2017-2018 Fundraiser (Sales Only) Request – Must be completed and submitted to the Student Activities Director (khazel@oceaa.org) 4 weeks prior to event

	Name of Fundraiser:
	

	Purpose/Educational Objective for Fundraiser:
	

	Description of Fundraiser
	

	Planner of Fundraiser:
	

	Contact Information of Planner:
	

	Teacher/Classroom involvement (be specific)
	

	Start Date of Fundraiser:
	

	End Date of Fundraiser
	

	Fundraiser Material Distribution Process: (who, when, where) be specific
	

	Fundraiser Collection Procedure (who collections are returned to, when, where – if front office please ask receptionist first, provide a box for collection, and location for fundraiser paperwork/funds to be stored after hours.)
	

	Money Count Date/Time/Location
	

	Expected Delivery Date of Fundraiser
	

	Name and contact information for notification when Delivery arrives
	

	Item Distribution Process (who, when, how, where – be specific)
	

	Contact information if parents have questions/problems about fundraiser items
	

	School Locations needed (be specific and include set up dates and times).  If dining hall or playground during school hours must have Nutrition Services and KEDS approval
	

	Date flyers to be sent via SchoolReach (must have 2 weeks lead time):
	

	Date phone message to be sent via SchoolReach (must provide message of 3 sentences or less [20 seconds]), Must have 5 school days lead time):
	

	Flyer to be posted on (may not include any personal info-phone, email):
	 FORMCHECKBOX 
Website       FORMCHECKBOX 
Facebook       FORMCHECKBOX 
Twitter

	Translator for flyers, write-up, event, etc.  
	

	Photographer & Contact Information for event
	

	Post-event write-up for newsletter, web, board, FSO LT by who & when:
	

	Thank you notes to key volunteers and donors by who & when:
	

	Names of companies donating supplies or services:  
	


As Planner of fundraiser I take responsibility to ensure that the following are followed: 
· No students unsupervised in building at any time
· Trash is to be picked up in all areas and all items to be put back where belong. Any broken/lost items need to be reported to the staff member. 
Attach Flyers.  All flyers, programs, agendas, advertisements, signage, etc. must be translated and submitted in MS Word or Google Doc to Marketing Generalist (kpineda@oceaa.org) at least 7 days prior to date sent home or posted. All items must receive approval prior to posting or distribution.
Email to Activities Director (KHazel@oceaa.org)
 Activities Director Use Only
Master Calendar:   FORMCHECKBOX 
 Clear
Possible Conflicts:       
OCSA calendar:    FORMCHECKBOX 
  Clear     N/A

Possible Conflicts:       
OCSA Calendar
     
ADMINISTRATION
Approved By:__________________________ 
Comments:       
Planner Notified of review decision: Date_____________

mailto: Director, Operations, Front Office, Food Svs, Custodial, Annex Receptionist, Marketing Generalist (Be sure to cc teacher and print/sign activity permit and place in teacher's box)
