Dear Fundraising Chair,

To ensure a successful campaign, we have established these easy to follow guidelines.

PLEASE NOTE:
****All FROZEN FOOD orders need to be to Jeannine Fund Raisers no later than October 15th to receive delivery prior to Thanksgiving.  
****ALL ORDERS NEED TO BE TO JEANNINE’S NO LATER THAN NOVEMBER 12th TO RECEIVE DELIVERY PRIOR TO CHRISTMAS!!  NO EXCEPTIONS!
PRIOR TO YOUR SALE
Included in this instruction packet are letters for you to photocopy as they are or to change in whatever way meets your needs.  Sample letters #1 and #2 apply only to the schools doing a pre-pack brochure program.

**Send out letter #1 a few days prior to the sale start date.  Be sure to include your sale start and end date as well as to whom checks should be made payable (NOT Jeannine Fund Raisers) on this form before photocopying.  

**Distribute packets to the students.  Inform teachers and students of the date to return their white and yellow copies of the Order Form along with payment for items ordered.  

**One week prior to the end of your sale, send out letter #2.

**Several days prior to pick-up, send out letter #3.

ONLINE ORDERING

Out of town family and friends can support the school by ordering products online by going to www.jeannine.biz and clicking the shopping link.  Be sure the students write the additional items sold to the right of the prize code space on their order form to qualify for higher prizes.  Schools will receive 40% profit on on-line orders.  Frozen food items are NOT available on-line due to high shipping costs.
COMPILING OF RETURNED ORDER FORMS

*When you get the Jeannine Order Forms back from the students with their money, check to ensure that the money equals their sale amount and that the form is filled out correctly.  VERY IMPORTANT:  Do not add up the individual line items on the form, it will be extremely time-consuming and if the customer has put down the incorrect price for an item you won’t catch the error unless you look up every item price.  We will data enter your orders and send you an Order Variance Report if any of the orders do not add up correctly.  You can then contact the parents to verify information on the form.  If the student has more than one form, staple them together.  If the child turns in an order on a form other than our Jeannine Form, you do not have to transfer it.  Just keep a copy for your records and we’ll use what you send us to data enter it.  We have included extra forms for students with large orders.  Place them in the office for the students, should they need one.

*Allow one week for all order forms to come in.  Late orders make processing your sale extremely difficult.  Be sure you have all the orders in before you UPS them to us.  However, if after you send the orders to us, you still get late forms, be sure to FAX them to us ASAP to 860-379-3105.  Please make a copy of the white order form as it faxes best – we may not be able to read the actual white copy of the order form when faxed. Call after faxing to verify their arrival.  1-800-344-3487.

FROZEN FOOD PRODUCTS - Do not accept late orders on frozen food as we may not be able to get the product for you because of manufacturer cut off dates.  REMEMBER, FROZEN FOOD PRODUCTS COME BULK.
REPORTS arranged Alphabetically – If you choose to distribute your products alphabetically, put one Group Cover Sheet on top of all the forms stating that they are in alphabetical order.  Please submit the order forms in alphabetical order!  We will not enter teacher’s names or homerooms on these orders because the computer would then sort on that information as opposed to alphabetizing them.  IF YOU ARE USING FROZEN FOOD PRODUCTS, WE SUGGEST YOU HAVE YOUR REPORTS SORTED ALPHABETICALLY!!!!!
REPORTS arranged by Grade, Classroom or Teacher – If you choose to distribute your products by grade, classroom or teacher, be sure that this information is written on every order form.  For example, if a child is in second grade and his teacher’s last name is Smith, the sticker on the outside of their box will read their name as well as “02 Smith.”  Place all orders for a particular classroom together with a completed Group Cover Sheet on top.  You will need to make additional copies of the Group Cover Sheet to accompany each teacher’s orders.
WE APPRECIATE YOU TAKING THE TIME TO PROPERLY SUBMIT FORMS.  IF ORDERS ARE SUBMITTED WITH NO GROUP COVER SHEETS THEN WE WILL AUTOMATICALLY DATA ENTER THEM IN ALPHABETICAL ORDER!!!
*VERY IMPORTANT:  Send us the top white copy, retaining the yellow copy for your records.  If they get lost by UPS, you will not have any records to reconstruct orders if you send us both copies.  

*Put an elastic around the orders with your completed green “MASTER RETURN SHEET” on top and place them into the envelope, which is addressed to us with a UPS label.  Drop off at any UPS (United Parcel Service) pick-up center or ask the school if UPS comes on a regular basis.  PLEASE DO NOT DROP THIS IN THE US MAIL.  It may get lost and there would be no way to track it.  Go to www.ups.com to locate a drop box near you!
GETTING YOUR ORDERS BACK FROM JEANNINE

* We will call to arrange a delivery date with you.  Please, do not send out letters with a delivery date until you have spoken with someone at Jeannine Fund Raisers.  Your date may not be available!!  Thank You!

*Distribute orders to students.  Remember, all frozen food products are shipped bulk.  Have each child check their box(es) as soon as they get home to ensure they have the correct items.  They need to report errors to us immediately; waiting too long may result in products not being available.  Included in each child’s order is a yellow “Error Correction Postcard” for them to fill out if they are missing any item or have damaged goods to exchange.  The card is postage paid, self-addressed and has instructions printed on it.  Or, if your customer prefers, they can e-mail their information to Jeannine@charterinternet.com.  Any item corrections will be UPSed directly to their home saving you from any additional work.  If you get merchandise returned to you in good shape, please use it for the school as teacher’s gifts, teacup auction items or whatever you like.  If the children send back damaged items, just throw them away.  If you have any questions, do not hesitate to call the office at 1-800-344-3487.  Thank you!

FROZEN FOOD CASE COUNTS

Frozen food products are shipped bulk.  Your organization will sort the orders when people come to pick up their merchandise.  We will provide pick slips to pull orders.
Baker Jo’s Cookie Dough – Packed 8 to a Case 


Brian’s Fabulous Fried Dough – Packed 8 to a Case 

Something Sweet Gourmet Pies – Packed 4 and 6 to a case
Something Sweet Crumb Cakes – Packed 8 to a case
David’s Cheesecakes – Packed 6 to a Case 

If you round up to full cases, we will only charge you ½ price on the leftover pieces from the full case counts. 
