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Submit 
Fundraising Form

Is form filled 
out correctly?

Is fundraiser 
allowable?

Has 
sponsor signed 

acknowledgement 
report?

Email approved form 
to Sponsor and 

Bookkeeper
Yes

Yes
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Notify Sponsor

No

Begin fundraising 
activities.  Issue 

receipt for money 
collections greater 

than $5

Face-to-face 
counting with 

Sponsor or designee

 Cash collections 
agree to Tabulation of 

Monies Form?

No

Yes
Deposit Funds into 
Activity Fund Bank 

Account

Discuss 
discrepancies with 

Bookkeeper

Deposit Receipt from 
system (EPES)

Review Fundraising 
Calendar on a weekly 

basis for cash 
collections

Review and Approve 
Bank Reconciliation 

Monthly

END

START

Complete Tabulation 
of Monies Form for 

money collected

Complete 
Fundraising Recap 

(10 days within 
ending fundraiser) 

Verify Fundraising 
Recap 

Approve Fundraising 
Recap

File Completed 
Fundraising Activity 

Form (including 
recap)

Yes


