FAITH UMC
FUNDRAISING REQUEST and APPROVAL PROCESS



The main function of this “Fundraising Request and Approval Process” document is to provide a clear understanding, and process directions for approval of proposed fundraising event(s).  

Ideally all fundraising requests should be submitted annually in October, as part of the Finance operating budget process.  If this timing is not possible, then fundraising request should be submitted at least 4 to 6 months prior to proposed event date.  This timing will allow for review and approval by both the Finance Committee and Administrative Council.  

This document will provide the steps to initiate and gain approval of any fundraising event.  Please follow the process steps below, in the order provided, to ensure all processes are completed to achieve the most expeditious approval result.

	STEP 1:
	FAITH UMC MASTER CALENDAR CONFIRMATION (by Fundraising Event Lead)

	Check
Once Completed



	· Contact Sandy (in church office) to confirm proposed date is available on Faith UMC master calendar.
· Request Sandy “tentatively” hold the date while working through approval process.




	STEP 2:
	COMPLETE FUNDRAISING BUDGET REQUEST FORM (by Fundraising Event Lead)

	
Check
Once Budget Request Completed


	· Complete the attached “Fundraising Budget Request Form”
· Important to provide at a minimum:
· Breakdown of expenses (food, paper goods, signage, etc.)
· Proposed quantities (# of plates to be sold, etc.)
· Proposed pricing = gross profit
· Proposed gross profit minus expenses = net profit
· Questions related to the form, should be directed to Fundraising Chair and/or Finance Committee member

· Completed form to be submitted to fundraising chair*, who will coordinate with Finance Committee for review and approval.

*NOTE:  In the absence of a fundraising chair, fundraising event lead will be responsible.
	

	Check
Once Submitted to Fundraising Chair


	· 



	STEP 3:
	FINANCE COMMITTEE APPROVAL (by Fundraising Chair*)

	
Check
Once 
Finance Committee has Reviewed




	· Fundraising Chair function as liaison between Finance Committee and the fundraising event lead.  
· As the liaison, the fundraising chair will coordinate all fundraising requests for review and approval by the Finance Committee.
· Additional questions from the Finance Committee, prior to approval, will be communicated to back to Fundraising Chair for any follow-up.

*NOTE:  In the absence of a fundraising chair, fundraising event lead will be responsible.


· Finance Committee approval will allow finance chair to present at Administrative (Ad) Council for final approval.
· Should Finance Committee decline the fundraising request, response as to reason for decline will be provided back to both fundraising chair and fundraising event lead by Finance Committee Chair.


	Approved
  


Declined
   



	· 



	STEP 4:
	Administrative Council Approval (by Finance Chair)

	
Approved
  


Declined
   


	· Should Finance Committee review and approve, finance chair will present to Ad Council for final approval.
· Ad Council must review and approve in order for fundraising event to move forward.
· Should Ad Council decline the fundraising request, response as to reason for decline will be provided to both fundraising chair and fundraising event lead by Ad Council Chair.


	Check once Final Approval Results Comm. to Fundraising Chair from 
Ad Council
  



	· Once Ad Council has made final decision, results will be communicated back to fundraising chair and fundraising event lead by Ad Council Chair.



	STEP 5:
	MASTER CALENDAR CONFIRMATION (by Fundraising Event Lead)

	Check
Once Completed

	· Upon final Ad Council approval, fundraising event lead should circle back to Sandy (in church office) to confirm final fundraising event date and finalize on Faith UMC master calendar.




	STEP 6:
	FACILITY USAGE REQUEST FORM (by Fundraising Event Lead)

	
Check
Once Completed



	· Should the approved fundraising require any facility usage or set-up, fundraising event lead must complete the “Facility Usage Request Form” immediately upon notification of approval.
· Coordination of facility usage/set-up will be coordinated by office and pastoral staff.




	STEP 7:
	PUBLICITY AND COMMUNICATION (by Fundraising Event Lead)

	Check
Once Completed








	· Upon Ad Council approval fundraising event lead will be responsible for coordinating the following publicity and communication activities:
1. Creation of publicity flyer with fundraising committee liaison (currently Peggy Tadakuma).  Publicity should begin at least 2 to 3 months prior to event.
2. Once publicity flyer is completed, forward to pastoral staff for inclusion in Good News and Sunday announcements.
3. COM Communication/Requests:
a.)  Email Communication:  Draft email announcing fundraising event for distribution for COM ministries.  Email should ensure follow-up questions to be directed to fundraising event lead, NOT COM chairs.
b.)  Manpower Requests:  Should event require request for manpower support, fundraising event lead should create a mechanism for manpower sign-ups (EX:  Sign-Up Genius, Process for Sunday sign-ups)
c.)  Fundraising event lead should also draft email with manpower sign-up request/process and enlist COM to distribute to COM ministries, as necessary.

*NOTE:  COM’s role is to solely forward communication and requests.  All fundraising event questions should be directed to event lead.






