[bookmark: _GoBack]Fundraising CoordinatorTo ensure success be sure to:

· Plan ahead and set priorities 
· Base plans on parent input, teacher wish lists and principal priorities
· Chair productive fundraising meetings
· Exercise transparency  

Your leadership role will include:

· Raising funds and managing money
· Creating and executing a fundraising plan
· Developing an operating budget (with chair/treasurer)
· Supporting school administrators and council with purchases using fundraising dollars
· Preparing fundraiser financial reports (after events & annual)



To begin you should:

· Meet with the chair and treasurer/council members to understand the expectations and explore fundraising ideas for the year
· Ask who you call if you have any questions 
· Introduce yourself to the school principal, budget secretary and the office administrator
· Sign up for school board email account
· Ask if any training, organized by the PIC (Parent Involvement Committee)/LDSB is scheduled
· Review materials passed down from previous leader(s) 
· Read your school council constitution/bylaws
· Attend the council planning meeting to set goals and plan events for the year
· Insurance – establish if your council needs additional insurance for fundraising events


Monthly Check List
All communication going to school families to be pre-approved by school principal and chair before distribution.
· Prepare fundraising proposal (September) to be presented at first meeting (September/October)
· Attend school council meetings 
· Initiate and chair fundraising committee meetings, as necessary
· Plan and execute fundraising event plans
· Work with volunteer coordinator (if applicable) to form a committee to help with fundraising endeavors.  The planning committee should include but is not limited to the school admin team and the council chair or vice-chair and treasurer.  Many other volunteers are usually necessary to carry out actual fundriasing events.
· Communication 
· submit articles, flyers etc. regarding fundriasing events and updates to PR coordinator (if applicable) for newsletter and website or to be sent out to families via classroom teachers.
· Announcements – morning or assembly - to kick off fundraising events, share reminder information, flyers or report on progress.
· Donation letters and thank you letters to parents, teachers and community partners, as necessary.
	

Seasonal Checklist
	Fall
	Spring

	· Create draft fundraising plan for Chair, VC, Treasurer, Principal (September)
· Prepare fundraising proposal for council (September/October)
· Attend fall (PIC) training
· Implement approved fundraising plan as per agreed upon schedule
	· Implement approved spring fundraising plan as per agreed upon schedule (if applicable)
· Prepare records for year end  report (May)
· Record event info and review for future reference
· Prepare for transition to new leadership (if necessary)
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