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               Chairperson’s Checklist
_____ Set sale dates and delivery week___________________________

_____ Contact/obtain parent helper for each teacher’s room (room captain)

_____ Obtain brochures, parent letter, collection envelopes and prepare for distribution

               to each room.

_____ Start sale  _____________. Teachers distribute information to students

_____ Contact room captains. Ask them to call/email each parent in their room

               and make them aware of the fund raiser. 1) did they receive the info from

               their child 2) remind them of the importance of participation and what the

               funds will be used for 3) remind them of the order due date.

_____ During sale.  Ask Administration to make announcements and provide encouragement

               to students and teachers. Remind them when orders are due, etc. Explain importance.

_____ Second week of sale, room captains contact parents with further follow up and reminders
_____ Follow up as needed with teachers, Administration, and room captains.

_____ Orders and money collected. Separate orders by classroom.

_____Week before delivery, obtain delivery site. Inform Administration of delivery date,

              time to pick up orders, and location of pick up. Send a note home by students.

              Room captains, call the night before delivery to remind parents to pick up products

              and at what times.

_____Week before delivery, obtain parental help to assist in unloading the truck and

              Distributing the products.

_____Have a back up storage plan, (key to cafeteria, etc). 

