
Using W&M Express for Student Organization Fundraisers 

Terms & Conditions 

1. Contact the ID Office at 221-2105 prior to your event to coordinate the scheduling and set-up of the point-of-sale system to be 

used for your fundraiser.  

 

2. The student group must create a sign-up sheet for anyone who wishes to have the purchase deducted from their W&M Express 

Account (or ask for our template). The sign-up sheet MUST include the following fields: name, ID number, amount, signature, 

and date.  

 The signature represents the authorization to deduct the amount of the purchase from the account holder’s Express 

account. Any entries without a signature cannot be processed. 

 

3. Make an appointment with the ID Office for within SEVEN DAYS of the close of your fundraiser to enter the sales. This allows 

the transactions to post to each patron’s account in a timely manner and reduces the risk of insufficient funds.  

 The appointment must fall within the one week window, so it may be convenient to schedule the appointment prior 

to your event. 

 The student organization will designate a person to deduct the transactions from the W&M Express account. This 

person will meet in the ID office for training on entering transactions through the point-of-sale system. 

 

4. Account holders lacking funds to cover the cost of the sale cannot be processed. The student organization holds all responsibility 

for collecting any outstanding balances from insufficient funds. 

 

5. After the sales are entered, a report will be generated detailing each transaction. It is the student organization’s responsibility to 

verify that each entry is correct and posted to the appropriate accounts. The designated person will sign this report to verify the 

entries and sales are correct. This report will reflect the amount of total sales to be processed for payment .  

 

6. The student organization will provide the ID Office with the mailing address for the payment. The ID Office will generate an 

invoice for the total sales to be sent to the College’s General Accounting Department. The payment will be processed and mailed 

within 30 days of the processing date.  

Organization Name/ID # 

 

 

 

Mailing Address 

Responsible Representative 

 

 

 

Telephone Number 

Responsible Representative Email Address 

 

 

 

Date of Event 

Student ID # 

 

 

 

Type of Event (ex. book sale, dinner, etc.) 

Your signature below indicates your organization agrees to terms and conditions of using W&M Express for fundraising 

events.  

 

____________________________________       ______________________________________ 

Signature      Date 


