Handbook



“The primary emphasis of PTA is the promotion of the PTA mission and
PTA objectives. A PTA'’s real working capital liesin its members, not
its treasury. When PTAs invest their human resoures in programs,
they create benefits for all children and youth wih modest outlays of
money............ If dues are not sufficient to finance a PAs work,

supplementary funds may be raised within the contdxof the PTA

Mission and Objects.”




PTA funds should not be used to finance the work of other organizations.
Funds should be devoted entirely to the PTA work for which they are raised.
PTA funds must NEVER be co-mingled with school or personal funds.

To reflect the high principles of the PTA, a PTA fundraising project should meet
the following criteria:
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Have educational, social, or recreational value
Create good will toward PTA

Involve children and youth only as an outgrowth of regular school work or
as a constructive use of leisure time

Have the approval of school officials
Comply with local, state, and federal laws

Conform to the noncommercial, non-sectarian, and nonpartisan policies of
the PTA



PTA'S MISSION

To support and speak on behalf of

children and youth in the schools, in the community, and before
governmental bodies and other organizations that make
decisions affecting children.

To assist parents in
developing the skills they need to raise and protect their children.

To encourage parent and
public involvement in the public schools of this nation.



The 3-to-1 Rule

For every fundraising activity, there should be
at least three (3) non-fundraising projects aimed
at helping parents or children, or advocating for

school improvements.

Engage in substantial business activities that are unrelated to their tax-
exempt purpose

Endorse products, companies or foundations with the name of PTA or
officers or with PTA trademark

Sell or lend mailing lists

Accept and acknowledge contributions of sponsors of PTA programs
Accept advertising as long as it stays within postal regulations and does not
jeopardize the objects and non-profit status of PTA
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IMPORTANT IRS GUIDELINES
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o If violations occur, income from that project becones
taxable; the penalty is not usually loss of tax-exempt statu
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- -] (One school sold bricks to lay a courtyard at
school. Each brick displayed the name of the purchaser.)
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If you decide to use an outside vendor for your event, the most important decision is WHO will be your supplier.
When possible, have presentations by more than one supplier at a meeting of the entire PTA board and
compare their programs. Any vendor who is a professional will be more than willing to make this presentation.
In addition, each fall the Wake County PTA Council sponsors a “Great Exchange Exhibitor Hall” in conjunction
with their membership training workshops, “Great Expectations”. This provides PTAs with the opportunity to
come and see first hand the various fundraising options available and to ask questions. The state and national
PTA conventions also include large exhibitor areas.

Questions to ask:

? Will the supplier take back any unsold merchandise?

? Who pays the freight or shipping charge? If the company pays, is it charged back to

the group?

Who pays the shipping charge on returned merchandise?

How long will it take to get the needed product?

Can you get the product without an investment?

If the product does not go well, will the PTA lose money? If so, how and how much?

How long has the company been in the fundraising business?

Does the company have a local representative?

Is the quality of their product guaranteed?

Does the company have any local success stories? If so, contact those groups and

ask NOT how much money was made, but what problems they encountered and what

they especially liked about working with the company.

? Is there an agreement or contract to sign? There should be a written contract.
Remember, only the PTA President can sign any contract on the behalf of the PTA
Unit.
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For the protection of your association, if you are incorporated, sign the agreement as such. The unit is
entering into the agreement, not the individual.
Remember, if the unit is not incorporated, the signers can become financially responsible.

HELPFUL HINTS



A. WHAT?

B.

G

HOW?

WHO?

. WHEN?

KICKOFF

. WRAP-UP

What project does your PTA want to sponsr?

Through a consensus approach, ask parents, teashetents, and the principal what
the needs of the school are.

Select a goal.
Principals have final approval of this goal.
How will you raise the needed funds?
Determine the amount of funds needed.
Brainstorm ways to raise the funds.
Decide on type of fundraising event...product sadenival, bake sale, or other events.
If you choose a product sale, be sure the prodoes dot reflect unfavorably on your
school, Wake County Public School System, or yolA,Rand that it is age-appropriate
for your students.
If there are incentive awards, be sure emphasienisbroad participation of all
students/parents, and that they enhance school/gaitynspirit, and that they are of an
appropriate number and value.
Incentive awards must not criticize or belittle Faarticipating students and should
only be used to recognize effort and participation.
Determine profit margin (school board policy mamrda#t0% or more), excluding
incentives, if you are using a fundraising company.
Determine the amount of work involved and how maolynteers will be needed.
Who will be the key workers?
e If an outside vendor is used:
Interview several companies or vendors
Choose the company or vendor
Sign a written contract or agreement
Set dates for the beginning and conclusn of the fundraising event. As a
general rule, the shorter the campaign, the morsuccessful.
e Meet with the principal, PTA President, and keywkers to set time lines.
e Have the principal review the plans.
e It may be necessary, such as when involving sctioitidren and instructional time, to
submit plans to the Principal for approval.
How do you get started?
e Publicity
» Official beginning---Assembly with presentation students, or PTA meeting with
presentation to parents.
e Letters/flyers sent home---Explain the activityteta safety issues for middle and high
school students.
e If the activity involves elementary students, beesthat letters to parents state that
door-to-door sales is prohibited by students, wilesy are accompanied by an adult.

MID-CAMPAIGN Managing the fundraising program.

Deliver product where applicable

Collect money; issue receipts as appropriate; depusiey immediately!
Consider special sales sites, if needed, i.e. rmg&ets, malls, etc.
Volunteers needed to deliver product and colleatitononies.

Put on the finishing touches!

e Track down late money—uncollected money shouldebs than 5% of total sales.

« Resubmit “insufficient funds” checks to the banktba £' & 15" of the month. A call
to the bank will verify if there are sufficient fda in the account. Follow insufficient
funds collection process.

e Keep appropriate records and procedures for nexts/@indraising chair.



(Sample)

Purpose
To establish guidelines for acceptable Fundraising activities to support the PTA mission:

An advocacy to support and speak on behalf of the children and youth in the schools,
in the community, and before governmental bodies and other organizations that make
decisions affecting children.

Assisting parents in developing the skills they need to raise and protect their children.
To encourage parent and public involvement in the public schools of the United States
of Amercia.

Objectives
Fundraising will never be a primary focus of the PTA. Fundraising shall be a means to

supplement annual dues to serve the mission of the PTA.

Requirements for acceptable fundraising in accordance with the National PTA association
(Source: National Congress of Parents and Teachers literature entitled “Funding PTA
Projects”).

To reflect the high principles of the PTA, a PTA fundraising project should meet the following
criteria:

Be undertaken only to further the purposes of the PTA

Have educational, social, or recreational value;

Create goodwill toward the PTA (including PTA approved vendors)

Involve children and youth only as an outgrowth of regular school work or as a
constructive use of leisure time

Have the approval of school officials
Comply with local, state, and federal laws
Conform to the non-commercial, non-sectarian, and non-partisan policies of the PTA

PTAs need to be aware of the risks involved in soliciting or accepting commercial
contributions to finance, or assist in financing projects. Such contributions may create
obligations that violate the non-commercial policy of the PTA — a policy designed to protect
PTAs from exploitation. Every PTA leader should be familiar with the non-commercial policy
and its interpretation.

Fundraising Rules
For every fundraising activity, there shall be at least three (3) non-fundraising projects aimed
at helping parents or children, or advocating for school improvements.




The PTA Board and Principal shall approve all fundraising activities.

Each fundraising program should be held with a PURPOSE and that purpose should be
supported and documented by the members of the PTA.

No fundraisers shall allow door-to-door sales by students.

Any fundraising activity will yield a minimum profit margin of at least 40% (revenue less cost
of merchandise/goods sold) in accordance with Wake County Board Policy.

Incentive awards shall emphasize broad participation and school spirit, as opposed to large
awards to a limited number of participants.

Fundraising activities should be consistent with examples outlined in the Wake County PTA
Council’'s Fundrai$ing Handbook (Appendix A)

Acceptable funding purposes are defined in Appendix B.

BACKGROUND

Non-Commercial Policy
PTAs are prohibited under federal law from engaging in substantial business activities
that are unrelated to their tax-exempt purposes, which are legally defined as
educational and charitable.
PTAs should not endorse ANY products, companies, or foundations.
PTAs should not sell or lend mailing lists.
PTAs may accept and acknowledge contributions of sponsors of PTA programs.
PTAs may accept advertising as long as it complies with postal regulations and does
not jeopardize the objectives and non-profit status of the PTA.
PTAs should comply with local, state, and federal laws and requirements regarding
licensing and liability before sponsoring or conducting public events.

Corporate Sponsorship

Contributions from a corporate sponsor are acceptable as long as the PTA name is never
utilized to promote or endorse a commercial entity or its goods or services. The only benefit
given to the corporate entity is acknowledgement of thanks not endorsement.

Commercial Co-venturing

Not recommended because monies generated have no relation to the efforts of the PTA but
the success of the commercial entity. In addition, all amounts received would be considered
taxable unrelated business income.

Corporate Donations

All corporate donations associated with PTA volunteers and projects shall be received by the
PTA. The PTA's federal tax identification number can only be utilized for donations directly
received by and for the PTA.




Appendix A

ACCEPTABLE FUNDRAISING EVENTS

Possible alternatives to product sales:

Fall Carnivals

Spring Festivals

Bake Sales

Chicken, Barbeque, Spaghetti, etc. Dinners

Walk-a-thon, Bike-a-thon, Read-a-thon

Recycling Programs

Buy a Brick (such as selling bricks to lay a courtyard at school and each brick then
displays the name of the purchaser)

Street Fairs

Book Fairs

Yard or Attic Sales

Silent or Live Auctions of donated items

Dances

Athletic Games, Field Days

Drama or Musical Productions

School Spirit Items

Thrift Shop

School Stores

Santa Shops

Proctor and Gamble Box Tops for Education promotion
Harris Teeter, Food Lion and Kroger programs for education
Campbell Soup Labels for Education

Direct Contributions from Parents, Community

Penny Wishing Well

Car Wash

Dinner Theater

Tours of gardens, parks, public buildings, and historic sites
Arts and Crafts Sales

Sale of Refreshments at School Events



Appendix B
APPROPRIATE NEEDS TO FUND

PTAs should NOT fund :

Capital outlay for equipment — copiers, air conditioners, fans, carpet, etc.
Should you decide to purchase these, determine if the requested equipment
supports the instructional program. Remember, all equipment becomes the
property of the WCPSS.

Personnel

Staff Development

PTAs should fund :

Leadership/Membership Development
Local unit participation in state and national PTA conventions and conferences
State and National dues
Parent Education

o Workshops

o Handbooks

0 Newsletters
Child Health and Safety Projects
Special Projects

o Campus Beautification

o Flags

o0 Nature Centers or Gardens

o0 Outdoor Science Labs
Programs that enhance the instructional program

0 Supplemental or Library Books
Cultural Arts
Math Matters, Hand on Science
Science in the Classroom
Science Kits for classrooms
Software

o Awards, Incentives for Students
Teacher Appreciation
Volunteer Appreciation
Teacher Mini-Grants
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HELPING TO IMPROVE SCHOOLS....PTAs can work to improve schools by supporting
efforts to secure adequate funding by working with school personnel to strengthen
curriculum, by promoting parent-teacher cooperation and by providing volunteer aid for
activities and programs. In addition, PTAs can work with community organizations to
promote community-wide development projects.



PARENT ORGANIZATIONS

The board recognizes that such organizations as PTA, booster clubs, and other parent organizations
perform a valuable service to the schools and expects that all appropriate school personnel shall
perform accordingly.

2540.1

2540.2

2540.3

2540.4

2540.5

2540.6

2540.7

It shall be the duty of the superintendent and respective principals to represent the best
interest of the board, school system, and schools in the functioning of such
organizations.

Each parent organizations or booster club which is involved with school activities or
school students should develop and establish a constitution and bylaws document
setting forth the purposes of the organization and the general rules and procedures
by which it shall operate.

Such organizations as PTA and booster clubs shall secure the advice and approval of
the principal of any school before planning any function in which students, while under
the jurisdiction of the school system, are to participate.

A parent organization shall secure the prior advice and approval of the respective
principal before planning any fundraising activity intending to benefit a school program;
and, at that time, the principal shall be expected to suggest needs of the school, in-
cluding those not requiring fundraising, that are conducive to the active involvement

of significant numbers of interested parents in meaningful service to the school and its
students.

When parent organizations sponsor fundraising activities which involve both school
children and instructional time, such activities shall follow procedures as outlined in
Policy 6830.1, 6830.5, 6830.6, 6830.7, and 6830.8.

Each parent organization shall establish its own system for handling and dispensing
its funds; however, all sections of board policy 2540 must be followed when expendi-
tures are for school activities use or when funds are to be raised through the use of
school students, building, or grounds.

Any item purchased by such organizations for school or school activity use shall be
the property of the Wake County Public System, and the principal shall be required to
give prior approval of any such item to be purchased. The item purchased shall be
kept and maintained for the use for which it was obtained.

Adopted: December 13, 1976
Revised: October 16, 1989
Copyright 2002: Wake County Public Schools



SCHOOL-SPONSORED FUNDRAISING EVENTS

Each principal shall limit fundraising activities for a school year by student groups to those activities
which may be approved and do not compromise instructional time.

6830.1 An elementary school shall not participate in a school-sponsored fundraising project.
Furthermore, elementary school students shall not participate in door-to-door
solicitations on behalf of any school-related organization.

6830.2 A middle school or high school shall be permitted one school-wide fundraising activity
per school year. The proceeds of the school-wide event shall be allocated by the
principal to support school activities.

6830.3 Each grade of a high school shall be permitted one fundraising activity per school
year.
6830.4 Each high school student council shall be permitted one fundraising activity per school

year in addition to the school-wide event (6830.2) and in addition to individual grade
fundraising activities (6830.3). The proceeds of the school-wide event shall be alloca-
ted to approved school clubs and organizations by the school or student council with
the approval of the principal.

6830.5 Proposed school-sponsored fundraising projects shall be submitted annually to the
Area Assistant Superintendent for approval.

6830.6 Before submitting school-sponsored projects for approval, principals shall ensure that
net profit available to a school from any project be at least forty percent (40%) of gross
sales, excluding incentive awards.

6830.7 Incentive awards shall emphasize broad participation and school/community spirit, as
opposed to large awards to a limited number of participants.

6830.8 When practical, school-sponsored projects which involve direct product sales shall be
done on a consignment basis.

Adopted: January 9, 1978

Revised: October 16, 1989

Revised: November 17, 1997

Copyright 2002: Wake County Public Schools



SOLICITING, SELLING, OR BORROWING

There shall be no soliciting from or selling to students or staff within any school without prior approval
of the principal and the superintendent.

6820.1 Any selling or soliciting for the purpose of raising funds for school activities by the
students or staff of any school, in the name of the school, shall have the prior written
approval of the principal and superintendent. All money collected and expended as a
result of such activity shall be recorded in the accounts of the school and shall be
subject to the annual school audit.

6820.2 The soliciting or borrowing of products for school activities shall have the prior approval
of the principal and superintendent.

Adopted: May 4, 1981
Copyright 2002: Wake County Public Schools



