	Three weeks before the closing date of the sale
Closing date is printed on the front of your brochures
	 Send the brochures home with the ‘Note Home’ letter, which is enclosed in this file and can be found on our website in the  section called ‘Information Pack’ which is on the  ‘Organisers page’, we will also e.mail it to you.
· Put up posters.

· Announce the Giftwrap Fundraiser in the school newsletter and in Assembly
· Make sure the teachers know where pupils should return their order forms to. This may be a box in the school office.
· Record the orders as they come in on the 

    ‘Organisers’ page on the website.



	One week before the closing date
	 Send a reminder note home. 
· You can personalise and print off or e.mail the ‘Don’t Forget’ note which is in this pack and is in the ‘Information Pack’ on the organisers page on the website. Again we will also e.mail it to you
· Sending a reminder note is absolutely essential, there is a big difference in profits between schools that do send the note home and those that don’t

· Attach ‘Final Week’ banner to posters



	As soon after the closing date as possible.

	· Complete the recording of all individual orders on the website and submit the order.

· When you submit your order you can choose the delivery date.

	After you have submitted your order.

	· Record and submit any late orders via the
       Organiser’s page on the website.
· Arrange distribution, see ‘Distribution’

        sheet further on in this file
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