Group Leader / Treasurer Checklist
Non-Perishable Products
Please SHARE this information WITH the Treasurer, Bookkeeper, or Person writing the check FOR YOUR organization.

This sheet includes a checklist & tips along with important information for non-perishable fundraising programs such as Jewelry, Candles, Flags, Crayola Crafty Kits,  Create-a-Critter,  etc.  If have chosen a perishable product, or if you are not sure, please check with us at 1-877-267-2477.  Call if you have any questions.

BEFORE SALE:

· Determine and record the date you’d like to end your sale.  This is the date your sellers must turn in their orders and all monies collected.  END SALE DATE______________________
· Set a goal for your group! Divide that number by the number of sellers you have.   Each seller should sell _____________Items!   Challenge your sellers to reach for the goal!  Discuss the importance of the goal and how it will benefit them.  Check with them periodically during the sale to remind them.
DURING SALE:
· Sellers should collect all money / checks as they are taking orders for the items. 

· Have checks made payable to the organization benefiting from the sale OR to the person selling, which should then make one check out to the organization.

· Deposit the checks and money you receive immediately so that they have time to clear. 
· Have your sellers tally their own orders and make sure the money agrees with their orders.  

PLACING THE ORDER:
· Put each seller’s order on the master tally sheet and calculate or use the e-tally which will tally for you.  Fax your order to 770-460-5664 or email to orders@southernfundraising.com      
· WE MUST HAVE YOUR ORDER IN WRITING. 
· Once you place your order we will calculate the cost of the product plus applicable sales tax and delivery fees, if required.  If you email the order, we’ll confirm by phone or email promptly.  Call 1-877-267-2477 to confirm if you don’t receive confirmation from us.    If you have a tax exempt certificate, you must present it before or upon ordering.  If not you will be charged tax on your invoiced amount.  You’ll keep the remaining profits in your group account.
PAYMENT IS DUE IN FULL BEFORE ORDER IS SHIPPED:
· The order will be shipped from 3 to 21 days after payment is processed, depending on the product.  We will verify this and give you an approximate shipping date upon receipt of the order.
· If you have a tax exempt certificate, please fax a copy to 770-460-5664 or call 1-877-267-2477 to discuss options.  

· Collect sales tax only if you will be paying the tax directly to the IRS or to cover the cost of the tax that you will be charged.  We are obliged to collect tax on the wholesale price unless you provide us with a copy of your tax exempt certificate.
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ACCEPTABLE PAYMENT:
· Credit card – Visa, MasterCard and American Express are accepted.   

· Money order or cashiers check payable to: Southern Fundraising
*An Excel spreadsheet (e-tally) is available for your use.  Call 1-877-267-2477 for details.
Call (Atlanta area) 770-460-7002 or Toll Free 1-877-267-2477
Mon-Fri   8:30 to 5:00   ET
SouthernFundraising.com
