Fundraising Policy

General

Funding comes from two major sources: student fees and fundraisers.  Funds provided by student fees and raised through fundraising events are used to fund all band activities.  Our goal is to encourage the students to fundraise throughout the school year in order to supplement personal funds.
  Information regarding fundraising events can be obtained from the TJBB President or Fundraising Chairperson.
The majority of funds are used to cover direct band expenses, including the cost of the staff, transportation, uniforms, instruments, and other equipment used by each of the programs, including marching, concert, and specialty band programs, as well as the indoor guard program.  The remaining funds are used for the general operation of the TJBB.

Committee

The Fundraising Committee (Committee) is responsible for all fundraising activities, including scheduling and administering fundraising activities that support all band and guard programs throughout the year.  The Committee is also responsible for coordinating fundraising events with the Administration, which includes obtaining approval in advance for all planned events, as well as coordinating with other committees and TJBB members as appropriate. 

Planning and Approval

Prior to the beginning of each season, and in conjunction with the development of a proposed budget, the Committee will establish a fundraising plan for the term of June through May.  The plan will be updated periodically during the year, based upon additions, deletions, and other changes affecting the plan.  The schedule of events will be provided to members through the TJBB web site, announcements during TJBB meetings and other communications, and posted in the Band Room.  The plan will be submitted to the Band Director for informational purposes and to solicit suggestions, and will then be submitted to the Board for preliminary approval.

The Committee will also submit a request for approval to the appropriate administration official and a Request Form to the Board prior to each event.  Attached to the Request Form will be copies of agreements and other relevant documents; implicit agreements will be described in the section titled “Comments or Other Information.”  Upon Board determination, the Committee will communicate to other interested parties, as appropriate, including the Treasurer, Student Accounts Treasurer, and Band Director.

TJBB / Student Accounts

For each fundraising event, the Committee shall recommend to the Board a split of the net proceeds between the TJBB Accounts and the Student Account of each participating student.

Implementation

Once approved, the Committee will issue an announcement of the details of the fundraising event, including pertinent information regarding the dates of the event, requirements of each participant, taxes to be charged, the amount of proceeds to be credited to student accounts, and other relevant information.

Specific Events

Certain events may be conducted by individual groups within the Band and Guard program, so long as the remaining members are invited to participate equally.  Further, the Committee, with the approval of the Board, may designate certain fundraising events for specific purposes, including TJBB Operating Account, TJBB Capital Account, TJBB Capital Account – Specific Purpose, or other similar designation.  Unless otherwise stated, net proceeds allocated to the TJBB will be credited to the TJBB Operating Account.

Funds Management

The Committee shall ensure that, prior to orders being placed and funds being deposited, students submit complete and accurate orders, records, and payments, and that the payments include any applicable taxes, shipping, and other costs.  The Committee shall then submit currency or checks to the Treasurer or a designee of the Treasurer for deposit.  All collected funds shall be given to the Treasurer or a designee of the Treasurer for deposit within 3 days following the event. 

Within 10 days of the completion of an event, including delivery of any merchandise involved in the event, the Committee will verify the accuracy of the records of the event, including aggregate and per-student records, and shall submit a report to the Treasurer and Student Accounts Treasurer.  At a minimum, the Committee shall submit to the Treasurer a detailed listing of all income and expenses associated with the event, along with a receipt for each expense; any tax collected shall be listed in total.  A representative of the Committee shall sign the report submitted to the Treasurer attesting to the report’s accuracy.

Collection Methods and Records to be Maintained

The Committee is responsible for ensuring that proper records are maintained for all fundraising events, including aggregate and per-student information.  Specific records to be maintained are to be directed by the Treasurer and Student Accounts Treasurer.  At a minimum, student records shall detail: 

· Student Name

· Amount Collected

· For merchandise sales or other events requiring itemized records of payments, the Cash/Check Collection Form shall reflect payment method, along with check number and amount (an adequately detailed order form that provides the required information can be used in lieu of the Cash/Check Collection Form). 

· In those cases in which a single amount is collected from the student, the method of payment (cash or check number if by check)
· Profit

· Credit to Student Account

Notes:  Checks and cash shall be totaled separately by fundraiser.  Further, all cash must be counted in the presence of the Treasurer or another designated officer and signed off on the Cash/Check Collection Form. Do not staple or otherwise attach cash or checks to any forms. 

 
The Treasurer and/or Student Accounts Treasurer will prescribe or approve the forms to be used for all reporting and recordkeeping purposes.

Inventory Management

The Fundraising Committee shall be accountable for inventory acquired by the TJBB, and shall verify to the Treasurer on a monthly basis the inventory of merchandise, equipment, and other items acquired in carrying out fundraising activities.

Other Matters

Matters not addressed in this policy will be addressed by the TJBB Board on a case-by-case basis.

Approval, Review, and Amendment

This policy, and each amendment, shall be approved by the Board of the TJBB.  The Board shall annually review this policy.  Amendments to the policy may be referred to the Board by any committee, officer, member of the TJBB, or Program staff.

� However, any balance the student does not cover through fundraising must be paid from personal funds. 





