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    Event Fundraising Guidelines
PROMOTE CHARITABLE GIVING
Events held in conjunction with the Minnesota State Employee Combined Charities Campaign are encouraged to promote employee charitable giving, raise awareness of the participating federations and motivate employees to make on-line pledges.
Events may include voluntary donations of cash or checks to raise funds for the campaign. Events are to promote all participating federations and should not limit or exclude any of them in the fundraising effort.
EMPLOYEE CHECKS
1. Employees may write personal checks as a donation for an event. Checks should be made out to “Combined Charities” and sent to the Pledge Management Coordinator along with the Event Turn-In Form.
2. Employees making a larger donation ($20 or more) as part of the event may write their check out to a specific participating federation. These checks are to be included with the Event Turn-In Form when sent in.
CASH DONATIONS
Cash may also be collected as part of a fundraising event. When cash is collected by the coordinator, the following guidelines are required:
1. Sort and count all cash received, enter totals on the Cash Form and sign the Cash Form.
2. Have another person, preferably a supervisor/manager, verify the cash amount and sign the Cash Form.
3. Keep all cash received secure at all times.
4. Take all cash to a financial institution and have a money order or cashier’s check drafted to “Combined Charities” for the total amount.
5. Submit the money order or cashier’s check along with the Event Turn-In Form.
6. Do not submit cash with the Event Turn-In Form.
7. Never deposit cash into a personal account and then write a personal check to Combined Charities for the amount.
8. Hiway Federal Credit Union has agreed to provide no cost cashier’s checks for events during the campaign.  See below for more information.
9. It is acceptable to use cash collected to cover the cost of a money order or cashier’s check if necessary.   If you go this route, please deduct the cost of the money order on the Cash Form and attach a receipt reflecting its cost.
SUBMIT RECEIPTS
1. Complete the Event Turn-In Form.
2. Send the completed Event Turn-In Form, along with all checks, to the Pledge Management Coordinator no later than 10 days after the event. 
3. If multiple events are held or circumstances delay collection of event monies, multiple Event Turn-In Forms may be submitted. Do not hold money received longer than 10 days.
4. Contact the Pledge Management Coordinator with questions or concerns.
Hiway Federal Credit Union
 Cashier’s Check Guidelines

Hiway Federal Credit Union (HFCU) will accept event fundraising cash received and issue a cashier’s check for the amount at no cost to the coordinator.
This service is to be provided at the Hiway Federal Credit Union main branch office at 
111 Empire Drive in St. Paul. No other HFCU locations are authorized to issue no cost checks.
Complete the Hiway Federal Credit Union Deposit Slip.
Contact Kris Fritz at HFCU, 651-265-6150 or kfitz@hiway.org to let her know you are coming.
Kris will make arrangements to meet you.
HFCU will issue a cashier’s check to you for the total amount made out to “Combined Charities.”
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