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CTC Procedure:  Fundraising Procedure
The purpose of this procedure is to coordinate all Columbus Technical College fundraising efforts and to ensure consistent communication of the College’s overall needs and priorities. All fundraising efforts must support, and not compete with, the College’s overall efforts to secure funding for annual operating needs, capital projects and endowed funds.  All fundraising activities must be approved by the President of the College.
For the purposes of this procedure, FUNDRAISING is all activities involving the collection of money and in-kind gifts (food items, products, etc.) by all organizations, individuals and foundations and are defined as revenue-producing projects. Revenue-producing projects include: the selling of printed materials, student-produced goods, student-provided services, the selling of tickets, travel packages and/or charging admission to private or public activities or the soliciting of voluntary contributions and the selling of other goods and services.

All student organizations must be registered through the Office of Student Life.  All revenue-generating activities conducted by student organizations must follow College procedures, applicable international and national organization policies/procedures, as well as local, state, and federal laws.  Student Activity funds provide financial support to meet the operational/organizational needs for student organizations at Columbus Technical College. Therefore, student organizations may only conduct fundraising events to provide financial support for charity and community projects. 

Any potential fundraiser must complete and return the “Request for Fundraising” Form to the appropriate office at least two weeks prior to conducting fundraising activities. The “Request for Fundraising” form is available in the Advancement Office and in the Office of Student Affairs.  Student organization advisors are responsible for all transactions and for monitoring any sponsored vendors. The following guidelines pertain to all fundraising activities:

· Funds raised on campus shall not be used for any illegal purpose or personal gain.

· All fundraising activities, regardless of location, must be approved per the Fundraising Request Form.
· The intended use of funds raised must be posted at the event and be consistent with the stated purpose of the sponsoring organization or individual.
· Funds raised must be submitted to the Advancement Office for deposit into the appropriate account within three (3) business days of the fundraising activity.  However, funds raised by student organizations must be submitted to the Business Office for deposit into the Student Activity account within three (3) business days of the fundraising activity.  
Food – Fundraisers involving food must be prepared in a commercial kitchen only.  

Alcohol –The use, sale, and consumption of alcohol during any student organization event, including fundraising events, is strictly prohibited, regardless of location of the event.
Auctions-Auctions which involve selling, bidding for, or in any way paying for a person’s company or services are not allowed.

Drawings/Raffles – Fundraisers involving drawings and raffles must be approved using the                appropriate request form and, if approved, must follow the regulations of the local Sheriff’s Department as required by law.
Games of Chance - Games of chance (cards, dice, dominos, bingo, etc.) where money is involved (for monetary gains) are not allowed. Games of chance may only be played with free chips, tokens and tickets. The free chips, tokens or tickets shall only be used to keep score; A PRIZE FOR WINNING ANY GAME OF CHANCE IS STRICTLY PROHIBITED.
Independent Fundraising – All individuals and organizations must obtain pre-approval for any fundraising activity or in-kind gift.  The College has the right to decline/reject any funds raised or in-kind gifts.
When the appropriate Request for Fundraiser form has been completed with all signatures required, the form will be returned to the CTC Advancement office and copies will be distributed to all requesting/approving parties.
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