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	VIP Fundraising is your exclusive source for delicious Butter Braid® pastries and Classic Breaks cookie dough.




	Checklist for a Successful VIP Fundraiser
    This is a planning guide for your convenence.  Save it to your comptuer and make it your tool.  Customize it, delete items you do not need, and add other items you may think of.   You will NOT use every item on this list.  Simply go down the list and put an “X” beside the items that you will not use.  Then, put a “√” checkmark or a date as you complete items.  This will help you to ensure that you have a successful fundraiser and that nothing “falls between the cracks.”  
 Codes:  Before each item, in parenthesis, there are codes to help you know where to find a particular tool.  

· (W)  =  Web Site – Select “Tips & Tools” at  www.VIPfundraising.com/tools.htm.  
· (E)  =  eMail – send an email to info@VIPfundraising.com to request the information.

· (T)  = Telephone.  Give us a call at (888) 769-9020

· (Y)  =  You.  This is an action step that you will take.



	STEP 1:  PLAN
___ (W) It is best to schedule your fundraiser online by completing the “Get Started” form.  OR
___ (E) Another option is to email us the dates and other information to start your fundraiser.  OR
___ (T) If you prefer, call and give us the information over the phone to get started and custom print your order forms.
___ (W) Use the online “Goal Setting Calculator” to use assist you in setting your goals.

___ (W) Use the online “Calendar for Checking Dates” to help you select the dates.  It is best to run your fundraiser for 2 weeks, give us your totals, and deliver 2 weeks after that.  Plan for 28 – 30 days from start to finish for your FR.  
___ (E) Decide on a Very Important Purpose for your fundraiser.  Specific reasons are more motivating to both sellers and buyers. For example, “Buy new computers” or “New Uniforms” works better than “General Fund.” 
___ (E) Choose an incentive plan to motivate more sellers to participate and to increase the number of items sold per seller.  If your group member is benefiting directly from the fundraiser (such as raising money for a trip), a separate incentive may not be necessary.  Email us for incentive suggestions.

___ (E) Request free samples for your new group kick-off. Depending on group size, you may be eligible for more than one.  
___ (E) You may purchase a few items, at your cost, for sampling (at school, parent or teacher meeting, etc.).  Ask parents if they are willing to bake a sample for their office or church and take an order form with them. Ask us for details.  


	STEP 2:  KICK-OFF  
____ (W) Download, customize and print the “Startup Letter” (or edited sample may be easier) to send home with the sellers and/or parents.  To customize, just change the information in blue.  May send a day or two before kick-off.

____ (W) Boost your sales by downloading and passing out both the “Top 10 List For a Great Fundraiser” and “Who Can I Sell To?”.

____ (W) If appropriate, review the “Don’t Go Out Selling Alone” video with your group.
____  (Y) Have an enthusiastic kick-off for your fundraiser.  May use the carrot and stick approach.  Strongly encourage them to do their share to help the group that they benefit from (don’t be a bum!).  Also, great incentives.
____ (W) Pass out the order forms to your group members and parents. Review the information on both sides of the form. If you need more, you may copy the back of a blank form or you may download and print the back of order forms.
____ (Y) Be sure to motivate your groups by discussing both group and individual goals.  
____ (Y) Let everyone know they only have a few days to sell (fundraisers typically last 2 weeks).  
____ (Y) Encourage sellers to taste your freshly-baked, free samples. It’s easier to sell something you are excited about!  


	STEP 3:  PROMOTE
___ (Y) Good communication (with sellers, parents, community) is critical for a successful fundraiser.   
___ (E) Hang posters in high traffic areas in your building.  Let us know how many posters you need.

___ (E) Create smaller 8 x 10 flyers to hang around your building and community.  Hang them on bulletin boards at grocery stores, banks, beauty salons, major employers, etc.  Ask us for sample or have a contest to create your own.  
___ (Y) Brainstorm ways to let everyone in the community know about your fundraiser (Facebook, web sites, letters to parents, school signs, yard signs, phone bank, radio announcements, samples, workplace of parents, churches, etc.).  

___ (E) Ask us for an eMail template to explain your fundraiser.  You can customize it (and even have each seller customize their own version) with your group’s specific information.  It is a fast and easy way to let family, friends, and colleagues know about your fundraiser.

	STEP 4:  TOTALS
___ (Y) When finished selling, collect order forms and money.  Make sure the order forms have the seller’s name, phone number, and correct totals for each column. The total items column should also be complete.
___ (Y) If you have a large group, it helps if the forms are sorted alphabetically, by class, or by teacher’s last name.  Be sure to keep order forms.  We use them at delivery to sort the orders. 
___ (W) Download the Order Calculator.  This is a MS-Excel spreadsheet.  Simply type in the name of the seller, how many of each flavor they sold.  It will automatically calculate the totals for you.  Average time of 60 seconds per seller.
___ (Y) It is a good idea to order a few extra to have on hand for late orders or to sell after delivery.  You may round your order up to even cases (6 items per case) on the last line of the order calculator.

___ (E) Save the Order Calculator to your computer.  eMail the order totals to us by 6:00 PM on Friday afternoon.

___ (Y) Problems? Just email or call in the totals.  Use a blank order form to summarize.  Write the name of each seller on one line, with their totals in the appropriate column.  It is easier and more accurate to use the Order Calculator.
___ (Y) Deposit the money into the bank account for your group.

___ (Y) An invoice will be emailed to you after we have your final totals.

___ (Y) If your group requires it, create a Purchase Order.
___ (E) Confirm the details of your delivery and ask any remaining questions you may have.  

	STEP 5:  DELIVERY
___ (W) Two days before delivery, download, customize and print the “Delivery Letter” to send home with the sellers.  To customize, just change the information in blue.
___ (W) Review the 2 brief videos in the delivery section and see if either would be useful to your group of sellers. 

___ (Y) Have 1 – 2 volunteers on hand to help sort orders. 500 – 1500 items = 4 to 8 volunteers; 1,500 – 2,000 items = 10 to 20 volunteers; More than 2,000 items = call for suggestions.

___ (Y) Have the original order forms sorted and a printed copy of your Order Calculator (for seller to initial at pickup).
___ (Y) Have a check for the total amount payable to VIP Fundraising, Inc. to ensure there are no delays at delivery.

___ (Y) Set up an area with 2 long tables end-to-end.  We will help you with the assembly line process.  Pick an area with no steps and close to an outside door.
___ (Y) Place the cases on the table in the same order as the order forms.  Each flavor has a different color and the flavor is printed on each side of the box.  Count each flavor with us before sorting the 1st order.

___ (Y) Volunteers will work in teams.  1 will read the order form, 1 will pick the orders, 1 will pack them at the end of the assembly line (and check the order), 1 will write the names on the order.

___ (Y) Write the name of the seller on each box or bag and the # of items.  Example: “Jane Dough – 1 of 3”  Jane will know that she has 3 boxes and/or bags and won’t just grab the first one she sees and leave the rest.
___ (E) eMail us feedback.  What did you like about your VIP fundraiser and what can we do next time to make it better?
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 We sincerely appreciate this opportunity to serve you. [image: image5.jpg]
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