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SCHOOL FUNDRAISER ACCOUNTING PROCESS
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Is the 
event a 

fundraiser? 

Do not put on 
the Fundraiser 

Is the event 
run by the 

PTO? 

Put approved 
fundraisers on 
the Fundraiser 

Calendar 

Post collections 
and order 

product, use 
event code 

At conclusion, 
analyze profit - 
run event code 

profit report 

Was the 
fundraiser as  
profitable as 
expected? 

File profit analysis in 
fundraiser folder 

Inquire of 
sponsor & 

analyze 
collections for 
any unusual 

patterns 

Did the 
principal 
approve? 

Deny 
Fundraiser 

File Approval 
Forms & Forecast 

in fundraiser 
folder 

Obtain Principal 
signature  

Was the 
fundraiser 
profitable 
last year? 

Prepare 
Fundraiser 

Approval Forms 
for Principal's 

approval 
 

Inform Principal 
of prior year 

File profit 
analysis in 
fundraiser 

Gather list of 
planned fundraisers 
from school staff - 

by 9/15 

Obtain Principal 
signature  


