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5 Easy Steps: Fundraising Leader’s Checklist
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Step 1:
(
Contact our friendly staff to set up your specific fundraiser dates. We will email




your Contract Agreement, sign, and email back to bbwest@fundraiser4you.com
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Prepare a cover letter (see attached sample) describing your group’s objectives

and fundraiser schedule, including the product pick-up date. 



(
Send excel spreadsheet that was provided to you and upload the participants on




the spreadsheet



(
Pass out the parent letter, order form, and books to the teachers/students. 



Step 3:
(
When finished selling, collect unsold books, order forms and money and deposit 




 into your bank account.  Make sure the order forms have the seller’s name and 
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 phone number on them.  
(        Email the sales report (excel spreadsheet) to bbwest@fundraiser4you.com. 
Keep order forms, you will need them at delivery. If you have a large group, it will 
            help at delivery if the forms are sorted alphabetically, by class, or by teacher’s

last name.
Step 4:
(
Tabulate totals on the Excel sales report that was emailed to you previously.
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It’s a great tool and will help you keep an accurate count of any late or changed
 
orders as well as money paid/owed, etc.





         (
Email us the sales report using the Excel spreadsheet to 




bbwest@fundraiser4you.com. We will create an invoice and email it to you 




so you can pay your check upon delivery or mail it prior to the address below.













_____________________
Step 5:

(
Mail your check to: 
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          BB WEST


          10300 PLEASANT GROVE SCHOOL RD


          ELK GROVE, CA 95624





That’s all there is to it – the easiest fundraiser you’ll ever do!
ZBest Coupon Books– 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
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