

Instructions for Use of NYWF173F (New York Wing Fundraising Request)

This form is to be used when a unit wishes to initiate an event whose purpose is to raise money.

1. Restrictions on the type of activities is listed in CAPR173-4 – please check this regulation prior to submission.

2. List the type of event (bake sale, flower sales, etc.).

3. Enter a description of the event.  Suggested information is on the form.

4. Enter the planned start and ending dates of the event. Please insure this is submitted at least three (3) weeks prior to the planned start date.

5. Enter the location of the event.  This could be a town, county, activity name (e.g.: “Oneida Balloonfest”).

6. List the purpose and planned use of the monies raised (trip, equipment, etc.).

7. Enter the name of the Safety Officer Assigned.

8. List the requesting unit’s name and charter number and the name and charter number of all other participating units.

9. Print the name of the person requesting the activity.  Sign and date the form.

10. If not requested by the Group CC, get his/her signature and date signed.

11. Forward to:     New York Wing Director of Administration

A copy of this approved form must be kept available in the Unit records.	

After Action Report:
1. An accounting of all monies raised by the event must be submitted to the Director of Finance and the NYW Finance Administrator within 15 days of the close of the fundraiser.  If monies have not been used for the purpose stated, please include a planned timeline of expenditure.
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	Type of Fundraising Event
	

	
Describe Structure of Fundraising Event

[Ex. If sales event: identify Vendor, describe Product, who purchases Product, what is the % of profits to be earned by the Unit.]
	

	Start & End Dates of Event
	

	Place of  Event
	

	Purpose & Use of Funds Raised
	

	Name of Safety Officer Assigned
	


List of All Units Participating & Receiving Monies from Fundraising Activity

	Unit #
	Unit Name

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



	Approvals
	Signature
	Date

	
Requested By:
[Print & Sign Name]
	Sign
	

	
	Print
	

	
Endorsed by Group CC:

	Sign
	

	
	Print
	

	
Legal Officer Review:
[when applicable]
  
	
	

	
Approved by Wing CC:

	
	



Per NY Wg Finance Procedure 12-3:    No fundraising activity will take place without an approval from the Wing Commander in the Unit Commander’s possession. Unit will provide a statement showing that all funds are accounted for, per CAPR 173-4, after the fundraising activity has concluded.
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