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Promote the Sale
· Posters are included with your pack.  Utilize them to remind your participants about the sale.
· Send home One Time Fundraiser forms and instruction page. A sample is included but the template can be found in the Support Materials section.
· Use some of the profit from your sale to buy a Gift Card for the family with top sales.
· Tell your families to give forms to their employers for Holiday Bonus giving.
· Give our Business Letter to local businesses for their holiday purchases.
One Time Fundraiser Support Materials 
This section can be accessed under the group admin log in at www.scripzone.com. You will find the following information:
· Instruction Page for Parents/Members. You need to fill in the order deadline and Group Id before sending home to your families.
· A Regional Certificates page that allows you to add up to 21 retailers to your order form. You might want to use this to add higher denominations or cards more specific to your area. (A sample sheet is included in this packet.)
· Online ordering Instructions for Participants.
· Detailed instructions for submitting your organization’s order to UnitedScrip.
· Detailed instructions for Checking and Distribution of the order. 
· Business Letter to give to your local businesses that may give gift cards as a holiday bonus.
· A template with information that your families would need to give to customers paying online with a credit card.
Motivate the Participants
· Announce the plans for your profit.
· $2000 in Gift Card Prizes will be awarded among all participating groups! Top Sales by Group
$350 for Top Sales
$300 2nd Place
$200 3rd Place
$150 4th Place
· Random Drawings
· Five Groups will be drawn at random from all Groups participating in the Holiday Program for $100 in gift cards.
· Eight Individual members (from all participating members) who place their orders online will be awarded $50 in gift cards of their choice.
Collecting and Placing Your Order
· Go to the One Time Fundraiser Support Materials for Detailed Instructions for Submitting Your Group Order.
· Order Submission by Coordinator: Each member will turn in their order form and money for your team to enter into ScripZone. Encourage your members to turn in their orders as quickly as possible so that you have more time to enter and review the orders.
· Order Submission by Parents/Group Members: Each member should log on to www.ScripZone.com to place their orders. Detailed instructions are included in the Support Materials Section for the One Time Fundraiser at the Group Admin level of ScripZone. You will need these only if your parents are placing their orders online. Members then turn in their order form and money for verification by your team.
· Combined Order Submissions: Some of your members will place their orders online and others will turn in their order forms for you to place the orders. Follow the steps for submitting the orders before compilation and all orders placed online will compile with your entries.
Distribution of Cards
· When your order is returned, you will receive:
· A summarized invoice
· Scan sheets that include all of the serial numbers of the cards
· Gift cards packed in the order that they are listed on the invoice. (Paper certificates will be packed with the invoice and scan sheets.)
· Envelopes for distribution of cards
· Please log on to ScripZone as the Group Administrator and follow the Detailed Instructions for Checking and Distribution of the order.
· Call 864.886.9701 or email info@unitedscrip.com with any questions.
· Let your customers continue to support your group by ordering online and paying with a credit card. Include the template provided in our One Time Fundraiser Support Materials section when you fill and return their orders.
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