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West Lake Elementary PTA Fundraising Guidelines

The mission of the PTA clearly establishes the reason the organization exists—to support our children, staff and parents.  The real working capital of the PTA lies in its members, not in its treasury.  

Disbursements

Tied closely to how we raise money is the philosophy around how we spend it.  Any funds generated by the PTA should be predetermined and budgeted for purposes that advance our mission.  Expenses should be evaluated annually to ensure a balance of support for our children, staff and parents.  A Proposal Form should be completed and submitted for all projects to be considered for sponsorship by the PTA.  Proposals must be received at least two weeks prior to the next scheduled meeting to allow adequate time for board review and inclusion on the meeting agenda.
Fundraisers

It is our intent that up to three general fundraiser(s) be sponsored annually by the PTA to generate funds that advance our mission.  These will be considered the primary fundraisers of the West Lake Elementary PTA.  In the event that the primary  fundraiser(s) do(es) not generate the necessary funds, additional fundraisers may be considered upon evaluating proposed expenses.  Any fundraising proposals outside the primary ones will only be considered for approval when funds are designated to cover specific programs.
All fundraising projects sponsored by the PTA should be evaluated to ensure that they will

· Adhere to the PTA Mission and Purposes;

· Not obligate students, parents or staff to participate in buying or selling;

· Serve as a positive example for children and youth;

· Provide the revenue to help meet our goals;

· Comply with all laws, school regulations, health and safety requirements;

· Involve many members and be fun;

· Respect religious and ethnic groups in the community;

· Not exploit children;

· Not require children to sell door-to-door;

· Not burden school staff;

· Not provide individually identifiable information to another organization, e.g. addresses for magazines;

· Not compete with nor detract from the school lunch and nutrition program;

· Not involve commercial or advertising obligations;

· Allow equal opportunity for all West Lake Elementary PTA members to participate in the sell or purchase of products unless restrictions are clearly noted in writing;

· Not conflict with other PTA, school or community events;

· Create goodwill for PTA in the community.

All fundraising projects must be

· Presented with a budget of expenditures and projected revenue as required by the PTA’s bylaws;

· Approved by the general membership and the school administration.

· Less than 30 days in length in order to comply with tax regulations.

· Any food products being sold that have to be heated or refrigerated are not acceptable unless special arrangements have been made with the cafeteria manager.
· If artwork, logos, slogans, etc., are being printed on products being sold, a finished copy must be provided prior to approval.
· Arrangement for payment needs to be made in advance between the PTA and the vendor agency.  This agreement should be in writing.
Sponsorships

Sponsorships shall be linked to specific events, programs, activities or publications.  Sponsorship money or in-kind donations shall not be solicited nor accepted from companies that manufacture products or take public positions inconsistent with local, state and national PTA positions and resolutions, e.g. alcohol, tobacco.

Advertising

The PTA can accept advertising as long as it stays within postal regulations (no more than 10 percent of the total document including any self-advertising such as conventions and other events) and does not jeopardize the Purposes and nonprofit status of PTA.

Contracts

PTA funds are raised and used for purposes approved by the association in advance of any fundraising event.  No contract may be signed nor expense incurred for fundraising events without advance association approval of the event.  Contracts should be signed by two elected officials, one of whom must be the president.  Bills connected with the event will be paid from the gross income.

Contracts will not be signed that make WLE PTA responsible for all injury and damages since it could increase our liability and the amount PTA might have to pay if a claim occurs.

Publicity for any commercial products sold must include the following disclaimer:

This is a PTA fund-raiser.  Distribution of this information does not imply endorsement by West Lake Elementary PTA.

Safeguarding the Handling of Products and Money

At the fundraising event, or when funds are received, the chair and a PTA officer, together, should count the monies received.  Both should sign the receipt verifying the amount.  All money shall be promptly deposited in the PTA bank account.  Funds must never be deposited in a personal bank account or in the account of another organization.
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