Ok, Here is how it goes

I give each Team Captain the following:

1 Catalog, Order Booklet and a Money Envelope for each team member along with a page for the Team Captain to write down each member and the # of the booklet they have, I also give the team captain an extra paper with other instructions for the fundraiser.  As far as I know I have given you all the info, if I have left something out, please don’t hesitate to contact me and ask me, I want this to be correct for everyone to be able to use

 

Book Cover -

        I do the booklets up with the Teams info/Logo on it - to make it more personable

 

Page 2 - 

        Instructions on what I will give and how they are to do it, orders, payments, etc.

 

Page 3 - 

        How to send a guest to the website for orders, out of town orders, credit card payments, etc.  I give the Team Captain the Website Password and then give it to the team members – I don’t put this information in the booklet because I don’t want the guest to see it.

 

Page 4 - 

        Monthly Specials - I do this so that the specials are with the booklet and not a separate piece of paper.  Now I did this one for my Relay for Life Teams - so these are very special to show them

 

Page 5 - a and b

        State Tax - With the tax chart, I printed it from adobe on both sides, I used a large paper cutter and cut part of the bottom off so that it can fit into the booklet.  I put the tax chart into the booklet so that the team members won't have to figure out the tax themselves.

 

Page 6 - 

        Guest Totals - This way they can keep track of their guest sales, total payment and who have paid

 

Page 7 -

        Order Form - I put about 10 - 12 pages in there.  I have the Team captains put a # on the front cover, so this way they/I will know who the orders belong to, I give reduced shipping and then combine orders,  Because this is a fundraiser, I want more people to buy and I don't want them to be put off because of the $4.00 shipping for an item that cost under $10.00.  For me it works well.  I also have them put a # at the top of the page so they will know who's order is who.  I also give the Team Captain a paper so they can remember who has what booklet and their totals are. Attached: Page B
 

Page - 8 
        Plain - just card stock paper (110 #paper) to give the back of the book a better look.

 Money Envelopes – I mention this 

After the orders, I will make up labels for the delivery bags - Labels - #000 Fundraiser - this is just a sample of the labels I use - I don't want to give the real names of the people.  I put the Teams name at the top, the guest name and the person who sold the order along with the # on the fundraiser booklet 

Envelopes for Money – I give each member an envelope so that they will have a safe place to keep the Pampered Chef Money – The envelope is 5 x 7

 

When I give the booklet to the team captains, along with Page A and I tell them that I need the booklets and the envelopes back, if possible and for each one returned they will receive a gift from me - SBCK, quikut paring knife, bamboo tongs, etc.

 

This way, I will reuse the binders, tax chart, back cover (It is card stock 110# paper and any unused order forms.

 

On a special note, I can make these booklets real fast at home, I refill my black ink cartridge, print with Quick print function, I have a comb binding machine that I borrow from a friends church (will have my own machine after the first of the year) I fold the paper in half and then I also have to cut off the paper a tiny little bit at the one end, if I don't then there would be a half of hole at one end.  This all might sound time consuming, but when you get a pattern of putting them together it goes real fast, I can do 25 booklets in less then 1/2 hour.  From start to finish.

The comb binding is sold at Staples for ¼” – 100 binding spines for about $10.00 – you then cut them in half – I will then cut off another 1 or 2 loops to make the books look really nice.  This way you have enough to do up 200 books and if you get them back even better.  I also print on 24# paper.  This just looks so much better also and that the ink doesn’t show through the other side.  I do buy my paper at Ollie’s and Big Lots – just about $3 - $4 for a pack of paper.  But check with Staples about this time because school supplies are on sale and they will have their paper at a cheap cost – Just to let you know we only have Staples where I live – A Very Small Town – we don’t have a FedEx Kinko’s, Office Max, Copy Max or a Office Depot – so if you have any of these you will probably will be able to get a discount.

 

Any questions, please feel free to contact me, these booklets are great, the orders stay together, and the team captain knows whom the book/orders belong to.

They just make every thing look professional.

Teresa Robeson   #450231

301-729-1939

whiteyteresa@atlanticbb.net

www.pamperedchef.biz/teresarobeson

