Parents’ Take-home Checklist


The Documents, Forms and Fliers in this packet are designed to improve many of the technical aspects of your Fundraising experience.   We need your help to be sure that some of the Forms in this packet are filled out and returned to the school in a timely fashion.  Use this checklist to help keep track of all your paperwork.
Our event date is scheduled for _________________ at this time ____________
This packet contains the following information:
______ 
Collection and Tracking Envelope – be sure to write your child’s name on this envelope and use it to collect money and to track donations.   This entire collection envelope will be returned with cash and/or checks.   In the event of a contest, in which the envelope may be handed in early, it will be counted and handed back to the participant.   Final collections are due by ___________________. 
______ 
Event Sponsorship Flier– use this flier to introduce our fundraising event to friends and family.   This flier will assist your child in explaining the event to potential sponsors and requesting a donation. 
______ 
Pledge Codes– Participants may use pledge codes to raise money online.   If you don’t have a pledge code, please provide participant First Name, Last Name and your email address and we will generate a pledge code and email it to you.  

______ 
Event Kickoff Letter – Overview of the dates, times and logistics of our fundraising event.   
______ 
Event Day Timeline – This timeline shows the schedule of events for the day of our event.   (can be combined with the kickoff letter to parents)
______ 
Volunteer Form – If you or your family members would like to volunteer before, during or after our fundraising event, please let us know by completing the volunteer form and returning it back to the school.   This form is due back by _____________________.  
______ 
Waiver of Liability – Please sign this agreement for each participant and volunteer for our event.     If more than one family member plans to participate, please list all the names after “Participant Name” and place the signatures of volunteers or guardian on the signature line on the bottom of the page.     The Waiver of Liability form is due by _____.
______ 
Employee Matching Gift Form – many employers have a policy allowing them to match an employee’s fundraising efforts.  Other companies don’t have such a policy, however; many supervisors, managers and HR departments will provide a match or donation on behalf of the company if you ask them.  You may want to use this form to inquire if your employer offers any type of matching program or if they would like make a donation to our fundraising event!  

Your employer may write you a check on the spot, or have it sent to the school.  In either event, you will need to KEEP the completed, bottom portion of the “Company Match Donation Form” and turn it into ____________ or the ____________ PTA/PTO.   The Employee Matching Gift form is due back by_____________________.  
