
 
FUNDRAISER CHECKLIST 

 
Documents from Vendor: 
  
 Letter of introduction complete with a list of six customer references, preferably schools (these must be 

updated if more than one school year has lapsed since the last fundraising event) 
 
 Product cost/profit information and assurance that the school/organization is the primary beneficiary of 

the program (must be completed for every fundraising event) 
 

 Estimate of student and staff time required to conduct the activity (must be completed for every 
fundraising event). 

 

 Certificate of insurance from the vendor.  This document will need to be updated based on expiration 
dates of any certificates already on file 

 

 Provide advertising materials (must be completed for every fundraising event) 
 

School Responsibilities: 
 
 Contact at least two references and document the verifications (this must be updated if more than one 

school year has lapsed since the last fundraising event) 
 

 Verify vendor’s proof of insurance and verify the insurance expiration date 
 

 Complete the District’s Fundraiser contract template with the heading “Fundraising Agreement (For 
Product Sales). The template is available for download on the References and 
Resources>Fundraising>Contract: Fundraising Agreement. This form replaces the document formerly 
known as the “Indemnification Agreement.” Please always get the form using this path. DO NOT save the 
form with your documents for future use. This template, like all District templates, will be revised and 
updated from time to time. You always want to use the latest version. The number after the “v” is the 
version number. The numbers that follow the version number are the date of last revision. Fill in all 
blank fields.  
 

 Attach the fundraiser’s form if it lists prices and describes the fundraiser, BUT DO NOT SIGN the 
fundraiser’s form. Once completed, send the contract to the Vendor for signature. They have to sign in 
ink on paper, but may return a scanned copy of the entire contract with all attachments and the 
signature and date. After the vendor signs, the principal signs. The Effective Date of the contract is the 
date when the last party signs, which is normally when the principal signs.  
 

 Complete the program within the school year 
 

 Avoid competing with Food Services (30 minutes before and 30 minutes after meal service).  If you are 
using one of your 3 food fundraiser exemptions (PTA or School Based) fill out a Food-Based Fundraiser 
Form and send to Food and Nutrition. 

 
 Track and reconcile all products and money collected 
 

 Make deposits with the Financial Secretary on a daily basis 
 
 Complete page two of fundraiser application form upon completion of the fundraiser 
 

 Maintain fundraiser documents for future reference 

 


