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The Fundraiser and Donation Procedures manual has been prepared to provide general information to campus principals, campus secretaries / bookkeepers, activity account sponsors, student club officers, and teachers about fundraising procedures at Lampasas ISD.  Additional information may be available within the district’s Board Policies (i.e. CDC Legal and Local), Administrative Procedures, or other web resources.

Fundraisers provide resources for campuses, student groups, and classrooms that do not exist within budgeted allocations.  However, when too many fundraisers are being conducted at the same time or over the course of a school year, results may be limited.  In order to lessen the burden on the community and to ensure fundraising activities are successful, the following parameters have been set for conducting fundraisers.  These parameters apply to ALL fundraisers conducted by campuses, student groups, and teachers.
· The campus should not have a fundraiser for the sole purpose of accumulating funds in their campus activity account.  Fundraisers should be conducted to fund a specific purpose and used for that purpose.
· During the School year (July 1st – June 30th), campuses / student groups may have a maximum of two fundraisers each.  
· Students can not be required to participate in fundraisers and can not be required to raise a certain amount or sell a certain number of items.  All money raised must be used to benefit all students of the group or school.
· According to the IRS Publication 557, if individual accounts are used to accumulate fundraising profits for individuals, then a) the money becomes taxable to the student; and b) the people who donate in good faith are not allowed to deduct their contributions.
· For example, if students are raising money for their club to pay for an out-of-town trip, the entire amount collected should be divided by the students participating in the trip regardless of the amount that each individual student raised through fundraising activities.
· Fundraising activities shall not interfere with the instructional program or time.
· Fundraisers / donor websites shall not be established for the personal benefit of a staff member or student.

Cash Management Procedures and Activity Accounting Procedures should also be followed when conducting fundraisers.  

All fundraising documentation shall be subject to audit and must be kept on file for five (5) years from the date of the fundraising event.
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Fundraising activities by student groups and/or for school sponsored projects shall be allowed, with prior administrative approval and under the supervision of the project sponsor.  Prior to initiating any sales from a fundraiser, the sponsor/campus must receive approval to conduct the fundraiser.  Once the fundraiser is complete, the sponsor/campus shall submit a Fundraiser Reconciliation Form.  Failure to secure approval for a fundraiser and/or submit a final accounting of the fundraiser may lead to restrictions on future fundraisers.
· The campus principal should pre-approve all fundraisers.  The sponsor/teacher should complete a Fundraiser Request Approval Form.  Once the form is completed and the fundraiser is approved at the principal level, the form is submitted to the business office, Payroll and Activity Accounting Specialist.  If the fundraiser is an “online fundraiser” where nothing is sold, the Superintendent must approve the fundraiser prior to starting the fundraiser.  Upon fundraiser approval, the sponsor / teacher will be notified by the campus secretary / bookkeeper.
· Once approval has been received for the fundraiser, proper Cash Management Procedures and Purchasing Procedures should be followed.
· Sponsor responsibilities also include:
· Maintain accurate records of all sales activities and accounting for all items purchased from vendors for resale.
· Take care to select a reputable company for the purchase of fundraising materials.
· Must keep control of the merchandise and money.  Both should be secured at all times.
· Keep accurate records of purchased items, funds received, and collect all money due.  The principal should be notified if student obligations are not paid.
· Campus Secretary/Bookkeeper shall keep documentation of all approved fundraisers including summer camps to ensure that funds are deposited on a timely basis.  
· After approval, the sales tax exemption will be determined following the State of Texas Comptroller’s guidelines.  The campus should know before the fundraiser begins as to whether they will be required to collect/pay sales tax on the fundraiser sales.
· Student participation in approved fundraising activities shall not interfere with the regular instructional program.  Generation of student activity funds shall not in any way compete with the district’s food service activities.  
Within 10 days of the conclusion of the project, the sponsor shall submit the Fundraiser Reconciliation Form to the Campus Secretary / Bookkeeper.  Once the principal signs the form, it should be sent to the Payroll and Activity Accounting Clerk in the business office.
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School districts are not allowed to conduct raffles. Attorney General Opinion JM-1176 ruled that independent school districts are not qualified to hold charitable raffles. An unauthorized raffle is considered gambling under the Texas Penal Code – Class C Misdemeanor.
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Crowdfunding is the practice of funding a project or idea by raising small amounts of money from a large number of people, typically through the Internet.  At this time, DonorsChoose.org and e~Funds are the only approved crowdfunding that can be utilized by Lampasas ISD campuses.

E~Funds is a Lampasas ISD crowdfunding platform setup for donations, the Fundraiser Request Approval Form must be completed to use this option.  Funds are deposited directly into Lampasas ISD bank accounts.  Payments made with a checking account (routing number/account number) will have no transaction fees for donor ($.75 cent district paid transaction fee).  NSF charges will apply for checking payments returned.  If donor makes a payment with a credit card/debit card, a $2.95 transaction fee per $100 transaction will be charged by e~Funds for Schools.

With e~Funds, the district has the ability to manage multiple crowdfunding campaigns on a comprehensive campus page.  Users can share campaigns through integrated social media and the e~Funds link is available on the Lampasas ISD website.  After the completion of the fundraiser (up to 45 days), the sponsor/campus will be notified with the amount collected through e~Funds so that a budget amendment and purchase order may be completed.  The sponsor/campus will need to complete a Fundraiser Reconciliation Form with detail information on total donated amount and the vendor that was used / items received.

DonorsChoose is an online crowdfunding site for supplies and equipment from specified vendors, focused on PK-12 education.  The Fundraiser Request Approval Form must be completed and approved prior to setting up a fundraiser on DonorsChoose.  There is a 2.9% credit card processing fee per donation plus an optional 15% fee per campaign for overhead, teachers outreach, maintenance and build-out of the DonorsChoose.org website.  There is also a $30 fulfillment labor and materials charge.  Once the project is fully funded, DonorsChoose will purchase and deliver the requested equipment and materials directly to the campus.  After the completion of the fundraiser (up to 45 days), the sponsor/campus will need to complete a Fundraiser Reconciliation Form with detail information on what vendor was used and items that were received.

Whether conducting a traditional fundraiser or seeking donations through the use of an online fundraising site, all district fundraising procedures are to be followed. In addition to the other procedures required by this manual, the following procedures shall be adhered to when conducting a fundraiser via an online donation site.  After the fundraiser is approved, the online fundraiser is established in compliance with the following requirements:
· Include the district, campus, and teacher/sponsor name on the project website.
· Set the project deadline of 45 days or less.
· Provide information to donors regarding service fees to be deducted from their online donation.
· Follow district purchasing requirement when using funds collected.
· Ensure technology items meet district technology requirements (approved by technology department).
· Be sure that donations received and items purchased from donations for the campus remain on the campus.
· Ensure donations are safeguarded at time of delivery.
· Satisfy other requirements by online site.   For example: letters or photos showing project completion, payment of shipping costs, copyright requirements, etc. (No photos of students should be used.)

Individuals seeking funds via an online fundraising site may NOT:
· Withdraw funds into personal banking accounts.
· Transfer donations from campus to campus.
· Ask for donated items to be mailed to employee homes.
· Seek funding for personal reasons, individuals, political, or start-up businesses.
· List fundraising for a charity.
· Pressure parents, students, or others to make donations to the site.
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Campus and student activity clubs and organizations may utilize e~Funds or DonorsChoose.org to seek online donations for their club or organization after completion of the Fundraiser Request Approval Form.  Any donations received shall be deposited in the district’s bank account.  All expenditures with the donated funds shall follow the established Purchasing Procedures.

Donations or gifts of cash or cash equivalents (gift cards), equipment, or materials to individual schools or to the district by individuals or organizations shall become property of the district.  Donated items may not be accepted until business office has approved.  District employees are prohibited by law from intentionally or knowingly offering, conferring, agreeing to confer on another, soliciting, accepting, or agreeing to accept a personal gift or benefit.

Cash donations shall be deposited to the appropriate account. Gift card donations shall be documented on the Gift Card Log Form and maintained in a safe until utilized by the appropriate individual(s).  If equipment is donated, the business office should be notified so that an inventory tag may be affixed to it if the unit value is greater than $5,000.  In addition, the equipment shall be added to the district inventory.  The Director of Accounting should be made aware of all donations.  If there is an issue with a donation (or if the donation is $5,000 or greater), the CFO and Superintendent will be notified.  All donations for technology equipment shall be approved by the Director of Technology.

District funds may not be donated to another entity; therefore, donations are not allowed from the Campus Activity Funds.  Student Activity Funds (fund 865) may donate their funds to other entities, such as Red Cross, March of Dimes, etc.  The entity must be an approved 501(c)(3).  The student organization shall document the approval to donate funds on meeting minutes and provide the minutes to the campus business office.  
· For Campus Activity Funds that do not qualify as an established student organization in fund 865, they may consider a civic service project instead or approach a booster club to head up the fundraiser.
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