Magazine Fundraising Instructions

1. Pass out the magazine fundraising envelopes to the students.  The sale should last two to three weeks.  If it goes any longer, sometimes the students / parents tend to forget about it.  Be sure the customers DO NOT make checks payable to Jeannine Fund Raisers; they will not be accepted.  

2. When you get the Magazine 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.  Also, be sure the students write their name on each order form.  If we receive order forms with no names, we will not be able to give credit to the students for prizes.  Allow one week for all order forms to come in.  Late orders make processing your sale extremely difficult. 

3. Send us the top white copy, retaining the yellow copy for your records.  If you send us both copies and they get lost, you will not have any records to reconstruct the orders.

4. Please include a check for 60% of your total sales.  We will not be able to process your orders until we receive payment.  Please make this check payable to:  Jeannine Fund Raisers.

5. Put an elastic around the orders with your completed orange “Master Return Sheet” on top and place them into the envelope which is addressed to us with a UPS label.  Drop it off at any UPS pick-up center or ask the school if UPS comes on a regular basis.  PLEASE DO NOT DROP THIS IN THE US MAIL.  It will get lost!

6. GROUPS THAT ARE USING PRIZES – the students will be handing in the bottom portion of the prize brochure stating their prize selection.  Please attach the prize slip to the student’s magazine orders.  Include all of these slips with the order forms in the UPS envelope.    

7. If you have any questions, please do not hesitate to give us a call.  We look forward to working with you.

     1-800-344-3487

