











GE-E-5

FORT BEND INDEPENDENT SCHOOL DISTRICT

FUNDRAISER FINANCIAL RECAP FORM

	Purpose: The purpose of a post-fundraiser evaluation is to ensure that fundraisers are appropriately successful and that unsuccessful fundraisers are either improved the next time or not repeated.  Also, it may help to point out weaknesses in procedures which harm fundraising success or put student funds at risk.  The sponsor should complete this form, and the bookkeeper will verify this information against the general ledger. 

	School: 





Date: 







Organization: 





Sponsor: 






Fundraiser Name: 











Activity Fund Account Name/Number: 









Vendor Used (if any): 











Description of Items Sold: 











Beginning Sale Date: 




 End Sale Date: 





	Actual Fundraiser Results

A. Income Reconciliation:

1. Actual number of items sold








2. Total sales
 (* see D. below)








3. Less: Total deposits 

(-)







4. * Cash difference (line 3-2)
(=)







* Attach explanation if line 4 is not equal to zero.

Line 4: 



























	B. Net Profit:




Per Sponsor:

5. Total deposits (line 3)





6. Payments to vendor

(


)
7. Profit/(Loss)






8. Gross Margin % (line 7/5)





	Per Bookkeeper:

(
    

)






	** Sponsor must submit an explanation if “Per Sponsor” totals are different than the “Per Bookkeeper” totals above.

Difference: 
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GE-E-5
FORT BEND INDEPENDENT SCHOOL DISTRICT

FUNDRAISER FINANCIAL RECAP FORM
	C. Inventory Reconciliation (for actual items sold):

9. Total number of items to be sold
 







10. Actual number of items sold


(-)





11. Number of items returned to vendor

(-)





12. *** Number of items retained


(-)





13. *** Number of items unaccounted for

(=)





*** Attach explanation if line 12 or 13 is not zero.  Explain why items were retained and what the intended use of these items will be after the fundraiser.  Also, explain why any items are unaccounted for, if any.

Line 13: 



























Line 14: 



























	D. “Total Sales” Calculation:

Use this calculation for line 2. above when items are sold at various prices:

Item Description:


Qty Sold:
Price:

Total (Qty*Price)




Total Quantity


Total Sales






	Submitted by:






 Date: 









(Fundraiser Sponsor)

Verified by: 






 Date: 









(Bookkeeper)

Principal’s Signature: 





 Date: 








Original: Principal or Assistant Principal 

Copies To: Bookkeeper and Sponsor
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FORT BEND INDEPENDENT SCHOOL DISTRICT

FUNDRAISER FINANCIAL RECAP FORM

Instructions for completing the Fundraiser Financial Recap Form: 

Fundraiser Recap Forms should be completed and submitted no later than 10 days after the final sales day of the pre-approved fundraiser.  If the deadline is not met, a filing extension is required.  The Sponsor must submit an email or memo to the Campus Principal and the Bookkeeper within 10 days after the final sales day of the fundraiser, explaining the reason for the delay and stating the expected completion date of Fundraiser Recap Form.

Use the explanations below to complete each line:

A. Income Reconciliation

1. Actual number of items sold- Total number of all items sold.  In instances where there were not specific items sold (i.e., fundraisers such as a walkathon) please write “n/a” in the space provided to indicate not applicable.  

2. Total Sales- Total sales value of the item sold during the fundraiser.  If more than one item is sold, such as various types of candy at different prices, please section D of the Fundraiser Financial Recap Form to calculate total sales at various prices. 

3. Total Deposits- Total deposits of money collected on behalf of the Fundraiser.  Fundraiser sponsors are responsible for all money collected during the fundraiser and ensuring the safeguarding of such money.  All collected money is required to be turned over to the Campus Bookkeeper nightly for safe keeping purposes.  
4. Cash Difference- Any variance between total sales and total deposits.  If a variance occurs, an investigation should be conducted and an adequate explanation should be given in the space provided.
B. Net Profit

5. Total Deposits (per Sponsor)- Same as line 3 above.
Total Deposits (per Bookkeeper)- This data should be completed by the Campus Bookkeeper.  The total should be based on money turned in nightly by each sponsor and deposited on behalf of the fundraiser. 
6. Payments to Vendor (per Sponsor)-Total payments made to date as well as any future balances due to the vendor(s) on behalf of the fundraiser.
Payments to Vendor (per Bookkeeper)- This data should be completed by the Campus Bookkeeper.  Total payments made to date as well as any future balances due to the vendor(s) on behalf of the fundraiser.
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FORT BEND INDEPENDENT SCHOOL DISTRICT

FUNDRAISER FINANCIAL RECAP FORM

7. Profit/(Loss) (per Sponsor)- Total Deposits less the Payments to Vendor for the fundraiser.  
Profit/(Loss) (per Bookkeeper)- This number should be recalculated by the Bookkeeper based on the Total Deposits less the Payments to Vendor for the fundraiser.  
8. Gross Margin % (per Sponsor)- Profit/Loss divided by the Total Deposits.
Gross Margin % (per Bookkeeper)- This percentage should be recalculated by the Bookkeeper based on the Profit/Loss divided by the Total Deposits.

C. Inventory Reconciliation

9. Total Number of Items to be Sold- Total number of items purchased for sale.  If this fundraiser did not require an advance purchase of items to sell, then please write “n/a” in the space provided to indicate not applicable.
10. Actual Number of Items Sold- Total number of items sold over the duration of the fundraiser.  In instances where there were not specific items sold (i.e., fundraisers such as a walkathon) please write “n/a” in the space provided to indicate not applicable.  

11. Number of Items Returned to Vendor- The number of items returned to vendor due to damage or for credit.  In instances where there were not specific items sold (i.e., fundraisers such as a walkathon) please write “n/a” in the space provided to indicate not applicable.  
12. Number of Items Retained- The number of items retained from the fundraiser.  If items were retained, please indicate the intended use of these items in the future.  
13. Number of Items Unaccounted For- The number of items unaccounted for or lost during the fundraiser.  If there are unaccounted for or lost items, an investigation should be conducted and an adequate explanation should be given in the space provided.
D. “Total Sales” Calculation


Use this calculation box for line 2 above when items are sold at various prices.
Note: The Principal’s signature is required to acknowledge receipt and approval of the Fundraiser Financial Recap Form.  The Principal should review: 
· any reported losses or unprofitable fundraisers; 
· the accuracy of explained variances; 
· the justification for any unexplained variances;
· the overall success of the fundraiser; and

· significant discrepancies between the projected profits (from the Fundraiser Request Form) and the actual profitability.
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