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Fundraising Activity: Submission Form

Submit this form to the Executive Director when your club, committee, Division or Department at the College is planning on holding a fundraising event or activity. This will help ensure that all fundraising activities at the College align with College values and are coordinated to protect the reputation and relationships of the College with the broader community.

*Note: Activities or Events with a fundraising goal over $10,000 must be submitted to the Board of Governors for approval. The Executive Director can facilitate this.

	Event or Activity Name:
	



	Person Responsible: 

The key contact who will be coordinating the event or activity
	

	Organizing Body: 

Committee or group responsible for implementing the activity
	

	Activity/Event Dates:

Over what timeframe with the event or activity be held?
	



	Activity/Event Description:

Please describe the activity with as much detail as possible. Alternatively, if you have a separate document that describes the event (such as a website or brochure) you can include this instead of filling out this section.
	
















 
1. 

Submission Questions

	How will the proposed activity advance the mission and charitable purposes of the College?








	What expenses are required for the activity, and how expenses will be covered? 
If you have a budget for your activity, please include it with this form. 








	How do you intend to use the funds that are raised?








	How will donations or revenues be received, tracked, and administered? 
(For example, if there is cash involved, how will cash be accounted for and handled?)
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Note: All fundraising and events must comply all policies related to charitable activities at the College, as well as the fundraising and donation acceptance policy. Donations of all kinds must be overseen and managed by a minimum of two people as part of any event or activity.
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