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6 Easy Steps: Fundraising Leader’s Checklist
[image: image2.wmf]
Step 1: 
(
Contact our friendly staff to set up your specific fundraiser dates.  
We will mail 




your order forms to you right away. 



(
Don’t forget to ask us about free samples for your new group!
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Step 2:
 (
Prepare a cover letter (see attached sample) describing your group’s objectives

and fundraiser schedule, including the product pick-up date. Be excited & set the 

expectation for a successful fundraiser.  Your enthusiasm as their leader is 

contagious and will make a huge difference!



(
Pass out the order forms to your group.



(
Be sure to set goals with the sellers, either as a group or individually.  Encourage 


friendly seller / team competition & reward everyone that participates.
Step 3:
(
When done selling, collect order forms and money and deposit money into your 




bank account.  Make sure the order forms have the seller’s name and phone 
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number on them.  
(        Keep your order forms, we’ll use them at delivery. If you have a large group, it will

help at the delivery if the forms are sorted alphabetically, by class or teacher’s 

last name.
Step 4:
(
Tabulate totals by flavor on the Excel tabulator that we e-mailed you previously.
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It’s a great tool and will help you keep an accurate count of any late or change
 
orders, as well as money paid/owed, etc.
(
E-mail us your totals using the Excel tabulator to bbwest@fundraiser4you.com or FAX: (916) 686-1555. We’ll create an invoice and e-mail it to you so you can prepare your check prior to delivery.
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(
We will e-mail you a “Delivery Checklist” with your invoice. Please verify the 





data and e-mail the form back. This will be utilized as our confirmation for your 





delivery.



(
Please confirm your delivery time and location with your volunteers. This 





additional help ensures a smoother delivery! 
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Step 6:
(
Delivery day - this is the part our customers love!  Just bring your organized 





order forms and have payment ready to give to our delivery driver.  
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(
If possible, a table is always helpful for the order separation.  We will assist 



you in the assembly line process & you’ll be done before you know it. That’s all there 



is to it – the easiest fundraiser you’ll ever do!
Butter Braid – Painless & Profitable Fundraising!
We sincerely thank you for this opportunity to serve you.

BB West Fundraising   ●  Kent & Susan Pack

Office: (916) 686-1555 Cell: (916) 708-6809 or bbwest@fundraiser4you.com

