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POLICY:  It is the policy of the Joplin Area Catholic Schools (JACS) that all fundraising, donations, or solicitation of funds or materials for the stated or implied benefit of any part of JACS is under the direct supervision of the JACS School Board.  All fundraising, donations, or solicitations will reflect the mission of our schools and will be conducted to reflect the professionalism of our organization in that:

1. Clear records will be maintained on all fundraising, solicitation, and donations.

2. A clear fundraising plan will identify and schedule appropriate fundraising and solicitation activities to avoid scheduling conflicts.

3. All fundraising and solicitation activities must be approved following the outlined procedures below.
PURSOSE:  The goal of this policy is ensure that all fundraising entities enjoy the maximum benefit of their efforts by avoiding scheduling conflicts as well as donor exhaustion.
Definitions:  For purposes of this policy, fundraisers are defined as solicitation that takes place with entities outside the school system such as ad solicitation and money and item donation.  Activities such as internal bake sales, free dress days, popsicle sales, book fairs, rummage sales, poinsettia sales, etc. do not apply to this policy.

PROCEDURE:

A. Scope:   All acquisition of resources through donations, gifts, or fundraising will follow the procedures outlined below.  These procedures apply to all groups, individuals, school organizations, alumni organizations, school support organizations, student organizations, faculty, staff, and board members or others associated with JACS.
· In order to promote legitimacy of the fundraiser, it is required that                                                                    all solicitation letters be on the Joplin Area Catholic Schools letterhead.
· To show appreciation to our donors and promote repeat giving, thank you       notes or letters should be sent as soon after the event as possible. 
B. Records:  All records of gifts, donations, and fundraising will be maintained in the Development Office.  The Development Office will maintain the database for donations, fundraising, and mass mailings.  The Development Office will provide tax information for donors in accordance with current tax laws.
C. Submission Process:  In order for fundraising or solicitation activities to be approved, the group, organization, or individuals must submit a Fundraising Request to the principal of the school hosting the fundraising group.  In cases which the fundraiser is a school system wide activity, the request will be submitted to the development office.
The request may be for one fundraiser or for a group of fundraisers.  The request along with a list of who will be solicited may be submitted:

1. At the April fundraising meeting to cover the following July 1st to June 30th school year. This meeting will take place with all JACS fundraising entities, the principals and Development Office.   Those attending this meeting will be given preference on the fundraising calendar.  This method is highly encouraged.

2. In September for the entire school year.

3. At any time a group wishes to have a fundraiser.  However, please note because the approval time may take up to 30 days, it is important to submit requests as early as possible.

4. In cases of extremely unusual circumstances, the principal of a school may approve a fundraiser that is to take place before the next School Board meeting and report that activity at the next regular School Board meeting.         
D.  Approval Process:  Once the request has been given to the principal, it is:
1. Approved or denied by the principal.
2. If approved by the principal, the request is reviewed by the Development Office to resolve any scheduling conflicts and to place the event on the fundraising calendar.
3. The request is then given to the Vice President of the School Board who will present the request for approval at the next School Board meeting.  

4. The principal of the school or the Development Office (in cases of system wide fundraisers) will inform the sponsoring groups of the decision. 

E. Final Report:  At the conclusion of the fundraiser, the sponsoring group will submit a Fundraising Final Report to the Development Office for the recording of information.  This report will then be forwarded to the chairman of the finance committee for a final report to the School Board.  

F. Individual Donations and Solicitations:

1. When individuals or groups make a donation which is not part of an approved fundraising activity, to the Joplin Area Catholic Schools, the school principal or other authorized person receiving the gift will complete an Administrative Report of Receipt of Donation.  This form will go to the Development Office for recording and then to the Vice President of the School Board for report to the School Board.
2. When an individual, administrator, teacher, or group wishes to seek donations of money, merchandise, or services and this is not a part of an approved fundraising event, an Administrative Request for Solicitation must be completed by the principal, reviewed by the Development Office to avoid potential conflicts, and then forwarded to the School Board.  In cases of unusual circumstances, once the request is made by the principal, and reviewed by the Development Office, the chairman of the finance committee may approve the request and then report this action at the next School Board meeting.
G. Stewardship:  In support of a Catholic system which supports stewardship as a major spiritual act, 3% of unrestricted money raised in all system wide fundraisers will be given to the JACS Endowment Fund.
