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Student Life Center
Club/Organizations Major Event/Fundraiser Proposal Form

(Please return to Student Leadership & Involvement Center,  S1.12 after receipt of appropriate signatures)

Name of Club or Organization: _____________________________________________________
Coordinator’s Name of this Event:
_________________________Phone number: ____________
Be Specific:  What would the fundraised money be used for? 

     
Brief description of event (please attach any additional information that helps to explain this proposed activity i.e., draft flyer, room reservations, off-campus location or any document that will help Student Leadership & Involvement Center better evaluate your program. Note: reservations are NOT confirmations of your events. 

     
Date of event:      
*Intended Audience: (number to be served)​​​​​​​​​​​​​​​:      
check all that applies

 FORMCHECKBOX 
 College Community  
 FORMCHECKBOX 
 Club/Organizations only
 FORMCHECKBOX 
 Open to public
Clubs/Organizations Persistence Indicators (What is it about your fundraiser that will indicate that your club will stay active?): 

     
Academic Excellence/Clubs/Organizations Success (What is it about your proposed fundraiser that will help your club become more successful?  

     
Partnerships (Who is the club partnering with: other clubs/organizations, College offices;  

Outside partners- businesses/companies/corporations, etc.): 

     
*Are you paying someone?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No (i.e., speakers, Djs, etc.) Please attach budget.

Total Cost:      
 The proposal must include a comprehensive budget.  This would include the cost of admission, transportation, etc. 

Please Note: The Student Leadership & Involvement Center does not require you to include the exact cost of chartered buses or planes due to constant price changes.

Special needs/comments/instructions:  Students needing wheelchair accessibility/interpreters/dietary considerations – please make special notation in your request as well as special orders for theatre tickets/restaurants/museums.   
Advisor(s):      

Office Location:      
Email address:      
Phone number(s): Office #
     
Home #      
Cell #      
(If fundraiser is before 8:30 a.m., after 5 p.m. or on the weekend, a home number or cell number must be provided.)

Proposal form is not complete without signatures and will not be processed.

Required signatures:

______________________________________________________________________________ 

(Clubs/Organizations President signature)




(Date)

(Clubs/Organizations Advisor signature)




(Date) 
By signing this, I acknowledge that the event is to benefit the College community & is in line with the Club’s constitution 
______________________________________________________________________________ 

(Technical Craft Specialist B signature)   




(Date)

______________________________________________________________________________

(Coordinator, Student Life and Leadership signature)



(Date)

______________________________________________________________________________ 

(Director of Student Programs signature)




(Date)

GUIDELINES FOR CLUB FUNDRAISERS 

· The “THIS IS A FUNDRAISER” box is checked on the Facilities Usage Form AND the Expenditure Request Form.  

· Fundraising request for the Fall and Spring semesters must be received by the Coordinator of clubs and Organizations at least 6 weeks prior to the fundraiser.  Late submissions will not be processed. 

· The Technical Craft Specialist B for Clubs and Organizations will initially review the document to make sure all necessary items are completed.  The Coordinator will forward the fundraising proposal to the Director of Student Programming for FINAL CONFIRMATION OF THE FUNDRAISER. 

NOTE: INITIAL RESERVATIONS DO NOT MEAN YOUR FUNDRAISER IS CONFIRMED AND APPROVED.  CONFIRMATION AND APPROVAL IS DENOTED BY THE COORDINATOR OF STUDENT LIFE AND LEADERSHIP AND DIRECTOR OF STUDENT PROGRAMMING.  

· Fundraisers with external partners will be handled by the Coordinator, Student Life and Leadership – all communication regarding the fundraiser should be directed to the Coordinator, Student Life and Leadership.

· Final confirmed fundraiser proposals will be returned to Technical Craft Specialist B for Clubs and Organizations.  Clubs will receive a copy of confirmed proposals and a copy will go in the club file.     

· No student may directly benefit from a fundraiser.  All fundraisers must be purely for the benefit of the club.  No business or business entity directly or indirectly associated with any member of a club may be used as a means of fundraising. Exceptions and/or special consideration is at the discretion of the Coordinator, Student Life and Leadership or the Director, Student Programming.  

· Fundraisers using external business/companies/corporation MUST complete a contract between the Community College of Philadelphia and the business/company/corporation. All contracted services will be handled by the Coordinator, Student Life and Leadership.  
· A W-9, (W-8, when necessary) invoice and credentials (press package, resume, etc.) must accompany the contract. 
· All charges must be deposited in the College’s club account two weeks prior to the event for facilities usages inclusive of, but not limited to, Audio Visual technicians, audio visual equipment, housekeeping, security, and catering. All are paid for entirely by the external partner of the fundraiser, if club has one.     
· The amount of the gratuity, and any donation (i.e., percentage of ticket revenue), given to the club from the external partner will be negotiated with the Coordinator, Student Life and Leadership, Club Advisor, club President or designee and the external partner.  The Director, Student Programming will give final approval.  

Date form received by Coordinator, 


Student Life and Leadership: _______________________
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