Fundraising Request Form (online)

Access the request form as follows:

1. http://secure.fortbendisd.com/fundraisers

A link (“How does the approval process
work?”) is available that will summarize
the approval process

2. Log in to the appropriate section:
Non-employees use top login link
FBISD employees use bottom login link

Employee login screen:
Log in using your network user name and
password

Parent Org. Representative (non-
employee) login screen:

First time users will register to get
username and password

Employees will find a link at the
Employee/Staff Information page at the

FBISD website. ‘&

Parent organization reps will go directly to
the URL instead of through the District
website.

A okl TOM0 7,

Fort Bend ISD Fundraisers

FBISD Log In|- For Fort Bend I1SD Employees Only

If you are NOT an FBISD Employes, Login Here instead.

Please enter your username and password.

e Global '1‘011‘10”0,;0

1f you a
Please enter your user

Account Information

Username:

Password:

[ keep me logged in

Forgot Password
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Fundraising Request Form (online)

1. Start a new fundraiser request. Note, you | Employees:
will be able to later view or edit _ User: MRS [ Log Out]
fundraisers from this screen as well. S e Campnss and Sadent Actity Fundare depasted b schael saf it the Diinch o schoats bk aecount

iuity Fum and are controlled by the school, under the direction of = staff sponser and the principal. Campus Activity
[Fundraizer Request 1" 2l are schoolwide funds such as “General", -Library" and "Yearbaok". Student Actvity Funds are student
clubs and the faculty fund.

Start
st Parent izati are PTOs, PTAs, booster clubs, and other parent organizations which are established

. Fundi R St
El | |p|0yee screen. T e to promote school programs or compiement student groups or activities. Even though a Parent
Edit/Continue. Organization/Booster Club works very closely with the District, it is a separate entity from the District. The
SEfenm funds raised by the organization are deposited into the parent organization's bank account and are controlled
quest, - .
by its officers.

Fort Bend [SD requires that all fundraisers be reviewed and approved by the principal and assistant I
superintendant before being held. This allows the district to be sure that all appropriate laws and policies are
followed and helps protect the district, clubs, and organizers from potential problems and scheduling conflicts.

How does the approval process work?
Parent Organizations:
Parent Organlzatlon screen: ) User: [Log Out Change Password ]

== Fort Bend ISD Fundraisers .
’ﬁ:m!“i““““ Campus and Student Act Funds are deposited by school staff into the District or school’s bank account
Fuadraizer Requeer”|  and are controlled by the school, under the direction of a staff sponsor and the principal- Campus Activity

Funds are schoolwide funds such as "General", "Library" and "Yearbook”. Student Activity Funds are student

(@HMUE clubs and the faculty fund.

yndraiser Request

Parent izations are PTOs, PTAs, booster clubs, and other parent organizations which are established
to promote school programs or complement student groups or activities. Even though a Parent
Organization/Booster Club warks very closely with the District, it is a separate entity from the District. The
funds raised by the organization are deposited into the parent organization’s bank account and are controlled
by its officers.

Fort Bend [SD requires that all fundraisers be reviewed and approved by the principal and assistant
superintendant befere being held. This allows the district to be sure that all appropriate laws and policies are

D Followed and helps protect the district, dubs, and organizers from potential problems and scheduling conflicts.
on s {{How does the approval process work? )

2. Event number will be assigned when saved. User. DISTRIC Tetaaatmsas [ Log OUt ]

This will be used to call it up later during the | [— Fort Bend 15D Fundratsers,
Actvity Fund Activity Fund
approval process and after. FindTean | (Form AF-12) s s

Start Approval Prog

Parent izati << Not jitted =>3waiting Principal Approval > Awaiting A Superintendent Approval > Approved
undraiser Requast Fundraiser is NOT APPROVED until the status is Approved

Status of Approval Progress will show as ucne e
green — from “Not Submitted” through :

dFrent Balance is required.
Fundraiser Name is required.

« » Admin Tasks From Date is required.
Approved To Date is required.
. Administar Proposed Location is required.

Organizatien List

Estimated Profit To is required.

Proposed Use of Funds is required.

Detailed Description of Fundraiser is required.
Has this organization conducted this fundraiser before? is required.
will food be sold or served on campus? is required.

¢ you selling items normally subject to sales tax? is required
If riormally taxable, will this sale count as one of the two ore-day tax free sales? is required.
Will rentatsf District facilities be required? is requirser

At least one cooramets e is required

+ Estimated Profit From is required.

Fill in all sections. Information still needed
will be listed in red toward the top.

Line-by-line help on next page.

3. Save for Later if you need more information
or additional staff review before submitting
to the principal.

Once submitted, you will be unable to edit the request.

Save for Later ][ Submit for Approval

Submit for Approval, and the principal and
bookkeeper/executive secretary will receive
an email alert.

4. Submitted fundraiser request shows this at
the top. (No longer editable by the

1 Submitted > <= Awaiting Principal Approval >> ting
SmeItter) Fundraiser is

Approval Progress
ant Supi t Approval > App d
T APPROVED until the status is Approved
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Fundraising Request Form (online)

Select the organization’s name (drop-down)

Activity fund accounts are all listed. Contact Business/Finance if your account is
not listed.

Parent organizations must choose their campus from the long dropdown of all
campuses. Then choose PTO or Other. If other, such as FFA Booster, Pro-Grad,
etc, type the name.

Current account balance

Obtain this from the bookkeeper/executive secretary.
Note: this does not apply to Parent Organization fundraiser requests.

Fundraiser name; Proposed dates

User-defined; use calendar to register dates.

Save periodically. An Event number will be assigned. You can tell this number to
a campus administrator or bookkeeper/secretary so he/she can view your
proposed fundraiser and comment. (Only you may make edits.)

Proposed location

Estimated profit

Your best estimate (may be a range)

Proposed use of funds

Provide a detailed description of the
proposed activity.

For example, include examples of per-unit pricing and cost, or describe your idea
as best you can.

Upload supporting documents

You may attach a budget, flier/brochure, and any information or forms that would
be useful to the approval process

Has this organization conducted this
fundraiser before?

Informational. Include approximate profit.

Any time is a good time to save.

Will food be sold, served or distributed on
campus?

If so, you must fill out Child Nutrition’s form (available at the link). This includes
sale of boxed candy, cookie dough, etc. as part of a catalog sale even if the sales
take place off campus but the items are delivered to campus later for distribution.
Download from the link, print, fill out completely, then scan and attach at the link
above. This is not an online fillable form.

Sales tax?

Tell us if you are selling items that are generally taxable when sold, and if you will
be using a one-day tax-free sale. Information is available at the link; see
bookkeeper for more info about sales tax.

Rental of District facilities?

A form is provided in case you need to take this into consideration. No need to
attach the form, but get it approved separately on your own if needed.

Save for Later | l Submit for Approval l

Once submitted, your principal will be able to review, approve, change status to
“not submitted,” (for further work) or deny.

What’s next? And Other Suggestions

Submitter will receive email notification... any time the request moves to a new approval stage.

Bookkeeper/ExecSec will receive email notification... any time a request is submitted to the principal; is approved by the
assistant superintendent; or denied by anyone.

Bookkeeper/ExecSec or sponsor are encouraged to notify an additional administrator who may have input in the approval
process at any point before the request is submitted or while at the Submitted for Principal Approval level.

Comments (from any approver to a submitter) may be typed in as a communication technique. These comments are designed
to be temporary and then deleted by the person who is viewing them.

Fundraiser Request

Anyone may click this to pull up a fundraiser request, but you may only make changes if the status is at
Edit/Continue your level (submitter, principal, Child Nutrition Dept., assistant superintendent).

Any fundraiser (proposed or approved) can be looked up, viewed and printed at any time.
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Fundraising Request Form (online)

1. Sequence of Approval is: 1) Principal,
2) Child Nutrition (if food is sold, served or
distributed), then 3) Assistant
Superintendent.

Approver will log in to the program and
select the fundraiser from the list of all
fundraisers that are at various stages of
approval.

2. Each approver will review the fundraiser.
Then choose the appropriate new status
from the drop-down and click Save. To send
it back to the person at the previous level to
make changes, choose that (lower-level)
status and click Save.

3. All changes in status will trigger an email to
the original submitter and the person who is
next in line for review.

Examples at each state are shown at the
right.

Each time the proposed fundraiser moves to
another stop, the original submitter and the
person at the next stop in the approval route
will receive an email notification.

When a proposed fundraiser is Approved (or
Denied), an email will be sent to the original
submitter and the bookkeeper/executive
secretary.

Example of an Approved request is shown
at the right.

User: DISTRIC TSRS [ Log Out ]
[reme Lo Bend 180 Fundraisers e
s - Search Criteria
wcoust |(ResURs are alsc fikered by your permissions.)
ot Soane: | Start Oate:
Bareat Organiration
Fundraiss Request. | sybmited By = Amuiz0d =z
Stun Mon Tan Weed Thi Fri Sat
'LlT\:u;: v mzaA L2
[ ization: . \ 4 5 &8 1 B 3210
119 20 21 22 23 2¢
v mozmu @ man
Fundraiser Name:
Search [[Export to Excel
Event submitted By Campus  Organization Date From Date o ' URATalSer  grypyg
130 DISTRICTgmeeaatagy S . 08/22/7013 0R/22/2013 Concert  Approwed
Awaiting
152 DISTRICT gy Pt nECA 08/31/2013 D14/2013 Carwash  Prinapal
; Approval
= pumpkins-  Awaiting
121 DISTRICT gteiemmes w e H0/21/2013 10/31/2013 jock-o Prinapal
isntems  npproval
Event: 122

Activity Fund

(Form AF-12) Status: | Awaiting Principal Approval v

Approval Progress
Submitted = << Awaiting Principal Approval >> Awaiting Assistant Superintendent Approval > Approved
Fundraiser is NOT APPROVED until the status is Approved

Event: 122
Status: |Awaiting Principal Approval -
Not Submitted

b
roval  Awaiting Principal Approval =
incipal

Approved
Approved

With food:
Activity Fund Event: 120
(Form AF-12) Status: | Awaiting Principal Approval » | Sanve

Approval Frogress

Submitted > << Awaliting Princieal Approval ==

Fursdraser i NOT APPROVED unbil the status is Approved

Event: 121
Status: | Awaiting Principal Approval v
Not Submitted

b
ing Assi=Awaiting Principal Approval [‘;‘gf?:d

iser is NCDenied by Principal Approved
Awaiting Mutrition Approval & 2 ™Y

Example of request Awaiting Nutrition Approval:

Event: 121

Activity Fund
Status: | Awaiting Nutrition Approval v | | Save

(Form AF-12)
Apprnval Progrus

Submitted > Principal Approval > << Awaiting Mutrition Approval > Awaiting Assistant Superintendent A al = Ap
Fundraiser is NOT APPROVED unm the status is Approved

Auwaiting Review Statue: Awaiting Muinticn Apprel
CMND Awaiting Princigal Appreval eograns
Temporary raal = AWARinG Netrition Approval

Denied by Hutition
Mot Required -

(CND also chooses a type of permit or indicates permit “not required”)

Example of request Awaiting Assistant Supt. Approval:

Activity Fund Event: 122
(Form AF-12) fa S B Awaiting Assistant Superintendent Approval [§8 -Save

Approval Progress
Submitted = Principal Approval > << Awaiting Assistant Superintendent Approval >> Approved)
Fundraiser iz NOT APPROVED until the status is Approved.

Event: 102

[Status: | Awaiting Assistant Superintendent Agpeoval ¥ | Save |
Awating Principal Approval

= Awni] Awatng
Deried by Assistant Superintendent

Example of an Approved request

Event: 122
Status:

Submitted = Principal Approval > Assistant Superintendent Approva\a<< Azzroved >;
Fundraiser is MOT APPROVED until the status s Approved

Submitted By: DISTRICT}

Activity Fund
(Form AF-12)
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Fundraising Request Form (online)

1. Be suitably descriptive for all open-ended questions (proposed location, estimated profit, proposed
use of funds, detailed description of event). Approvers may request more detailed information, which
you will later edit in.

2. Attach any documents that will help describe your event, support your information, or which may be
required by an approver. A financial plan or budget may be requested if an approver would like to
see that.

3. When a user Submits, the request becomes uneditable by anyone other than the next person in the
approval chain. If changes are needed, the approver may set the status down to a previous (lower)
status or make those changes and move the request forward.

4. A submitter may contact the person who has the request at his/her level and ask that he/she change
the status back to a level where the submitter may make changes.

5. If your campus relies on the bookkeeper or an assistant principal to pre-screen fundraisers for the
principal, we suggest:

a. Tell sponsors to fill out and “Save for Later,” but do not “Submit.” The submitter will tell the
additional reviewer the event number, and he/she can log in, review, print and comment; or

b. Have the principal hold off taking action on Submitted fundraisers until the additional reviewer can
review, print and comment. If edits are needed, the principal will change the status back to “Not
Submitted.”

6. Bookkeeper/ExecSec or sponsor are encouraged to notify an additional administrator who may have
input in the approval process at any point before the request is submitted or while it is at the
Submitted for Principal Approval level.

What if my organization’s name does not appear in a drop-down? Stop, and contact Ron Vlaskamp or Mary Ashcraft to have an
organization name added. After you hear back, you will be able to log in and do your work.

I need more information. Can | save my application? You may “Save for Later” (button at the bottom) as often as you want
without leaving the screen.

Can I use rounded or estimated figures? Yes, although any approver may request more precise information.

How do | know the status of a fundraiser request? Whenever someone down the line of approvals changes the status of a
proposal, the originator will receive an email notification. This includes when a fundraiser receives its final approval from the
assistant superintendent or whenever the request is denied by any approver.

How can | view all fundraisers for my campus? Any fundraiser (saved but not submitted, awaiting approval, approved, or denied)
can be looked up, viewed and printed at any time by using the “Edit/Continue Fundraiser” link. If desired, all data can be exported to
Excel.
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Fundraising Request Form (online)

Can | make changes to a fundraiser that has been denied? No, but you could initiate a new request.

Can an approver request changes without completely denying a request? If an approver feels a request can be modified so
that it can be approved, he/she can write a note on the form and change the status down to a lower level such as “Not Submitted,” or
“Awaiting Principal Approval.”

Can someone other than the sponsor input the requested data online for him/her? Yes. The sponsor can describe the
fundraiser to someone else who will input the information for him/her. However, online the event will not list the sponsor’'s name as
responsible. All email correspondence related to the progress of the fundraiser request will be sent to the person who is logged in
when the request is first initiated.

What is the best way to help a sponsor with the online request form but still have the sponsor’s name listed with the event?
Have the sponsor begin the item (“Start Activity Fund Fundraiser Request”) and type in as much information as he/she knows, then
“Save for Later.” Get the event number, look it up, then provide suggestions so the sponsor can log back in and finish up the request.

Will non-employees who create their own user id here have access to the FBISD network? No, this user ID is only for the
online fundraiser application.

Can someone other than the sponsor input the request data online for PTO/PTA/Boosters? Representatives for parent
organizations should do their own work online. This way they will get all communications directly and it keeps the separation of
responsibilities clear.

Why is the information on my screen is grayed-out so | can’t edit anything? When a user Submits, the request will become
uneditable by anyone other than the next person in the approval chain. If you need to be able to go back and make edits, ask that
person to change the Approval Status to the level that you are at (“Not Submitted,” or “Awaiting Principal Approval”).

How can school staff, assistant superintendent staff or business office staff review fundraiser requests? Staff can view any
fundraiser that is in the online system. Campus staff can see any for that campus, Assistant Superintendents and staff can view for
all feeder schools, and business office staff can view all fundraiser requests. They can be looked up one at a time or exported to
Excel at the “Edit/Continue Fundraiser Request” screen. There are a few drop-downs to narrow the results, if desired.

Some fundraisers for this year have already been approved using the old paper forms. Must | type them into the online
system? Although not mandatory, the sponsor, bookkeeper or principal’s secretary may choose to type the information into the
system. Explain to the principal and assistant superintendent that these fundraisers were already approved by paper and ask for
expedited approval so the data is saved to the central system.

Food Fundraisers:

What fundraisers require approval of the Child Nutrition Department? Any food sold, served, kept at or distributed on campus
requires CND evaluation and approval. This is to ensure compliance with rules governing what food may be served on campus
during the school day; foods sold or served that compete with the school lunch program; and health permit requirements.

Does a fundraiser that sells frozen foods or boxed candy from a catalog require CND approval? Yes, “food sold, served or
distributed on campus” does include fundraisers such as cookie-dough or boxed candy even if the sales or orders take place off
campus if the food is delivered to campus to be distributed. This has to do with the school being responsible for “potentially
hazardous food products” where edible products hit campus even if only for distribution to the students/parents who sold them and
will take them home.

What are the various food permits? The CND health permit is generally used to cover the sales or event if the sale occurs in the
school building or within 100 feet. However, a Temporary Health Permit is required for events that occur outside more than 100 feet
from the building such as carnivals. Cooking food in barbecue pits outside the building is one example. Cooking food in barbecue
pits outside the building is one example. For additional information, please contact the Child Nutrition Department at 281-634-1190.
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