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FUND RAISERS




STEP-BY-STEP FOR A SUCCESSFUL PROGRAM
STEP 1:
THE KICKOFF



Date ____________   Time ____________
All organizers and students must attend. Make sure the time and date is cleared with principal. At the kickoff, we will explain how your fund raising program works.

STEP 2:
SET YOUR GOALS


Dollar $________  or  # of Items________
Set group goals then determine how much each student must sell to reach group’s objectives and explain the consequences of not obtaining the goals. 
STEP 3:
ENCOURAGE STUDENTS EACH DAY YOUR PROGRAM IS IN PROGRESS
Keep track of daily sales, recognize top sellers and motivate others to reach their goals.

STEP 4:
ONE DAY BEFOR SELLING PERIOD ENDS


Date ___________
Remind students to turn in their brochures tomorrow.

STEP 5:
COLLECT ORDER FORMS
Collect all order forms and any money students have collected. Make sure each student’s name is on their form, and that each student has indicated their prize choice.
STEP 6:
COMPILE YOUR PRODUCT AND YOUR PRIZE ORDERS
Using the tally forms provided, call in both product and prize orders to 1-800-999-7637 or fax to 1-580-338-7834. 
STEP 7:
BEFORE YOUR ORDER ARRIVES.
We will notify you of a date and approximate time your order will arrive. Tell your students when to expect delivery and make arrangements to store your products in the cooler of the cafeteria if necessary and/or possible. Also have students bring coolers to put product in.

STEP 8:
WHEN YOUR ORDER ARRIVES.
It will be separated by product. Count your order to be sure your delivery matches your invoice order. If you discover spoilage or broken packages, notify our office immediately. We will replace any unsellable items. Do not return these items to us unless we request that you do so. Make a list of what you need, reason needed, and call us.

STEP  9:
DISTRIBUTE YOUR ORDERS.
Make every effort to get these products delivered to your customers as soon as possible. During periods of hot weather, students may want to use picnic coolers when delivering their products. Call us if you have extra products which cannot be delivered or sold.

STEP 10:
COLLECT MONEY FROM STUDENTS.

Some like to collect every morning, some at the end of project, but set a date. Call parents of any student who has not turned in their money after 7 days.

STEP 11:
PAY ZAK’S INVOICE WITHIN 30 DAYS.
This gives you the opportunity to collect the money before having to pay the invoice.

STEP 12:
AWARD PRIZES ENTHUSIASTICALLY

After all money has been collected, announce the results of your project and thank everyone for the good job they did.
 Everyone at Zak’s Fund Raisers sincerely appreciates your business and takes great pleasure in serving you.
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