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Procedures for the Chocolate Fund Raiser:
In the past 3 years since we ran a chocolate bar fund raiser at the school, there were 2 main people running it. Some of the work was done at home and some at the school. These procedures are drafted to reflect that – but do not necessarily mean it has to be continued in that fashion.

· Decide on which company to use. It is important to develop a good relationship with a particular supplier, rather than go from one to another each year. Ensure the chocolates taste good, the price is right, the delivery is free and to check if unsold chocolates can be returned. Not all suppliers will allow this.  
· Decide on what dates to run the campaign. Confirm the dates with the supplier and check with school staff. Supplier will want to know the delivery date in advance so be sure you know it. Allow at least a week from the date the letter is sent home to parents until all orders are in – allow time for the sale to run (3 weeks is good) – and allow time for all money to be collected and counted. Be careful for school holidays.
· Prepare a note home so the students may pre-order boxes of chocolates. A sample can be obtained from the council chair.
· Once all orders are in, summarize, and confirm the number with the company. A few extra boxes can be ordered but not too many. Arrange for a delivery to the school. Be in constant communication with the principal and custodian during this period. Ensure everyone is aware of what is happening and when.

· Prepare a note that is put inside each box explaining what the students have to do and underlining the deadlines.
· Once all the order forms have been received, it is time to create your “master listing”. Prepare a list of all students who are getting a box (by home room class) – for a sample please see council chair. This list will be used through out the campaign to record the money that students bring in, as well as any chocolates that are being returned. Also keep a record on this sheet of all cash donations (those who decide to send money instead of selling chocolates. This option is on the letter. A sample of the master listing can be obtained from the council chair.

· Using this list, re format the names in order to prepare a label with each child’s name on it to be affixed to the box of chocolates. Arrange for a group to meet at the school to label all of the boxes, insert the note inside the box, and deliver the boxes to the class rooms. In the past few years this was done in the evening.

· Prepare a note to teachers explaining what is happening and what their role is in this campaign. A sample can be obtained from council chair. Provide the teachers with a large envelope that they can collect the sale envelopes as well as a list of students who received chocolates.
· Keep track on a daily basis of those students who send in their money for sold chocolates. If you have 2 people at the school collecting the money (people A) and someone different managing the master list (person B), then People A should send daily emails summarizing the collecting of money for that particular day. These “daily collections” are called “batches”. Once Person B receives this information, it needs to be recorded on the master list, according to which email batch it was received under. The money along with a copy of the email is put in the school safe for the Treasurer to pick up. (The treasurer is also copied on the summary email from People A to Person B).

· A good rule of thumb: only allow additional boxes of chocolates to those students who have already brought in their money for the first box.
· Once your end date is near, start being strict about money being brought in. Have this information part of the morning announcements at the school. At some point, the sale must end and all boxes must be returned. Be prepared for a very small loss here. That happens less often each year. The office staff will help us to “go after” these delinquents if necessary.

· As boxes of chocolates are returned unsold, the person at the school needs to take note of this. These boxes should be put in a room somewhere and the master listing needs to be updated and it be recorded that this student brought a particular number of chocolates back.

· If there is a large batch of money that comes in all at once near the end, extra people can be called in to the school to count it all up together. Person B (managing the master list) should just concentrate on updating the list once the others confirm the amount of money received from each student.

· At the very end when all money is counted, verified and the master listing is up to date, gather a group of people at the school to re sort all the chocolates to be returned. Each box must have 25 chocolates in it – does not matter that it is the same 25 that came originally in the box. Call the company to come to the school to pick up the returns. If any more get sent back to the school after this date, try to sell them off individually.
