Pack 204 Wreath Fundraiser Plan

The following are all the planning and execution steps necessary to conduct the Pack 204 wreath sales fundraising.  There is work here for multiple people.  The Pack Committee Chair and the Wreath Sales Coordinator should divide the tasks up and delegate, as they are able.

While this list may seem daunting, the Pack has been selling wreaths for more than 8 years.  These are the best practices that have been identified.  The Pack has been successful enough since 2001 that this is the only fundraiser requred to fund the Pack.  Keep this a fun and well-run event to insure ongoing success and prevent the effort required for multiple fundraisers.

Note:
On a monthly basis as individuals incur costs for materials, supplies and prizes, these expense reimbursement requests should be submitted to the treasurer.

June

1. Receive Organization Data Sheet from Evergreen.  Fill out form and other Special Offer sheets as example and return to Evergreen.

July

1. Put together proposed list of sales prizes

2. Contact Evergreen Industries to request:

· Glossy product flyers

· Product pricing

August

1. Make sure the following dates are on the Pack calendar:

· September – Start of wreath sales

· October Pack Meeting – start of wreath sales turn-in of numbers

· Last week of October – final cut-off for all wreath Sales

· Friday before Thanksgiving – receive wreath order

· Saturday before Thanksgiving – wreath sales distribution

· December Pack Meeting – wreath sales dollars collected

· January Leaders’ Meeting – final wreath sales dollars due in

2. At Leaders’ Meeting

· Finalize product list

· Finalize product pricing

· Finalize prize list

· Agree on sales goal per boy

3. Update sales cover letter that includes the year’s sales goals

4. Produce color copies of prize selection sheet – search for free color copying

5. Start searching for warehouse space for wreath distribution!

6. Coordinate wreath sales plans with Troop 204 (confirm product pricing and all dates).

September

1. Receive  “Sales Aids” from Evergreen

2. Put together sales packets, one for each boy, that include:

· Sales cover letter

· Wreath selling instructions

· Sales Aid

· 2 copies wreath order sheet

· Prize selection sheet

3. Fill out Unit Money-Earning Application form and submit to the council service center.  Form can be found on the website www.indianhead.com.

4. Pack Leaders’ Meeting – Distribute sales packets to Den Leaders

5. Den and Pack Meetings – Distribute sales packets to the boys

6. Boys sell!!!!

October

1. Leaders’ Meeting – Discuss volunteer needs for wreath distribution.  These should include those that on Friday will receive the product and stage it, and those that will help assemble and hand-out orders on Saturday.  The product can be delivered sometime between noon and 5 p.m. on that Friday; this will require someone to be available at the distribution location to take receipt.  This will be a fairly physical effort requiring a good back.

2. Publicize the wreath pick-up date, making sure that all families know that this is The date.

3. Start collecting wreath sales totals

· Boys turn in sales totals to Den Leaders 

· (e.g. Johnny  10-25’ wreaths, 8-swags, 3-25’ garland, Total $ 325, prize choice: #12)

· Den Leaders collect number for all boys, double check for accuracy, tally them on the Den Order Summary form, and forward the full detail to Wreath Sales Coordinator.  Make sure a prize has been selected by each boy.

· Get everyone collected by end-of-month cut-off.

4. Collect sales numbers from Troop 204.

5. Determine if thank-you’s for persons or organizations donating the warehouse space should include product.  If so, include those in the order.

6. Wreath Sales Coordinator summarizes all numbers and faxes the order with Evergreen by the deadline given, providing the contact information for the person in charge of the Friday receipt.

November

1. Finalize distribution location.  Arrange a review visit and plan final distribution process, logistics and needs.

2. Plan for Pack Meeting

· Summarize the sales event, pulling together:

a) Total Sales

b) Profits (subtracting expenses and prize costs if possible) and comparison to previous year.

c) Top selling Cubs

d) Percentage of boys participating

e) Percentage of boys that made the sales goal

· Newsletter – Announce top selling Cubs and the preliminary figures for the sales event.

· Purchase all prizes for the boys at least two weeks ahead of time.  The Scout Shops are very busy this time of year..

· Put together maps to direct all families to the pick-up location.

· Put together recognitions for the top selling Cubs.

3. Plan for wreath distribution

· Coordinate pick-up details with Troop 204.

· Plan any signing needs to help direct families to the pick-up location.

· Develop product signing to clearly identify product location in the distribution location.

· Finalize thank-you’s for persons or organizations donating the warehouse space.

· Optional: Plan treats, music and other fun for volunteers during distribution.

· Plan for cleanup of distribution location.

· Optional: 4 wheeled carts for the distribution.

· Identify someone who will have a full pack phone list and cell phone on Saturday to call those that have not picked up their wreaths.

· Print out individual den sheets that have the summary numbers to be used for distribution and check-off.  Having clipboards and pens for each sheet is handy.

· It works well if the couple Scouts with the largest orders can pick up their order Friday night when there is less of a rush of people and to help reduce the amount of products in the warehouse.

4. Pack Meeting – 

· Announce top selling Cubs and present recognitions.

· Distribute maps to all families.

· Give the prizes that were selected based to the appropriate Den Leaders.  These should then be handed out to the boys at the end of the Pack meeting (or the next Den meeting).

5. 2-4 days prior to delivery, Evergreen will confirm an approximate delivery time.

6. Execute Friday receipt plan, 

· Arrive at distribution center at or prior to Evergreen truck.  Be prepared to haul around wreaths.  Evergreen will unload the truck and may help with staging the product.

· Verify counts of all unboxed items and staging all items for smooth distribution on Saturday.  

· Also, note how many products are in each bundle or box.

· It is also helpful to schedule those families with the largest sales to pick-up their wreaths on Friday night

7. Execute Saturday distribution plan.  

· Accuracy of distribution is paramount!  

· Within the last ½ hour, attempt to contact all families that have not arrived.  

· Cleanup the distribution center, leaving the facilities as found.  

· It is recommended that you limit the number of people allowed to distribute the wreaths and manage the clipboards to 3-5 depending on the Pack sales totals, location, etc, to avoid confusion.  For larger orders ($500+) it is helpful to have one person check off the totals on the clipboard while collecting product and another person doing the collecting of the product with larger quantities.  (i.e.  5 swags by the person with the clip board and the other gathering and loading the 15 - 25” wreaths.)  

· Also helpful is having the family member that is there to get the product load the product in the vehicle as well.

8. Coordinate and product overages or shortages that have occurred.

December and January

1. Put together and hold a drawing (at a Pack meeting) for the free-be t-shirts, hats, bags, etc. from Evergeen.  We have only included those Cubs that participated in the fundraising.

2. Den Leaders – 

· Collect sales dollars from each boy/family, verifying totals against the order totals.  It has been easiest only to except full dollar amounts, no partials.

· Turn in completed dollars to Wreath Sales Coordinator.

3. Wreath Sales Coordinator 

· Perform final verification of $s and turn the money over to the treasure.

· Coordinate the payment of Evergreen industries with the Treasurer by the deadline given.

· Accept the well-deserved thank-you for all of your work.

4. Treasure – Update the year’s budget to reflect current financial picture.

