REPORT, STUDENT ACTIVITY OPERATING REPORT 
 

The Financial Report, Student Activity Operating Report, is 
required to be completed by the sponsor at the end of a sale 
where units or items are sold as a one-time sale.  Using the 
receipts issued by the School Bookkeeper for monies deposited 
and identified as fundraising monies is very useful in 
completing the report. 

 
A. COMPLETING THE FINANCIAL REPORT 

 
1. Complete the top portion of the Financial Report. 

 
2. The second portion of the form MUST be 

completed in its entirety.  This section of the 
report is based on TOTAL NUMBER OF UNITS 
(ITEMS) AVAILABLE FOR SALE information taken 
from Vendor's Invoice. 

 
3. It is VERY IMPORTANT all units (items) must be 

accounted for either as sales, returns, damaged, 
remaining in inventory, etc. 

 
4. The Financial Report is to be signed by the Sponsor 

and submitted to the Assistant Principal who will 
determine if the report has been submitted in a 
timely manner, initial the report and return it to 
the sponsor.  The sponsor will then submit the 
signed Financial Report to the bookkeeper who will 
enter the date the report was received and have 
the sponsor sign the Project Lgo. 

 
5. The Principal is required to sign the Financial 

Report. 
 

6. School Bookkeeper will retain the Financial Report 
for audit along with any applicable information. 

 
7. Any items not returned by a student salesperson 

MUST be documented with a student obligation. 
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III. FUNDRAISING FINANCIAL REPORT (Continued) 

 
8. Any items given away must be documented with a 

signed sheet indicating description of item, printed 
name of receiver and signature of receiver. 

 
IV. STATEMENT OF REVENUE AND EXPENDITURES 
 

The Statement of Revenue and Expenditures (Exhibit 6) is 
required to be completed at year-end for all continuous 
merchandising activities.  A continuous merchandising 
activity is an activity that is conducted throughout the school 
year (i.e. concession or school store).  In addition, this form 
can be used to summarize activities when it is not possible to 
obtain an exact accounting of the number of items available 
for sale (i.e. popcorn sales when the popcorn product is 
purchased and then bagged in smaller portions).  This form is 
a profit and loss statement for the activity.  

 
 Any adjustments to inventory purchases; sales (sold 
 product for less or gave product away); purchase adjustments 
 (bought product at a cheaper price) MUST be reflected on the 
 Statement of Revenue and Expenditures. 
 

A. COMPLETING THE STATEMENT OF REVENUE AND       
EXPENDITURES 

 
 1. Enter sales information for the year. 
 
 2. Enter beginning inventory (this was last year’s  

 ending inventory).  
 

3. Enter any adjustments (i.e. obsolete so given away 
or destroyed).  All adjustments must be clearly 
documented as to quantity disposed of, description 
of item as shown on inventory, date and reason for 
disposal and two signatures (person destroying and 
one witness) or if given away printed name and 
signature of recipient.  

 
  4. Enter ending inventory. 
  

5. Enter purchases. 



SCHOOL BOARD OF BROWARD COUNTY, FL 
INTERNAL FUNDS ACCOUNTING 

 
 I - 402 
STANDARD PRACTICE BULLETIN Page 7  of  7 
 

B. STATEMENT OF REVENUE AND EXPENDITURES-
SUPPORTING DOCUMENTATION 

 
1. Sales will be supported by Monies Collection 

Envelopes and/or BC-40P receipt books. 
 
2. Inventory adjustments will be supported by the 

method shown in IV. A. 3. above. 
 
3. Purchases and returns by vendor invoice(s) or 

credit memo(s).   All invoices or receipts must 
include the quantity.  If the quantity is not specific 
(i.e. box), the sponsor must write in the quantity 
contained in a box.  Also, the sponsor should be 
sure the invoice item description is easily 
associated with the sponsor’s inventory price list.  
If necessary write the item name on the invoice as 
it appears in inventory. 

 
4. Ending inventory will be supported by the 

inventory form (Exhibit 7). 
 

5. An inventory price list for each school year must 
be maintained and available for audit.  The price 
list must show each item sold and the price at 
which it was sold.  Any deviation from this price 
list must be documented (specific item discounted, 
discounted price and quantity discounted).  The 
item description used on the year-end inventory 
must match the item description on the inventory 
price list. 
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		THE SCHOOL BOARD OF BROWARD COUNTY FLORIDA

		PROJECT APPROVAL FORM                                       Exhibit 1

																Log#

		This form must be completed and submitted to the Administration at least two weeks prior to

		the start of the project.  The original form is submitted to the Bookkeeper to maintain for audit.

		1.  Today's Date

		2.  Requesting Organization

		3.  Sponsor's Name

		4.  Brief Description of Project and Purpose (e.g. money for travel to a competition, Prom etc.)

		5.  Dates Requested:						1st Choice:				Start Date				End Date

								2nd Choice:				Start Date				End Date

								3rd choice:				Start Date				End Date

												(Circle the date(s) that were approved)

		Date Financial Report is due:  (Based on ending date of sale plus ten school days)

		6.  Will the Project or Sale take place on or off of campus:

		Specify Location:

		7.  Type of Project:  (check one)

		Community Service						School Service						Faculty Activities

		Citizenship Dev.						Fund Raising						School Spirit

		Membership Motivation										Other

		8.  Does this organization have any Fundraising Reports that are outstanding?

		Please list the Fundraising Reports that have not been submitted:

		Log No.		Name						Log No.		Name

		Bookkeeper's Signature														Date

		After the completion of the above information, this Project Approval Form is to be submitted as

		directed by the Principal for the necessary approvals.  Sign Below as indicated.

		Class/Club/Department Representative

		Teacher/Sponsor

		Administrative approval
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Financial Report

																Exhibit 2

														Project Log No.

		School:										Date:

		Organization:										Acct#:

		Type of Fundraiser:

		Sales (Use Attached List if Multiple Priced Item)

		Total Number of Units Available for Sales (From Vendor's Invoice)														[a]

				Purchasing Summary

		Check No.		# of Items Purchased		Cost				LESS: Units returned to vendor						[b]

										LESS: Units issued as prizes						[c]

										LESS: Units not returned by students						[d]

										LESS: Complimentary issues						[e]

										LESS: Damaged goods						[f]

										LESS: Units in ending inventory						[g]

		Totals		0		$0.00				Units Sold

				[a]		[l]								[h]

						X						=		$0.00

		Units Sold								Selling Price				Potential Sales

		[h]												[i]

														Actual Sales

												(Sales Receipted in Acct)

														[j]

		Difference Between Potential Sales and Actual Sales [k]

		(If Difference Exists, explain below)												$0.00

														Difference

														[k]

		Fundraiser Summary												SALES TAX CALCULATIONS

		Actual Sales						[j]		$0.00				Actual Sales [j]

		LESS:  Purchases						[l]		$0.00				Divide by 1.06

														=Taxable Sales  [m]		$0.00

		= Gain or (Loss)								$0.00

														Taxable Sales     X		6%

		Dollar Value of Student Obligations												=Sales Tax Due  [n]		$0.00

		Dollar Value,  at cost, of Ending Inventory												Sales Tax paid by Ck #

		SIGNATURES												FINANCIAL REPORT SUBMISSION

														ON TIME

		Principal												YES                NO

		Teacher/Sponsor

		Treasurer/Secretary												A/P Initials



&C&"Times New (W1),Regular"FINANCIAL REPORT      
STUDENT ACTIVITY OPERATING REPORT &K00-010      
&8&K000000(Form must be completed in full and turned in within ten days after the completion of the student activity)

&C&D



Compatibility Report

				Compatibility Report for FR1.xls

				Run on 3/29/2010 14:44

				The following features in this workbook are not supported by earlier versions of Excel. These features may be lost or degraded when you save this workbook in an earlier file format.

				Minor loss of fidelity						# of occurrences

				Earlier versions of Excel do not support color formatting in header and footer text. The color formatting information will be displayed as plain text in earlier versions of Excel.						1
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				THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA

																Exhibit 3

		Project Log Number Form

		School												Fiscal Year:

		Log		Approved - A		Organization		Event		Sale Period				Report Due		Date Report		Sponsors

		Number		Rejected - R						From		To		Date		Submitted		Initials
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				BILLING INSTRUCTIONS:										SCHOOL ACTIVITY PURCHASE ORDER

																				Exhibit 4

		INVOICE TO:														Order No:

		Name of School:

		Address:

																ABOVE P.O. NUMBER MUST APPEAR ON INVOICE

		Deliver to:														NOTE: Please ship all materials prepaid

																Purchase order not valid without

																principal's authorization

		Date  Wanted:														DATE:

																		ESTIMATED

		QUANTITY		DESCRIPTION														UNIT COST		TOTAL COST

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																				$0.00

																		TOTAL		$0.00

						This purchase is for school use and is exempt from tax.

						Florida Sales Tax Exemption Number:												SHIPPING

						This purchase is not for school use and is subject to taxes												DISCOUNT

		Account Chargeable:																GRAND TOTAL		$0.00

				VENDOR MUST FOLLOW BILLING INSTRUCTIONS (SEE ABOVE)

		VENDOR:																ACTIVITY TREASURER

																		ACTIVITY SPONSOR

																		PRINCIPAL

																		BY		POSITION

		Form #0311J  Rev. 7/10

						White:  Vendor          Yellow:  Bookkeeper         Pink: Requestor         Goldenrod:  Numerical








 


 Student’s Name Date Items 
Issued 


No. of Items 
Issued 


No. of Items 
Returned 


No. of Items 
Sold 


No. of Items 
Unaccounted for* 


Student’s Signature 


1        


2        


3        


4        


5        


6        


7        


8        


9        


10        


11        


12        


13        


14        


15        


16        


17        


18        


19        


20        


EXHIBIT 5 


THE SCHOOL BOARD OF BROWARD COUNTY, FLORIDA 
MERCHANDISE DISTRIBUTION SHEET 


*any merchandise that is not accounted for must be documented with a student obligation, or if over $25 a Certificate of Loss. 
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				STATEMENT OF REVENUE AND EXPENDITURES

																				Exhibit 6

				FOR:												SCHOOL YEAR:

						(Identify Activity)

				SCHOOL:		l										LOCATION NO.:

																PROJECT LOG NO.:

				A.  SALES																$0.00

				B.  COST OF SALES:

						1. Beginning Inventory:

								a.  Beginning Inventory (at Cost)								$0.00

								b.  Inventory Adjustment						-		$0.00

								c.  ADJUSTED BEGINNING INVENTORY										$0.00

						2. Purchases:

								a.  Purchases								$0.00

								b.  Returns						-		$0.00

								c.  ADJUSTED PURCHASES								+		$0.00

						3.  Merchandise Available for Sale												$0.00

						4.  Ending Inventory (At Cost)										-		$0.00

						5.  COST OF SALES												-		$0.00

				C.  GROSS PROFIT FROM SALES																$0.00

				NOTE TO THE BOOKKEEPER:

				If taxes were prepaid to the vendor:

				-  Enter check number here:

				If taxes were not prepaid to the vendor:

				-  Taxable sales amount is								$0.00

				-  Remit sales tax in the amount of								$0.00

				to the Treasurer's Office via Remittance

				Transmittal and Sales Tax Worksheet

				-  Enter check number here:
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												Exhibit 7

												EXHIBIT A

		INVENTORY FOR:

						(Identify Activity)

				SCHOOL		LOCATION NO.

		DESCRIPTION OF ITEMS		Selling Price		Kind of Unit		Units on Hand		Cost per Unit		Total Cost

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

												$0.00

						TOTAL		(Amount Forwarded)				$0.00

				Count must be indicated and reported as unit sold

				(i.e., paper sold by the package, pencils sold each,

				sodas sold each)

				FORMULA:  Unit on hand x Cost per unit = Total Cost



UNIT CLASSIFICATION:
Gross/GRS
Dozen/DOZ
Box/BX
Each/EA
Package/PKG
Pounds/LBS
Piece/PCS



