Instructions for FUNdRaiser
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Thank you for participating in this FUNdRaiser.  For your time and effort, we are going to allow you to purchase any one item in the jewelry catalog at half-price.  Plus, you also have the option to receive 20% of your total jewelry sales (including your half-price item) in FREE jewelry.  You only pay for shipping ($4) and sales tax.
How the FUNdRaiser Works:

You obtain customer orders from your friends, family, co-workers, neighbors, church members, hairdresser, nail salon, tanning salon, and so on.  You collect the payment at the time of sale.  The jewelry will be sent directly to you approximately 14 days after we submit the order to Premier's Home Office.  The jewelry will be individually packaged per customer so you will not have to figure out who bought what.  You just need to deliver the jewelry to the purchaser.  Fifty percent of the sales profit will go to your organization.  For each $500 in jewelry sales that’s approximately $110 for your organization.  Plus, a chance for you to win an additional $500 in our drawing if we have at least 25 participants that sell $500 in jewelry (does not include shipping and sales tax).  
How to fill out your Customer’s Receipt:
Fill out a Customer Receipt form for each customer.  If they buy more than 5 items then use another Customer Receipt form and label it “2 of 2” and reprint the Customer’s Name on the second page.  Customer information (name, phone, address, email, and purchase date) should be filled out completely and printed legibly.  
Please record the customer’s selections using the item numbers, sizes, quantities and names of the jewelry items from the catalog.  It is very important to print both the item numbers and the item descriptions on the form so that we can make sure we order the correct items.  Rings come only in the whole sizes listed in the catalog.  Don’t forget to have your customer sign their receipt where is says “Buyers Signature”.

Once the order is complete, give the customer the pink copies and keep the white copy.  You will return the white copy along with the parent’s Summary Sheet and customers’ payments to the school.  We accept cash, checks, VISA, and MasterCard.  We DO NOT accept Discover.  For VISA and MasterCard payments, make sure you print on the Customer Receipt the credit card number, expiration date, customer name as it appears on the card, customer' billing street address and zip code of card, and the 3-digit security code from back of card.  Checks should be made payable to _____________________.
For your convenience we have included a tax chart so that you may total your customers’ jewelry selections, shipping and tax due with ease.  Jewelry Sales as well as Shipping & Handling are taxable items.
Closing Your Catalog Order
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If you get lost in the instructions, just give us a call (123-456-7890). 
Getting Your FREE Jewelry after you obtain all your Customer Orders:

You have the option to buy one-item at half price which you also get 20% back in FREE.  If you want to purchase more jewelry for yourself in addition to the half-price item, then fill out a customer receipt form for yourself, just like you did above for your customers.  You will also get 20% of what you buy for yourself back in FREE jewelry.

1. Complete the Participant Summary Sheet.

2. Pick out your FREE jewelry selections from our catalog.

3. Add the catalog price of all your FREE jewelry selections to determine the total amount of FREE jewelry chosen.  

4. Add $4.00 for shipping and handling of your selections (You must pay sales tax on shipping and handling fees).

5. This total is the amount that you must pay local sales tax on.  Multiply this total by your local sales tax. 

6. Add the $4.00 shipping and handling fee to the tax due amount and this is the amount that you owe for your FREE jewelry.  For your amount due, we accept Cash, Checks, VISA and MasterCard.  For VISA and MasterCard payments, make sure you print below your credit card number, expiration date, name as it appears on the card, billing address of card, and the 3-digit security code from back of card.  Checks should be made payable to ________________________________.

7. Place the following items in your large packet envelope and return to us:

· This Sheet

· The Participant Summary Sheet

· All the white copies from the Customer Receipts

· All Cash and Checks collected

· Un-used, blank Customer Receipt Forms

· Catalogs

8. Call us at (123)456-7890 or email us at _________________to let us know you are done, or if you have any questions.

Credit Card Number: __________________________________   Expires: _____________

Name on Card: _______________________________________    Security Code: _______

Billing Address Street: ________________________________________________

Billing Address City: _________________________________________________

Billing Address State: ___________________                 Zip Code :___________________

FUNdRaiser 
Participant Summary Sheet

Don't forget, if you sell $500 of jewelry (does not include shipping and sales tax), your name will be entered into a drawing for $500 in cash.  
Make checks payable to _____________________
Please print all information clearly:

Participant’s Email Address: 
________________________________________
Participant’s Last name: 
________________________________________
Participant’s First name:
________________________________________
Participant’s Student’s Name:
________________________________________
Participant’s Day Phone number: 
________________________________________

Participant’s Night Phone number: 
________________________________________
Total number of customer orders: 





_________________
Total amount of Customer Jewelry Sales (Minus Shipping and Tax): 
$________________
Add your Optional Half-Price Item (Minus Shipping and Tax): 
+
$________________
Equals the Total Jewelry Sales (Minus Shipping and Tax): 
=
$________________
FREE Jewelry: (Line Above times 20%): 
$________________
Please turn in this sheet with the white copies of the customer order forms.

A minimum of 25 parents with sales of $500 or more (does not include shipping and tax) are required to fund the $500 drawing.
