
FUNDRAISER PLANNING 

PACKET 
Brainstorm with your Advisor/Coach ways to 

raise money as a club/team!  Things to consider: 

• Can you afford to do this?   

• Do you have enough members to help?   

• Do you have enough time?   

• Will you need any permits?  

• Do you need to order supplies, or can you get 

donations? 

• How much will take to make a profit?  

• Will you need a cash box from SHS Bookkeeper? 

• If you are selling items individually (For 

example: Wolf Cards door to door, Applebee 

Flapjack Fundraiser tickets) you need a 

Permission Slip. 

After your Club/Team VOTES to approve the plan 

complete the Fundraiser Request and return it to 

the SHS Bookkeeper for approvals. 



If you need to spend any money for supplies? 

➢ Get pre-approval through the bookkeeper ☺ 

➢ Fill out a PURCHASE REQUISITION  

➢ DO NOT use a personal credit card 

➢ Request your cash box for making change at your event  

Make sure to get a Deposit Slip for your funds! 

➢ Keep all receipts to turn into the bookkeeper for reimbursement 

Selling items and tracking your inventory… 

➢ If students are selling items individually they should have a 

signed PERMISSION SLIP. (i.e. tickets or gold cards) 

➢ Count your inventory, number your tickets and cards 

➢ Get your cash box and deposit slip the day of the event  

➢ Track your sales, tally sheets or cash registers work well 

➢ Count your inventory after the sale 

Turn in your money…. 

➢ Complete the Deposit Slip for cash and checks and return to the 

bookkeeper with 24 hours 

➢ This includes your cash box for making change at your event 

(Don’t include your starting cash in the deposit) 

Did you make any money? Let’s RECONCILE! 

➢ Add up your expenses 

➢ Add up your money 

➢ Expenses minus money collected equals your PROFITS ☺ 

➢ Turn in your Fundraiser Reconciliation to the bookkeeper 


