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PREFACE

“My sur loves gymnastics, and | really want to encourage
him. Is it true that his school needs money to buy new
playground equipment?”

*“Kim’s happiest when she’s got her nose buried in a
book. I want to be sure her school library has the support
it needs to buy new titles.”

As PARENTS AND TEACHERS OF ELEMENTARY SCHOOL CHILDREN,
all of us want the same thing. We want our schools to be the
best they can be so our children can get the best possible
education during their formative years. But frankly, that takes
money. And at a time when states around the country are
cutting back on funding for local school districts, we have
reason for concern. Those cutbacks could mean larger class
sizes, reductions in music and art instruction, fewer field trips,
less money spent on athletic equipment and on books for the
schoo] library, and elimination of kindergarten and programs
for the gifted and talented.

But the fact is, parents and teachers involved in local PTAs
can do a lot to help the situation. With a little organization,
determination, and luck, we can move beyond the bake sale to
raise money for our schools—to the tune of thousands of
dollars every year. Money that could mean new computers,
gym equipment, music and art supplies, and books for the
library. Money that could free up tax dollars to be spent on
keeping teachers who might otherwise lose their jobs.

This book has been written to share successful, creative
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ideas and tried-and-true methods for elementary school fund-
raising. As a parent active in my owr. PTA, I know what it
takes to run fund-raisers. I've talked to people around the
country who’ve contributed fantastic ideas about running fund-
raisers, big and small.

I believe that grass-roots action on behalf of local schools
not only will benefit the school programs we want for our kids
but will bring us together in our communities. What better
way to get to know your neighbors than to work together to
raise money for the school?

Both men and women have a great deal to contribute.
Whether you’re an ace at bookkeeping and volunteer to total
up the receipts . . . or whether you’ve got a flair for publicity
. . . or whether you bake the greatest pan of brownies in town,
you have something important to offer. This book will show
you how. And one look at your kids will tell you why.

Good luck!




INTRODUCTION:

- How to Get Started

MA‘YBE yOUR PTO OR PTA OR ALUMNI ASSOCIATION IS TRYING
to find new ways to raise money for your child’s school, or
maybe you’re looking for ways to spruce up tried-and-true
annual fund-raisers. Either way, this is the book for you. It’s a
step-by-step guide to school fund-raising, geared primarily to
elementary schools—public, private, and parochial.

Each chapter includes detailed information on when to
have the fund-raiser; whether to work with a company that
specializes in running fund-raisers or run it in-house; what
committees you’ll need and the responsibilities of each; and
what to do six months, two months, one month, and one week
in advance of the event.

Parents and teachers who’ve run the various fund-raisers
recount their experiences from nearly every state in the coun-
try. Most tell about fund-raising for public schools, but some
tell about independent, private, or parochial schools, where
they often bring in more than $100,000 per year for each
school. If you need to raise tens of thousands of dollars for
your school, read Chapters 4, 6, 9, and 10 to learn about the
clothesline (rummage) sales, auctions, and social events that
private schools have held for years.

In this book I describe a number of events that you might
not think of primarily as fund-raisers: social events for school
families, fun fairs, performances for children, ice cream socials,
and spaghetti dinners, to name a few. It’s up to you to decide
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Introduction: How to Get Started xv

how much to charge for them. You can charge a nominal fee,
provide some of them free, or, if necessary, mark up the price
to turn them into fund-raisers. See Chapter 7 to learn what a
school in Virginia does to raise more than $10,000 from its fun
fair every spring.

At the end of each chapter you'll find such practical
information as the names and phone numbers of companies to
work with, sample letters to send home to parents, and sample
forms to use for your own accounting purposes. The letters
and forms have been collected from a cross section of real
elementary schools and are reproduced here with minor revi-
sions. In most cases, I've substituted the name of the fictional
“Lincoln Elementary School” for the actual school name, but
where a letter or form is highly specific to a particular school,
I’ve substituted a dash ( ) instead.

HOW MUCH CAN YOU EXPECT TO RAISE IN A YEAR?

How much you raise in a year depends on how aggressive you
want to be about fund-raising and how affluent your commu-
nity is. One 600-student school in New Hampshire raises
$15,000 with one fund-raiser—a sale of candy, wrapping paper,
and novelty gifts every fall. To make this single annual fund-
raiser as profitable as possible, the PTA invites fund-raising
companies to come to a meeting in the spring to bid on it. PTA
Second Vice President Jodi DeSantis says: “This works out
extremely well. Every company offers many benefits to us
because of our volume of sales and the chance to have their
reputation spread through the rest of the school district.”

One 600-student public school in California, hard hit by
budget cutbacks, raises $70,000 a year from direct donations, a
readathon, a large rummage sale, a spring festival and auction,
two book fairs, penny collections, and ongoing sales of ““spirit
clothing” (school T-shirts, sweatshirts, jackets, dresses, and
so forth). The money that is raised pays for field trips, aides
for all the classes, and the salaries of math, science, and art
specialists.

Most PTAs are not expected to pay for such fundamentals
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and hence need raise only a few thousand dollars annually. In
that case, one or two low-key fund-raisers per year are plenty.

HOW TO MAKE THE MOST BY WORKING THE LEAST

Like looking for the least expensive restaurant with the best
food, looking for the fund-raiser that’s likely to be most
profitable while requiring the least work is not an easy task.
The best bets are probably readathons, walkathons, raffies,
sales of wrapping paper or magazines, and direct donations
from parents. If you're looking for a new idea that would be
somewhat more difficult but manageable and likely to net over
$1,000, try a sale of plants for Mother’s Day, used sporting
goods, or note cards the children have designed themselves.

In the accompanying chart, the types of fund-raisers dis-
cussed in each chapter are rated according to complexity and
potential profitability. Complexity is determined by how much
organization and volunteer time and effort a given fund-raiser
entails, with ratings ranging from one to three asterisks:

*  easiest
**  moderately complex
***% substantially complex

The ratings for potential profitability are approximations
only and are based on a school whose children come from
middle-income homes. The number of dollar signs indicates
how much an average school of 500 students could net from a
well-run fund-raiser of a given type:

$ less than $1,000
$8  $1,000-$2,500
$88 $2,500-$8,000
$88% more than $8,000

COMPLEXITY PROFITABILITY

Chapter 1
Walkathon/jogathon * $38%

17
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COMPLEXITY PROFITABILITY

Chapter 2
Readathon/mathathon/spellathon/ $38%
knowledge-a-thon

Chapter 3
Book fair

Chapter 4
Clothesline sale
Usced sporting goods sale

Chapter 5

Wrapping paper/candy/magazine
sale

Mother’s Day plant sale

Pie/pizza/submarine sandwich
sale

Note card/calendar sale

Videotape sale

Cookbook sale

Holiday shop

Craft fair

Family portrait sale

School T-shirt sale

School supply store

Chapter 6
Auction

Chapters 7 and 8
Fun fair

Chapter 9

Student/parent/teacher
production

Movie

Family roller-skating

Family squarc dancing

All-adult social cvent

Spaghetti dinner

Pizza dinner
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COMPLEXITY PROFITABILITY

Ice cream social * $
Dessert buffet * $
Pancake breakfast *k 33
Chapter 10
Direct solicitation of parents * $38
Selling ads in journals and school *x $8%

directories
Grocery-store receipt program ok $88
Food-label program ** $
“FUN-RAISERS”

Don’t forget that fund-raisers serve a multiplicity of purposes.
Not only can they raise money, but they can foster a sense of
community and school spirit. Many schools call their fund-
raisers “‘fun-raisers.” Peter Karpoff, treasurer of an eighty-
eight-student private school in Silver Spring, Maryland, puts it
this way: “The Spring Fair raised something over $8,000, a
pretty high per-family figure. But the real payoff is not just the
money. The kids and parents all have such a nice time. The fair
itself is fun, bus the parent involvement in getting ready for it
is also an important experience in community-building.”

Nothing bea:s a fun fair (carnival) in generating enthusi-
asm among children. Other fund-raisers that raise school spirit
include all the events listed in Chapter 9, Food and Entertain-
ment. In terms of making a contribution to the community,
clothesline sales (schoolwide garage sales) probably win first
prize, since they allow used clothing and household goods to
be recycled and sold at reasonable prices.

HOW MANY FUND-RAISERS SHOULD YOU HAVE EACH YEAR?

You need to set a goal for how much money you’d like to raise
in a school year and then decide how to go about it. Parents
hate to feel that they’re being asked for money every time they
look in their children’s backpacks or walk into school. For this

19



Introduction: How to Qet Started xix

reason, some schools sponsor just one fund-raiser every year—
an auction, a joint sale of wrapping paper and gift foods, a
readathon, or a walkathon. Other schools feature a major fund-
raiser in the fall and another in the spring, and some schools
offer fund-raisers throughout the year with the understanding
that parents will support those that appeal to them the most.

It makes sense for some fund-raisers to be annual events,
sO participants can count on supporting them. If parents and
teachers know, for instance, that the school is going to sell
wrapping paper every fall or bedding plants every spring, they
will hold off making those purchases elsewhere. If the school
holds a sale of used sporting goods at the same time every year,
people will know to save their used skates and skis and wait to
make this year’s purchases at the sale. On the other hand,
variety is good also, so you might want to have one or two
annual fund-raisers and then try something different, such as
publishing a cookbook one year and hosting varied social events
every year.

WHAT TO DO WHEN PARENTS OBJECT TO FUND-RAISING

Some parents find the whole notion of school fund-raising dis-
tasteful, objecting to paying a premium for goods that they
might not even want to buy. You can keep this criticism to a
minimum by making sure to sell something desirable: plants at
Mother’s Day, a cookbook, school T-shirts, books or crafts
right before the holidayg, or citrus fruit.

Of course, an alternative is not to sell anything. You can
turn to a different type of fund-raiser—a fun fair, raffle, auc-
tion, or walkathon, or an all-adult social affair to which parents
must pay admission. These events are all described in this book.

Some schools take a more radical approach—promising to
eliminate all fund-raisers for a year on a trial basis. If they
manage to reach their fund-raising goal solely by soliciting
direct donations from parents, they agree not to have any fund-
raisers the following year ecither. For tips on how to solicit
funds directly from parents, see Chapter 10. Chapter 10 also
covers the ways that businesses help schools—by donating cash,
computers and other equipment, volunteers, and much more.
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Laurie Plotch of Scottsdale, Arizona, has her own way of
supporting her child’s school: “I don’t like the PTAs selling
things we don’t need at inflated prices. And what’s worse is
they get our kids all jazzed up with promises of great prizes. I
have come to my own solution on this. Every year, I find out
what the school needs and I donate money directly into that
cause instead of buying cheese and crackers. This year the
library needed some new paperback books. It cost $50 to donate
the set, but they put my kid’s name in the school newspaper
for the donation and the school got 100 percent of the value.”

Many parents would agree with Laurie as far as their
children are concerned. They object to their children being
asked to sell things, particularly if the kids get rewarded by an
array of inexpensive trinkets depending on how much merchan-
dise they sell. In fact, the National PTA states that a fund-
raising project should “involve children only as an outgrowth
of regular schoolwork or as a constructive use of leisure time.”

HOW TO RECRUI' ....w KEEP VOLUNTEERS

Although some fund-raisers are so simple that they can be run
single-handedly or with just a few volunteers, most rely on a
fair number of volunteers. With most parents working these
days, how can you succeed in recruiting volunteers?

First, select someone to oversee the recruitment of volun-
teers for all activities, and put a different person in charge of
recruiting and scheduling volunteers for each specific fund-
raiser. Get a list of new parents at the beginning of the year,
and have veteran parents call each family to welcome them and
answer any questions. Invite them (and all other parents) to a
tea or informational meeting at which you describe your needs
for volunteers and have sign-up sheets on hand for each fund-
raiser. Ask the people who will chair each major event to be
present, too.

Send fliers home to all parents at the beginning of the year
asking for volunteers for all the fund-raisers. When it’s time to
assign particular tasks or time slots to individuals, make sure
that you call each and every person who signed up to help.
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People feel excluded, rejected, and angry if they’ve never been
taken up on their offers to help.

Maintain records year-to-year of who’s helped out with a
particular activity. Chances are that someone who’s worked at
the book fair one year enjoys that sort of thing and will agree
to do it again.

If you don’t get enough volunteers through the sign-up
sheets, ask people directly. Often parents will agree to help out
if asked by amother parent. At some schools, parents aren’t
asked whether they’ll help out, but rather how they’ll help out.
A school in Connecticut has a gigantic “gourmet sale”—a
glorified bake sale—and every year each family gets a call
asking what it will be contributing.

“I used the school directory and called every parent asking
them to volunteer their time,” reports Jaricia Griess of Michi-
gan. “When I needed a lot of volunteers, I recruited three other
moms to make evening phone calls. If we didn’t ask directly,
no one would ever help.”

When volunteers show up for work, make them feel wel-
come. Greet them at the door, introduce them to other volun-
teers, and give them specific responsibilities. Since the same
small group of parents often does a lot of the work at the PTA,
they tend to become good friends and can be perceived as a
“clique,” unwittingly making outsiders feel excluded. Make
sure to bend over backward to be friendly, to delegate author-
ity, and to ask different people to be in charge of activities so
the same small group isn’t always doing everything.

Make volunteers official by giving them name *ags. Some
schools even have matching bandannas, aprons, or buttons for
volunteers to wear. These items get saved and are used repeat-
edly.

Don’t have more volunteers than the job requires. When
people volunteer their time, they like to feel it’s really needed.
Everyone has given up valuable time to be there, and some may
even have had to pay a baby-sitter. You might offer baby-sitting
services for preschoolers, so their parents can more easily come
and help out. One parent could supervise the children, or you
could even hire a baby-sitter.

Make sure to say thank you! You can give cach volunteer a
token gift—a long-stemmed carnation from a plant sale or a
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free book from a book fair. Write each volunteer a thank-you
note, and have a thank-you tea or lunch. At a primary school
in Connecticut, the principal hosts a coffee every year in June
to thank all the year’s volunteers. She gives each volunteer a
personal thank-you and a long-stemmed rose. The teachers
supply the baked goods as their way of saying thank you.

PICK THE RIGHT PERSON FOR THE JOB

Utilize the talents of the people at your school and in the
community. If someone is a graphic artist, ask him or her to
design a logo for your school T-shirts, invitations to an auc-
tion, or a program for a fun fair. Find someone with a head for
numbers to handle the financial end of your fund-raisers. Seek
out someone with an artistic bent to do decorations, and
someone who can write to create press releases.

When it comes to tapping specific talents,. you probably
have to ask rather than rely on someone knowing exactly what
you need and volunteering on his or her own. In conjunction
with its book fair, one school hired a different entertainer—
folksinger, storyteller, or magician—every year for a family
performance in the evening. When someone learned that the
father of a third-grader had been a professional entertainer, she
asked him to do the program one year. Not only did the PTA
save $400, but the father did an outstanding job.

Don’t forget to reach out to all working parents. People
who work during the day can do behind-the-scenes work such
as writing press releases after hours, and if events are scheduled
in the evening or on weekends, working parents can volunteer
more conveniently. ‘““One Halloween, our ‘room daddies’ built
and manned the haunted house,” says Kathy Borges. “From
then on they got a lot more involved.”

Someone needs to be in charge of fund-raising in general
for the PTA or PTO and is often given the title “vice president
for ways and means” (or “for fund-raising”). He or she has the
responsibility of coordinating all annual fund-raising—plan-
ning what fund-raisers to have when and recruiting people to
be in charge of each activity. This person must clearly work
closely with the school principal to plan events that she and the
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faculty support. At most private schools, a school employee
oversees fund-raising.

Generally, you need one person to chair each fund-raiser,
although for a difficult-to-run event such as an auction or
clothesline sale you probably need two people to act as cochairs.
Some schools have their chairs serve for two years. One person
assists the chair the first year, automatically becoming chair the
next year, with her heir apparent helping her that year.

Each fund-raiser requires a different set of subcommittees,
described in detail in the chapters that follow. In general, at a
minimum, you’ll need to find people to be in charge of
publicity, finance, decorations, volunteers, and liaison with the
principal, teachers, and any company through which you’re
working.

COMMUNICATION

No fund-raiser will be successful unless you keep parents,

teachers, and the principal informed about the activity and their
respective roles in it. Having a good PTA/PTO newsletter is
important, but so is sending fliers home and memos to the
teachers letting them know what’s coming up. Ask someone in
the cafeteria to post reminder notices about fund-raisers on the
monthly menu. If there is a marquee or billboard in front of
your school, use it. Send press releases to the local newspaper—
it’s always looking for stories. The more often parents read and
hear about a fund-raiser, the more apt they are to remember to
participate.

Give people enough time to follow through. Remember
that teachers don’t always send notices home as soon as they
get them, and children don’t always remember to show them
to their parents. Always give people a week or two to send in
their orders for T-shirts, recipes for a cookbook, money col-
lected from a walkathon, or whatever.

After the fund-raiser, make sure to let everyone know how
successful it was. When the school spends the money you’ve
raised, let parents know where the funds have gone.

Fund-raisers can be more successful if you announce in
advance that money raised is being earmarked for a specific
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purpose—a new playground, for instance. Sell T-shirts with a
design of the playground on them. Ask each child to collect
pennies, and see if you can cover the gym floor with them. To
raise money for a new sound system for the auditorium, charge
admission to a children’s talent show, teacher or parent follies,
or a children’s play or concert.

KEEP GOOD RECORDS

Especially when it comes to fund-raisers that are annual events,
keeping good records from year to year is imperative. Just
think of the amount of work you can save by keeping on file
fliers that you sent to parents, memos to teachers, signs that
you posted at school, and simple reminders of what to do and
when to do it.

Imagine how much easier your job would be as first-time
chair of an event if you were handed a file from your predeces-
sor containing a report of what he or she had done the year
before. The best-run PTAs and PTOs ask the people who chair
their fund-raisers to submit reports a few weeks after the event.
These reports cover the jobs that had to be done, time sched-
ules, planning and setting up, items purchased and a list of
suppliers, names of people dealt with, and expenses.

LEGAL ADVICE

When in doubt about the legality of a fund-raiser the PTA is
considering, consult an attorney. {Perhaps a parent who is a
lawyer will volunteer advice.) Be sure you understand stace law
before having a raffie or a bingo night, and call the local health
department to check state regulations before selling food at
school. If the PTA plans to sponsor an activity such as roller-
skating that could be dangerous, check the PTA’s insurance
policy to see if it’s necessary to pay for an insurance rider. PTAs
and their presidents have cven been sued for accidents that have
occurred on playgrounds that they’ve helped to build on school
property.

Parents might ask whether purchases they make at school
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fund-raisers qualify for income tax deductions as charitable
contributions. As a general rule, only amounts spent above the
“fair market value’ of an item can be deducted. In other words,
if someone spent $10 for a mug worth $4, he or she could
deduct $6 as a charitable contribution. If the mug was worth
$10, however, no deduction would be allowed.

If individuals donate items to the school, they can take tax
deductions for the value of what they’ve donated. If you accept
donations for a clothesline sale, you should provide donors
with receipts that they can use for tax purposes. !f merchants
donate goods from their inventory, they can claim as a chari-
table contribution the amount of their actual cost. Send all
donors thank-you notes and receipts. The IRS has a fund-
raising hotline (202-343-8900) that you can call with questions.
You might want to request the following IRS publications:

Publication 526  ““Charitable Contributions”

Publication 561  “Determining the Value of Donated
Property”

Publication 1391 *Deductibility of Payments Made to
Charities Conducting Fund-Raising Events”

In some states, items sold by the PTA are subject to state
sales tax. California recently enacted a “snack tax,” and many
PTAs found themselves owing the state hundreds of dollars on
proceeds from candy sales.

OFFICIAL PTA POSITION ON FUND-RAISING

Don’t make fund-raising the sole, or even the primary, activity
of the PTA or PTO. The National PTA publishes a leaflet,
“Funding PTA Projects,” which states: ‘‘Fund-raising is not a
primary function of the PTA. Funds are raised as necessary to
carry out PTA work. The real working capital of a PTA lies not
in its treasury, but in its members’ energy, resourcefulness, and
determination to promote the well-being of children and
youth.” It suggests that each PTA sponsor one annual fund-
raising project and that the funds be used to finance speakers
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and refreshments at PTA functions, attendance at state and
national PTA meetings, and publication of a PTA newsletter.

It explicitly discourages PTAs from giving money or
equipment to schools, since PTAs in more affluent districts can
raise much more than their poorer neighbors. The leaflet goes
on to state that “a PTA renders a greater service by securing
public support for education and other community needs than
by making gifts to the school.”

SCHOOL BOARD POLICY

Some school boards set policy on school fund-raising. In one
of the country’s most affluent communities, Greenwich, Con-
necticut, the school board set a policy to restrict private dona-
tions. The board reaffirmed the notion that public money
should support public education. Any gift of more than $5,000
must now be approved by the school board. In general, the
board decided to accept gifts to expand existing programs but
turn down those that might change the focus of a program or
initiate a new one. Board members also voted to prohibit door-
to-door solicitation by students.

GETTING STARTED

Browse through this book to get an idea of whether you're
interested in having a readathon, an auction, a sale of some
sort, or a fun fair. Once you’ve decided on an activity, read the
nitty-gritty details that will help you plan and execute it
successfully. Remember that most young kids love to see their
parents volunteering at school, that your own children will
benefit in many ways from your involvement, and that you’ll
meet new friends among parents and teachers and discover
talents you never knew you had.




CHAPTER ONE

ATHLETIC
MARATHONS:
WALKATHONS,
JOGATHONS, AND
FIELD DAYS

“l REALLY LIKED THE JOGATHON,” SAYS NINE-YEAR-OLD JIMMY
Warren of North Carolina. “It felt really good that I did more
than twenty laps and got a trophy. It was for a good cause.”
The president of the PTA at Jimmy’s school is just as enthusi-
astic: “‘Kids love it, teachers love it, and it is the simplest fund-
raiser you can have. There’s no product to sell.” The school of
about 600 students in Raleigh, North Carolina, raised $14,000
with its first-ever jogathon.

This school worked through a company to do its jogathon,
but schools that organize theirs in-house also make a great deal
of money with a minimum amount of effort. Carla Greenberg
of Marblehead, Massachusetts, coordinated walkathons at her
local elementary school for the past two years. “The muost
difficult part of this fund-raiser is adding up the money and
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making the deposit,” she says. The walkathon at her school of
300 students raised about $6,500 the first year and $4,500 the
second year.

“Kids get involved and have fun,” reports Barbara Fornaca
of Torrance, California. “The jogathon takes great organiza-
tion, but it’s over FAST and has been the best fund-raiser we’ve
ever had. One hundred percent goes straight to the PTA and
therefore the kids.”

Throughout this chapter I use a walkathon as an example.
The material can easily be adapted to any other type of athletic
marathon, be it one in which children jog, skip rope, or par-
ticipate in field-day activities. (To learn about academic mara-
thons—reading, math, spelling, and knowledge-a-thons—refer
to Chapter 2.)

WHAT IS A WALKATHON?

The concept of a walkathon is familiar: children solicit pledges
of a certain monetary amount per lap, walk as many laps as
they can, and then collect on their pledges. Donors usually have
the option of making a flat contribution instead of pledging per
lap. Often, the school places a limit on the total number of laps
that a child can walk (and charge for).

WHEN SHOULD YOU HAVE A WALKATHON?

If this is to be your only fund-raiser of the year, you might
have to schedule your walkathon for the fall to generate the
year’s funds. In places where children are cooped up indoors
all winter, though, a walkathon can be a perfect celebration of
springtime. A spring walkathon works well also as a second
large fund-raiser, complementing a fall sale of merchandise—
books, wrapping paper, or crafts.

Whatever time of year you choose, select a rain date. If it
rains on the rain date, have the walkathon in the gym.

Your principal and the PTA have to decide whether to have
the walkathon during school hours or over a weekend or on a




Athletic Marathons 3

weekday after school. When walkathons are held during the
school day, each class typically walks for twenty or thirty
minutes, so the amount of lost class time is minimal. In fact, a
walkathon can be considered a field day or physical education
class. Participation during school hours is usually very high, so
that’s the optimal time to host the walkathon if you want to
raise a large sum of money. For example, 80 percent of students
at the Marblehead, Massachusetts, school participated in its
walkathon, which was held during the school day.

By contrast, Kathy Borges of Somerset, Massachusetts,
notes that her school of 260 elementary students had a turnout
of only fifty for its Saturday-morning walkathon. And in
Seattle, Washington, Naomi Holmes reports that one school
holds its walkathon after school. A little under half the students
participated last year. (Even at that, the 225 children who did
walk raised $4,000.)

HOW DO YOU MAKE THE WALKATHON FESTIVE?

Decorate the course, play music, and invite parents to help
and/or cheer. Some parents even like to walk with their chil-
dren, although not for pledges.

Give snacks after the walking. One school offered orange
slices outdoors. At another school, a potato chip manufacturer
supplied free picnic lunches, and at a third school the room
parents sent in pretzels and cupcakes, which the children ate in
their classrooms. if the walkathon is held after school hours,
and if you have enough parent volunteers, cap it off with a
potluck supper, chili feed, or pizza party.

Choose a theme. In Seattle, one school used the theme
“Walking Around the World”” and “‘Coming Home to Amer-
ica” for chili afterward. Naomi Holmes says that the volunteers
“hung flags of different countries at the corners of the course,
and the kids had passports to be stamped for keeping track of
their laps.” In keeping with this theme, you could give the
walkers buttons or T-shirts that said, “I walked around the
world with school.”
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SHOULD YOU WORK WITH A COMPANY?

There are a few companies that will organize your walkathon
for you. They’ll come in and kick off the event with a profes-
sional assembly for the students at which they generate enthu-
siasm by explaining the program and showing off incentive
prizes. In addition, they’ll supply a how-to-manual, letters to
parents and sponsors, and the forms needed to keep track of
laps walked. Depending on the company, an employee might
come to oversee operations on the day of the walkathon.

Working through a company instead of running an in-
house program reduces the amount of volunteer time required.
The company handles all billing, using computers to bill the
sponsors by mail, so children do not rzed to collect in person.
In exchange, the company keeps a substantial share of the
donated funds. After paying for commissions and all other
expenses, schools typically net 50 to 70 percent of contribu-
tions. The companies in this business claim that schools raise
so much more through them that, even after paying these
commissions, the institutions net substantially more than they
would make on their own.*

The monetary results of these company-run jogathons are
impressive. For example, the 375 girls at a parochial high school
in a New York suburb cleared $14,000 one year at a company-
run walkathon. Those opposed to working with the companies
argue, however, that the work can easily be done in-house, that
the companies’ share of the intake is hefty, and that they use
high-pressure sales tactics to motivate children. The remainder
of this chapter is a guide to doing your own walkathon. After
reading it, you can judge for yourself how you’d like to do
yours.

SHOULD YOU OFFER INCENTIVE PRIZES?

Offering some sort of incentive prizes can generate school
spirit, make the children feel proud of their accomplishments,
and at the same time motivate them to solicit pledges and walk
many laps.

*Three companies that organize walkathons and jogathons are: AMER-A-THON 1-919-
772-8057, CotmpuThon 1-800-327-0322, and Sunshine State Funding Corporation 1-813-
576-~3696.
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A California school gives children school buttons to wear
while getting sponsors, school pencils when they return their
sponsor sheets, school cups filled with a drink when they finish
Jjogging, and prizes depending on how much money they
actually collect. Organizers of this event have found that giving
prizes when children turn in their money provides a strong
incentive for them to collect the pledges—the least enjoyable
part of the event.

Other schools have run successful walkathons without
offering any prizes at all or by offering prizes, but less expen-
sive ones: school banners, buttons, or silver dollars.

HOW SHOULD CHILDREN GET PLEDGES?

Children are usually told to ask relatives, friends, and neighbors
to sponsor them, but at the same time most schools discourage
children from going door-to-door, and many employers forbid
parents from soliciting contributions at work. To make it easy
to request donations, your PTA can bill donors the way com-
panies do. One company supplies students with mailers—form
letters to send to potential donors asking if they’ll sponsor a
particular student (and if so, to circle the contribution per lap).
The mailers are two-sided, so that donors simply refold, staple,
and mail them back to the school. Another company asks
students to submit names and addresses of sponsors to them.
In both cases, the companies bill sponsors after the walkathor
or jogathon.

HOW CAN YOU KEEP TRACK OF COMPLETED LAPS?

Most commonly, schools use rubber bands. Volunteers stand
at the finish line and pass out a rubber band to each child as he
or she completes a lap. The child puts the rubber band on his
or her wrist and counts the total at the end. Alternatively,
children wear paper sneakers (or passports) around their necks
and have holes punched as they finish each lap. Yet another
approach is to have volunteers stand at the finish line with class
lists and clipboards and check off laps as each student goes by.
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At one school, one parent from each classroom keeps track
of the kids from that class, all of whom are wearing stickers of
the same bright color to differentiate them from children in
other classes. As each child completes another lap, the parent
makes a mark on the child’s sticker, and at the end of the
jogathon, the parent removes the sticker and places it right on
the child’s sponsor sheet. This eliminates some paperwork and
ensures that the sponsor sheets are immediately ready to be
sent home for collection.

HOW CAN A WALKATHON BE USED AS A TEACHING TOOL?

Teachers can use a walkathon as a springboard for applying
math concepts learned in the classroom. In the youngest
classes, teachers can discuss who has walked the most laps,
how many more laps Sarai walked than Charlie, and so on.
The older children can answer questions such as, “If you can
walk four laps in fifteen minutes, how many laps can you walk
in an hour?” “If each lap is one-fifth of a mile long and you

walk fifteen laps, how many miles have you walked?”” “If you
have pledges totaling $16 per lap and you walk twenty laps,
how much money do you raise?” In the front entryway,
teachers can graph contributions received by the various classes
or laps completed by classes, teachers, or top walkers. If you
are mailing requests to donors around the country, you can
keep track of the states from which pledges arrive.

HOW CAN YOU GENERATE ENTHUSIASM AMONG
STAFF AND PARENTS?

Get the full backing of the principal, involve teachers, and
motivate parents. Teachers who are excited about the walka-
thon spread their enthusiasm to the children. Send a note to the
teachers asking for their help and offering the above suggestions
of ways to work the walkathon into their teaching. Ask them
to walk themselves, not necessarily for pledges. Let parents
know what the money will be used for and how it will help
their children.
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HOW CAN YOU ENSURE A SAFE DAY FOR ALL?

You don’t want anybody to get hurt—injured, overtired, or
~ overheated. For this reason, many schools sponsor walkathons
rather than jogathons, and most have a school nurse present
Just in case someone does get injured. Particularly if it’s going
to be a hot day, students are usually offered water to drink
during the walkathon and juice or water afterward as well.
Parents even squirt hot students with water during the jogathon
at one California school.

HOW CAN YOU INCLUDE HANDICAPPED STUDENTS?

Jenna Walker of Columbus, Ohio, says, “Handicapped students
participated in our walkathon by serving refreshments, punch-
ing cards, doing errands, and cheering the other walkers. They
got pledges of flat dollar amounts.”

STEP-BY-STEP PLANNING AND PREPARATION

Stage One (Six Months Before)

THE COMMITTEE

The chair of the walkathon should form a committee, finding
people to head the following subcommittees:

volunteers

setup, cleanup, decorations, and beverages
publicity

finance

prizes

Hold a preliminary meeting of the committee to formulate
a game plan. Decide when you’d like to have the walkathon,
whether you want to offer incentive prizes, and if so how to
structure the incentives. Select a theme.
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Tue CHAIR

Meet with the school principal to get her backing and approval
and to select a date and a rain date. (Do not hold your
walkathon on a Monday, since teachers need the day before the
event to remind students that pledge sheets must be turned in
the next day.) Ask the principal to let the teachers know the
walkathon is coming up so they can begin to think about how
to incorporate it into their teaching. Discuss school policy on
whether:

it’s okay to have the walkathon during school hours

the program should be explained to the kids during an
assembly, by teachers in their classrooms, or just
through letters sent home

it’s okay to play music and invite parents
children need parental permission to walk

a nurse should be present at the walkathon
it’s okay to offer incentive prizes

a short celebration can follow the actual walk

Prizes

If you are going to offer incentive prizes such as school T-
shirts, buttons, or trophies, begin shopping for them.

Stage Two (Three to Six Weeks Before)

Tue COMMITTEE

The committee should meet again to discuss strategy and
problems. Decide how you’ll keep track of completed laps,
what kind of decorations you want, what kind of music to
play, and what kind of food and drink to serve.

THE CHAIR

Touch base with the principal. Select the walking course—
around a track or playground. Most elementary schools lay out
a course that is one-eighth to one-fourth of a mile long.
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VOLUNTEERS

Have the teachers select time slots for the day of the walkathon.
Try to have all classes at each grade level walk together. Once
you have time slots, you can send the schedule home with the
children as part of a letter asking for volunteers. That way,
parents can volunteer when their own children are walking.
Time slots of an hour and a half work well for volunteers.
Make sure that you have plenty of volunteers on hand. You
don’t want kids waiting to be logged in at the end of each lap.

Serup, CLEANUP, DECORATIONS, AND BEVERAGES

Ask a few people to help you with the tasks on the day of the
walkathon. Begin getting the decorations ready. Decide how
you’ll mark off the course. (You might just ask the gym teacher
if you can borrow some orange cones the day of the walka-
thon.) Make arrangements for the beverages—whether you’ll
be serving water or trying to get drink mix donated from a
fast-food restaurant. Gather or make whatever you’ll need to
keep track of laps completed (rubber bands, paper shoes and

yarn. . .).
PusLiciTY

Write and photocopy all the required forms and letters. You
will need:

letters to parents/teachers/sponsors explaining the walka-
thon

letter asking for parent volunteers

forms for children to record names of sponsors and
amounts pledged per lap

letters to parents and sponsors about payment of pledges

notice to be sent home a weck after the walkathon remind-
ing parents to send in pledges

four manila envelopes per teacher—one for collection of

pledge sheets and three for money (write teacher’s name
on each)
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form for tallying funds received by classroom

Samples of letters and forms appear at the end of the
chapter.

FINANCE

Ask a few people if they will help you collect the money each
day as it comes in, count it, and make the bank deposits. At a
300-student school, three mothers did all the bookkeeping and
money collecting. Arrange to have a “‘For deposit only” stamp,
coin rolls, and bank deposit bags.

PrizEs

Purchase any prizes that you are going to give.
Stage Three (One Week Before)

Kick off the walkathon with a fifteen-minute assembly if you
wish. Explain how the walkathon will work, and show the
prizes the children can earn.

Send teachers the memo asking for their help. Send chil-
dren home with pledge sheets and letters to parents and spon-
sors. Give each teacher a manila envelope with his name on it,
so that he’ll have it to store pledge sheets as they’re returned.

Ask room parents to arrange to send in whatever food you
decide to serve.

Stage Four (the Day Before)

Remind teachers of their time slots, and ask them to remind
students to bring in their pledge forms.

Stage Five (the Day of the Walkathon)
FINANCE

Make sure that you have collected each teacher’s manila enve-
lope containing pledge sheets.
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SeTUuP, CLEANUP, DECORATIONS, AND BEVERAGES

Decorate the track, and delineate it with orange cones. Set up
the beverage table, and fill enough cups for one group. Make
sure you have a trash can for the used cups. Set up for any
music you're going to have. Have your logging system in place
(rubber bands, sneakers and hole punch, stickers, or class
rosters).

Prizes

Set up prizes on a table so they’ll be handy when it’s time to
pass them out.

V OLUNTEERS

Greet volunteers as they arrive, and have them fill out name
tags. Assign them tasks: one or two at the beverage table, a few
placed strategically along the track, and the rest at the finish
line. Start each class by giving the kids instructions. Ask them
not to run, and tell them to make sure to check in with a
volunteer upon completing each lap. This is their responsibil-
ity. To begin, call off names one by one so that the children
don’t stampede at the start. At the conclusion of the twenty- or
thirty-minute period, blow a whistle. Have students line up in
alphabetical order by class so that you can record laps walked
by each student. Thank the students and their teachers. Award
any prizes, and serve the refreshments. On to the next group!

THE COMMITTEE

At the end of the day, clean up and record on the pledge forms
the number of laps each child walked. (You can even have
voluntecers at work recording this information during the walk-
athon as cach class finishes, assuming that you have enough
volunteers.) Give each teacher a thank-you letter and the pledge
forms of children in his class, along with the accompanying
letter to parents and sponsors.
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Stage Six (a Few Days After)

Distribute the manila collection envelopes to the teachers. Then
stop by their classes on a daily basis to collect the money. As it
comes in each day, keep track of the totals by student and by
class, if you want to. In any event, keep track of your running
total, and make daily bank deposits. Return the empty enve-
lopes to the teachers the next day when you go to collect again.
A week after the walkathon, send home the reminder notice
about turning in collected pledges.

Stage Seven (Two Weeks After)

You're all done! Thank the volunteers with notes, phone calls,
or a party, and send a letter home thanking all participants and
reporting your success. Have a meeting of the whole committee
at which subcommittee chairs turn in their reports and you
discuss what worked and what didn’t and how to do things
better the next time.




Dear Parents:

We'll be having our Walkathon on Tuesday, November 1. You are
invited to corne watch, cheer, or even walk if you'd like to. We also need
lots of volunteers to help out. If you'd like to volunteer, plesse return
this sheet to school. We've listed the schedule below to help you plan

your visit.

9:00 AM.— 9:30 AM.:
9:45 AM.—10:15 AM.:
10:30 A.M.—11:00 AM.:
11:00 AM—11:30 AM.:
1:00 p.M.— 1:30 pM.:
1:45 pav— 2:15 P

If you have any questions, please call

The Waikathon Cormnrnittee
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Lincoln School Walkathon

Dear Students, Parents, and Friends:

The Lincoln School Second Annual Walkathon will be held on Tuesday,
November 1. We will follow the same format as last year. Here is &
review of the timetable of events.

First, the children will be given pledge sheets and asked to gather
names of sponsors (people who will pledge so much money for each
time the child walks a lap around a predetermined schcol path).
Children are asked 10 get names of close friends, neighbors, and
relatives and are not encouraged to go door-to-door o obtain pledges.

With the ccoperation and assistance of the classroom teachers and
administrators, each class will be allowed thirty minutes to walk. We
believe this Is an excellent opportunity for the students to be directly
involved in raising funds for their own benefit. Also, there is no
middleman involved. All profits will go directly to the school and,
therefore, the students! Your participation and support of this
endeavor is most important, because it means that we all want the
same thing for our children. The very best education posstblelit

On , your child will be bringing home his/her pledge sheet.
These pledge sheets must be returned by —, in order for your
child to participate (your signature is required), and so that the
paperwork involved can be completed.

The Walkathon will be held on Tuesday, November 1 as stated. Rain
datets — . Your child should wear comfortable sneakers.

By , the children’s pledge sheets will be returned to them, with
confirmation of laps completed. All pledges must be returned to the
schoolby — .

Thank you in advance for your cooperation.

The Walkathon Committee




(OINYCH

Lincoln School Walkathon
Dear Teachers:

It is time for our Second Annual Walkathon. Money raised by the
Walkathon will help to fund various activities that the PTA already
sponsors, such as cultural arts and school improvements. Money will
also be used to fill the gaps caused by cuts to the budget.

We cannot have a successful Walkathon without your help. On the day
of the Walkathon, we ask that you take care of logging your children’s
laps. You will be provided with & log sheet that has the children’s
names and a space for the laps as they are completed.

It would be most helpful if you could talk about the Walkathon in class
when the pledge sheets first come out. The Walkathon can be used to
generate school spirit, and as a tool to incorporate age-appropriate
math-related exercises Into & total school experience.

Thank you for your help. Further instructions will be forthcoming.

The Walkathon Committee




Dear Students and Parents:

Attached you will find your pledge sheets for our Second Annual
Walkathon. It is time to start gathering pledges to help our school be
the best it can be! We resally expect every student 1o participate. WE
NEED YOUR SUPPORT#!

Remember, you should not go dcor-to-door to solicit pledges. Ask only
close friends, neighbors, and relatives to pledge. Don't forget to thank
everyone who pledges their support!! If people don’t wish to make a
pledge, they may make a donation in any amount, which will be
collected at this time. A donation will be greatly appreciated.

Also, attached is a sponser information sheet that ALL PLEDGERS
should read. Make sure they realize that last year an sverage
kindergartner walked six iaps of the path in thirty minutes and that g
pledge of $3 per lap for & student that age would cost $18. Also last
year, an average third-grader walked eight laps in thirty minutes, so &
pledge of $3 per lap would cost $24. They may wish to pledge a lesser
ameunt. Make sure when your children are getting their pledges that
they let the sponscr read the information sheet.

Below is a timetable that you can cut out and post (perhaps on the
refrigerator) s¢ you can remember all the important dates regarding
the Walkathon.

Pledge sheets g0 home with studentson .
All pledge sheets MUST be returned by
WAILLKATHON is on Tuesday, November 111!

Raln date for Walkathon: is

All rmonies MUST be returned to school by

Let's do our best to make this a successful Walkathonli!

Thanks for your support!
The Walkathon Committee




LUNACH

STUDENTS

ARE YOU READY?
WHAT DO I DO?

Visit your friends, neighbors, and relatives with your sponsor sheet.

WHY AM I DOING THIS?

You are earning money for your school for fine arts programs, field
trips, supplemental enrichment equipment, and suppiies.

WHAT IS A SPONSOR?

Any friend, neighbor, or relative who signs your sponsor sheet o
support this activity.

WHAT IS A PLEDGE?

Money promised in return for laps completed.

HOW DO I GET PLEDGES?

Ask veur sponsor Y he or she weuld like o pledge ten cents, twenty-
five cents, fifty cents per lap you complete. Scme may want to make a
contribution independent of laps. Have them fill in the spaces provided
on your sponsor sheet, and let them xnow you will cellect the money
after you have completed your laps.

HOW MANY LAPS CAN I RUN?

You may run up L twenty five laps.
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Lincoln School Walkathon
Sponsor Information

Dear Sponsor:

The students of Lincoln School are trying to raise money to
supplement field trips, in-school cultural events, equipment, and other
necessities. We are having our Second Annual Walkathon during
school hours on Tuesday, November 1.

We are asking for your help! Each student will have thirty minutes to
walk laps around our school path. An average Kindergartner can
probably walk around the path six times in thirty minutes. An average
third-grader can walk around the path eight times. Could you pledge
an amount per lap to help us out? Any amount will be most
appreciated. Below are some examples of pledges:

50¢ perlap X 6laps = $3 (X 8laps = §4)
$1 perlap X Blaps = $6 (X 8laps = $8)
$2 perlap X 6laps = $12 (X 8laps = $16)
$3 perlap X Blaps = $18 (X 8laps = $24)

Please note that last year third-graders walked anywhere from four to
eleven laps in their thirty minutes. Fifth-graders walked anywhere
from eight to eleven laps in their allotted time. These are about the
best guidelines we ~an give as there is a great variation due to the
‘ndividual child’s stamina. Please pledge according to your child’s
ability. .

If you do not wish to make a pledge, a donation in any amount will be
greatly appreciated.

We thank you in advance for your support of this project.

Sincerely,
The Walkathon Committee

SAMPLE REMINDER NOTICE

Dear Parents:

Just a reminder that all Walkathon pledge sheets MUST be in by
. Your child will NOT be able tc walk without YOUR SIGNATURE
on the pledge sheet. Please help us to make this a successful project.

Thank you,
The Walkathen Committee
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LINCOLN SCHOOL WALKATHON
Pledge Sheet

PURPOSE: The proceeds from this Walkathon will benefit our fine-arts pro-
grams, field trips, and supplemental enrichment equipment and supplies.
Pledge Contri- Amount  Amount
ver Lagor bution Sponscr’s Name Ahddress Phone No. Due Paid

(Pledge x Laps)

LN PRGIUOU [N [ D R T ST LR TR PSR ..--r---

Student ‘s Name
Total

Parent's
Signature

My child may participate in the Walkathon on Tuesday,
November 1 (rain date of ).

MAXIMUM NUMBER OF LAPS IS 25. DO NOT REMOVE
PERFORATED EDGES!

46
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ear Velunteers:

1o Fneh stadent will wear onohis o her baeg a stiexer celer ecded by
class, The vebuinteer will imake a tally marx for each l'tp cetnipleted and
s the end e the event put the stieser on the stadent’s pledge sheet,
The velinteer will hand each stident a tiekat redevinable for
refreshinents. \‘/ vare hoepingt o0 tae Lo three parents per elass 1o help
with this,

b need cne parent L Usprits” het ads with eoet water,
moowal neod cnie paront totadly the pledge shees se they g0 heme

with the stiidents thra day,

4. Wewd need tae pavents e stand ol your elassroeny’s refreshment

tabie td disteibate pefveshimenns,

Woowshh hove o briet parents” meeting 1 the morningg of the Walsathen

Taesdiy, Noavember D fitteen minestes price U eaeh work sl

The shifts will be s follows:
A NINDERGAL
s KINDERGAR
GHRADES J-G-—1;

TEN— TG 2.
TiON & GRADES | -8—1245

NISEI

el sl wiil st approximutely an hur and o halfl

Ty hinve any guaestions, you ney call either

Sohcerely,
The Walkathen O
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Dear Teachers:

The PTA wishes t0 express our thanxs te all of you fer all the supporr,
ccoperation, and help you have given us for cur Walkathon. We never
could have done it without you.

Attached you will find the pledge sheets and cover letters for all the
walkers who have monies 1o be collected. Please send these home
loday. The children are tc return all money and pledge sheets by

. Pi1ease send theseto —____ as they come in.

Thanx you again for your suppert.

The Walkathon Cemmittee

T the Parents and Walkathen Spenscrs of

Attached you will find your Walkathen pledge sheet with the number
of laps completed and the total 1o be collecied filled in. The total 1o be
ctllecied has been either written in red cr circied in red. After the
meney (s collected. indicate the amaount collecied in the “Teotal
Collected” eolumn. It is now up to the walkers t¢ ccllect their pledges.

All menies must be returned te schicol WITH YOUR PLEDGE SHEET
bv . Please put mcney and pledge sheet in an envelope
marxed with the chid's name and hcmercem teacher. Cash cr
checxs are acceptable. Please maxke checxs payvable tc the Linecln
Scheal PTA. '

vnee again, thanxg you all fer your support in maxing thie Walkathon a
success.

The Walkathen Comimttiee
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Dear Teacher:

Attached ycu will find three Walkathon envelopes with your name on
each of them. Please use these envelopes for collected Walkathon

money. Use cne per day, every day that money comes in. These
envelopes will be returned to you for reuse.

Please send the envelopes to ——____'s office daily.

Thank you,
The Walkathon Committee

Walkxathon Reminder to Students

PPlease don't forget te turn in your pledge sheet with your Walkathorn
msney. All meney is due by

Thank ycu.
The Walkathon Committee




Dear Students, Parents, and Walkathon Sponsors:

Our Second Annual Walkathon was another great success. We would
like to thank all those who participated in this event. The children
were wonderfully enthusiastic and encouraged each other on to walk
additional laps. The teachers gave total cooperation to this project, and
we couldn’t have done it without their help. Our principal, ,
gets a, big thank-you for coordinating all the classes to start and stop
on time. A special thanks also goes to all the parents who helped out
during the Walkathon. And we can't forget all the sponsors, who were
exceedingly generous in their donations. Thank you, one and all.

We are very pleased to announce that the Walkathon has collected just
over $4,500 to date. This money will be used to enhance the
educational experience of our students in various ways.

A number of pledges have not come in yet. Please turn them in as
soon as possible.

At the last PTA meeting, approval was given to the following spending
requests:

. Purchase of & VCR for the library.
. Purchase of & number of library books requested by the library.
3. Purchase of materials for & “Big Book" project for the

kindergartens.

. $50.00 for each classroom teacher for the children to determine
what the class would like to purchase for their efforts.

. $500.00 to be added to the existing Lincoln School Scholarship fund
for Lincoln students in need of financial assistance.

Other spending requests that were tabled for the fall were purchase of
carpeting for the kindergartien classes and purchase of a copy
machine for the school.

Again, we would like to thank all of you for making our Walkathon the

huge success that it was. We are looking forward to doing it again next
year.

Sincerely,
The Walkathori Commitiee




CHAPTER TWO

ACADEMIC
MARATHONS:
KNOWLEDGE-A-
THONS, READATHONS,

MATHATHONS, AND
SPELLATHONS

IF A WALKATHON IS EASY, AN ACADEMIC MARATHON IS EVEN
casier—you don’t even have to set up the track, count the laps
the children walk, or serve juice. At the same time, you're
encouraging the children to learn!

Last year, an elementary school hosted a spellathon; teach-
crs gave their pupils spelling tests, and donors pledged a certain
amount for cach correct answer. This year the school is plan-
ning to have a mathathon, doing the same thing with math
tests preparcd by the teachers at each grade level.

“Once you get a mathathon or spellathon going, and it’s
well organized, very often it can provide all of the funding you
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Academic Marathons 25
need for one year and eliminate the need for a half~-dozen other

fund-raisers, which drive the parents crazy!” says Barb Daugh-
erty, a PTA president in Redlands, California.

KNOWLEDGE-A-THON

A Pennsylvania elementary school hosts a knowledge-a~thon
every year. Children at each grade level are given 100 age-
appropriate facts and two months to learn them, after which
they’re quizzed by a teacher or parent. They ask sponsors to
pledge to donate so much for each fact learned or to make a flat
donation. Students are rewarded with T-shirts, sports bags,
sweatshirts, or backpacks, depending on the amount of money
they collect from sponsors. Those getting all 100 questions
correct have their names displayed on a plaque at school and are
invited to a dinner prepared by teachers and staff.

See the forms following p. 26 for samples of the facts that
first- and fifth-graders were asked to learn one year, the pledge
sheet that the school uses, and instructions given to the parent
volunteers who test the children.

READATHON

A readathon raises as much as $5,000 per year at an eleven
hundred student magnet school in St. Paul, Minnesota. The
readathon is successful not only in raising funds for the school
library and reading program but also in generating enthusiasm
for reading. Students get sponsors who pledge to pay a speci-
fied amount for each book (or chapter of a book) that the
students read or have read to them in February.

The month of February revolves around reading. The PTO
hosts its book fair late in the month. All sorts of people are
invited to come to the school and read to the children: parents,
grandparents, local politicians, school board members, au-
thors, and school personnel not usually seen reading (janitors,
secretaries, cafeteria workers, and the principal). In the exam-
ples following p. 26 you’ll find copies of the invitations sent to
family members and others asking them to come in and read
aloud.
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RAISING FUNDS FOR YOUR CHILD'S SCHOOL

The school has a diverse student body—40 percent minor-
ity—drawn from all over St. Paul. Middle-income parents
sponsor those students who don’t have other sponsors so that
all children can participate. Because February is Black History
Month, books by black authors or about black history count
double.

The classes that read the most books get prizes—popcorn
parties or plaques and money. Each student who participates
gets a bookmark, and the student in each grade who reads the
most gets $5 worth of tickets for the spring carnival.

The first year the school hosted a readathon, 70 percent of
classes participated, and they raised $3,000. The second year,
80 percent of classes helped to earn $4,000, and the third year,
all classes participated, and they raised $5,000. The only ex-
penses each year are $20 for plaques for the two classes that
read the most books, between $200 and $300 for printing, and
the cost of forty bags of popcorn!

A letter sent home to parents with information on the
readathon appears among the samples that follow this page. In
addition, the PTO sent out suggested reading lists.

PLANNING AND PREPARATION

Planning and preparing for an academic marathon is simple
and straightforward. Refer to *‘Step-by-Step Planning and
Preparation” in Chapter 1 (pp. 7-12) and the letters and forms
following this page, and you’re all set to begin!

ok
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First-Grade Knowledge-a-thon

1. What three colors appear on the American flag? RED, WHITE, BLUK
. What was the name of astronaut Commander Thout's space flight?

ATLANTIS

. How many planets are in our solar system? NINE ()
. What is the name of the imaginary line thay divides the earth intc

twe equal parts beiween the North and the South? EQUATOR

. Name the three main parts of a plant. ROOT, STEM, LEAVES
. What name is given to the answer in an addition problem? sum
. What name is given to the answer in & subtraction probiem?

IFFERENCE

. Who invented the light bulb? THOMAS EDISON
. Name two wind instrumerits. OBOE, CLARINET, SAXOPHONE, FLUTE,

BASSOON

. How many notes are in an octave? EIGHT (8)

. Which president is pictured on a nickel? THOMAS JEFFERSON

. What was John Chaprnan’s nickname? JOHNNY APPLESEED

. Name two () things that all iving things need. WATER, AIR, LIGHT,

FOOD

. Name two (2) states that touch Pennsylvania. NEw YORK, OHIO, NEW

JERIEY, DELAWARE, MARYLAND, WEST VIRGINIA

. How many legs do spiders have? KIGHT (8)

Jow many body segments does an insect have? THREE (3)

. Who was the first. president to ride on a railroad train? ANDREW

JACKSON

. We have lungs. What does a fish have? GILLS
. Whay Is the narne of our largest state? ALASKA
. What fammous invertor tied a key to the end of & kite? BENJAMIN

FRANKLIN

. What do you call a persort who WTites music? COMPOSER
2. What is a butterfly before it is a butlerfly? CATERFILLAR




Fifth-Grade Knowledge-a-thon

. Our nation’s capital is located on the banks of this river. POTOMAC
RIVER
. What is the “City of Brotherly Love”? PHILADELPHIA

. Name the origiriel thirteen colonies. MASSACHUSETTS, RHODE
[SLAND, NEW JERSEY, PENNSYLVANIA, CONNECTICUT, NEW
YORK, DELAWARE, MARYLAND, VIRGINIA, NEW HAMPSHIRE,
NORTH CAROLINA, SOUTH CAROLINA, and GEORGIA

. Who wrote “The Star-Spangled Banner”? FRANCIS SCOTT KEY

. Who was the only president from Pennsylvania? JAMES
BUCHANAN ’

. Who wrote the Declaration of Independence? THOMAS
JEFFERSON

. Name the three branches of the U.S. government. EXECUTIVE,
LEGISLATIVE, JUDICIAL

. Name the Great Lakes. ERIE, SUPERIOR, HURON, ONTARIO,
MICHIGAN

. What professional baseball player hit the most home runs? HANK
AARON

. Who invented the telephone? ALEXANDER GRAHAM BELL

11. Who was the first person to walk on the moon? NEIL ARMSTRONG

. Where is the rainiest spot In the forty-eight contiguous states?
MOUNT OLYMPUS IN THE STATE OF WASHINGTON

. What devastating storm has a funnel-shaped cloud? TORNADO

. What type of fencing ended the open range of the American West?
BARBED WIRE

. By what name are the northernmost native Americans known?
ESKIMOS or INUITS

. The geographic center of North America. is located in which state?
NORTH DAKOTA

. The Sucz Canal connects what two bodies of water?
MEDITERRANEAN SEA and RED SEA

. In which two hemispheres i1s the United States located?
NORTHERN and WESTERN

. What is the longest river in the world? NILE
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Knowledge-a-thon Pledge Sheet

Sponsor’s Name

Pledge Per
Question

No. of
Questions
Answered

Total
Donation

Student

Tl questions answered correctly

Total amount entlected
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Knowledge-a-thon Testing Guidelines

1. On memorization pieces, students may miss & word or two in
selections and still be given credit.

20

Be flexible, not rigid, In accepting answers. E.g., Franklin for Ben
Frankiin.

2 R R

3. Don't give clues or hints.

4. If student can’t remember an answer, only go back and give the
question again if the student has a chance of getting 100 out of
100.

SERTAIEIRAETS

5. Student will generally either know or not know the answer. Keep
moving right along.

6. Record the names of the students you tested and turn them in to
office. (This will help if any questions arise.)

A TTEVERIAORN R (AL SR8 Ry

2

D e R S

7. Record student scores on the half-sheet and give it to student.

8. Thanks for your help. (If you have any suggestions for next year's
testing, please let us know.)

Q
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Dear Mom, Dad, Relative, Guardian, or Friend:

WHAT: Will you please read aloud in my
classroom?

WHERE: Room

WHY : We can all enjoy listening together,
and our class can write on our
Readathon sheets that you read to us
and with us. The more reading we HEAR
and DO in February, the more $ we
raise for our school library and read-
ing program. We also read for the fun
of it.

WHEN: Throughout the month of February. The
ideal time time for you to read in our

homeroom is between and (time)
on {(day of the week).
My teacher wants to know the best time
for YOU!

HOW: Send my teacher, ,
a note, or phone and leave a message

telling her/him YOUR favorite time to read
in class. Read for five minutes or longer.
My teacher will let you know when and how
long you get to read in our room.

READ! How about reading us a chapter?! a poem?! a
comic strip, tongue-twister, joke, or limer-
ick?! a bit of a book liked by you or your
family?! We'll be positive listeners!

Sincerely,

Parent Teacher Organization (PTO)

P.S. You can read in my room even if I don't have
"sponsors" or any books read. The Readathon is over
at the end of February. ACT QUICKLY!

ERIC
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Dear Friends of Reading:

The Parent-Teacher Organization of — Elemnentary School is
sponsoring a Readathon during the month of February. The purpose
of the Readathon is twofold. First we would like to encourage our
children to become more involved with books. We want them to be
exposed to © wide variety of literature and print material. We would like
them to experience both reading to themselves and being read to by
others. The second purpose of the Readathon is to raise money for the
school.

We would like 1o invite you to come to school as a guest reader. We have
found that guest readers add to the excitement of the program. They
also show our children that reading is important to everybody!

You can velunteer to read in one classroom for ten minutes, or you can
voluriteer to read in several classrooms. You can bring your favorite
story, or we can provide you with some material. Please call

the school librarian, at . She will arrange a time for you 1o
share some magical moments with our children.

Sincerely,
Parent-Teacher Organization (PTO)

PS. I you know of anyone else who is interested in helping out, please
puss a copy of this letter Lo him or her.

Q
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LINCOLN SCHOOL
READATHON

Student Teacher

Dear Sponsor,
The Lincoln School Readathon will add books to our school library and reading program.
It raises money and also encourages students to read! No. of Books = books, poetry,
tmagazine and newspaper articles read or heard by students at home or at school. It's Black
History Month, so any reading by black authors or related to black history or culture
counts double. Thank you for your pledge per-title-read or your donation.

Parent Teacher Organization (PTO)

Name of Sponsor Pledge or Contribution No. of $Owed Date
per Book Books Read Collected

V0NN DN

Examples

Jane Doe 50 cents RV 10
John Smith .

2
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N g.
113

March 1
March 2
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Please gna)lke checks payable to LINCOLN SCHOOL PTO. (Prefer no cash, but will
accept it.

Books * Stories « Magazines « Newspapers « Poems I read, or were read to me.

3
&

No.of Pages Title No.of Pages

8.

9.
10
11,
12
13.
14.

N R

Total Pages

Add another sheet if you get more sponsors or read more books.
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. . . a reminder to read

Dear Parents and Guardians:

Please help our kids with sponsors and with reading by the
end of February!

e Help get sponsors or contributions of money. Check at work, with
friends, etc. If parents focus on the fund-raising, students can focus
on the fun of reading.

Encourage reading at home every spare minute through the end of
February!

Encourage writing down the pages and titles read (or heard).
Schedule a time and read aloud for ten minutes in your child's
classroom.

February is Black History month, so books by black authors or
about black history count double!

PS. When you're at conferences in February, visit the Bock ¥air near
the cafeteria. Excellent multicultural books will be available this year!
PTO’s major fund-raisers are the Book Fair, Spring Fling, and
Readathon. Your support of these three events is appreciated. Read
aloud to each other, read silently, read side-by-side,
READ!

Parent-Teacher Organization (PTO)




CHAPTER THREE

BOOK FAIRS

IMAGINE AN EVENT THAT RAISES THOUSANDS OF DOLLARS, GIVES
parents and children the opportunity to enjoy books together,
and shows kids that reading can really be fun! Organizing a
super book fair takes a lot of work, but it can pay off in more
ways than one. Follow the guidelines in this chapter and your
book fair is sure to be an event the whole school will look
forward to, year after year.

CHOOSING A BOOK SUPPLIER: SHOULD YOU WORK WITH A BIG
COMPANY OR A SMALLER ONE?

* Several large companies are in the exclusive business of doing
book fairs. (See the list on p. 51.) There are quite a few
advantages to working with a large company, and if this is
your first experience running a book fair, it is the simplest way
to get started.

You’ll make a high profit margin
The company will do a lot of the work for you

The company will send you posters and “how-to”’ infor-

mation (at least one company even sends an instruction
video)

Typically, when you work with one of these companies,
your school retains cash profit of a percentage of sales revenue,
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36 RAISING FUNDS FOR ‘fOUR CHILD'S SCHOOL

ranging from 30 to 50 percent, depending on volume. In
addition, the school keeps a certain dollar amount of the unsold
stock at the end of the book fair, and it earns bonus points that
can be redeemed for books and equipment. There is often
room to negotiate the percentage of cash profit or the number
of free books.

The large companies make life easy for you by delivering
the books on rolling bookcases, color coded by appropriate age
group. All you have to do is open up the bookcases and start
selling. They select the books for you, and you don’t even have
to do an inventory.

The downside of working with big companies is that you
can’t select the titles you want. If they offer hardcover titles,
the selection is usually quite limited. Often the selection of
paperback books includes some classics, such as Charlotte’s Web,
along with a heavy dose of popular titles, such as the “Baby-
sitters’ Club” series and Nintendo strategy guides.

The Pros and Cons of Smaller Companies

If you want to offer a nice selection of hardcover books; books
on parenting; foreign-language, science, or holiday books;
books on any particular specialty topic or reading list; or
computer software, you’ll want to work with a smaller com-
pany or perhaps a local bookstore. They’ll be willing to cater
to your needs but will give you a smaller profit margin, usually
around 20 percent of your revenue. The smaller companies
deliver or have you pick up books in boxes, which you then
display on tables.

When selecting a small company, find out whether it
requires you to purchase books outright or whether it will let
you sell on consignment and return what doesn’t sell. Find out
whether the company allows you to reorder books and how
long it would take to get them.

Some schools decide to hold their book fair at a local
bookstore. Parents are asked to shop at the store during onc
day or evening. (Sometimes the store is closed to the public
during this time.) The school gets to keep 10 or 20 percent of
the proceeds of any purchases that parents make then.
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Book Fairs

MULTIPLE SUPPLIERS

If you want the best of both worlds and don’t mind doing a lot
of extra bookkeeping, you can deal with multiple suppliers.
Some of the smaller companies do beginning and ending
inventories for you, and bill you for what you’ve sold, less the
share you get to keep. Some small companies require the PTA
“to take inventories. The largest companies do not require you
to inventory their books but simply to keep track of the dollar
amount of your sales. This procedure is straightforward if you
are selling only their books but can otherwise become compli-
cated. (Detailed information on keeping track with multiple
suppliers is provided on pp. 51-52.)

TIMING AND SCHEDULING

What’s the Best Time of Year?

The most profitable book fairs are held in late fall, timed to
coincide with other activities that draw parents to the school.
Holding your book fair in November and offering both hard-
cover and softcover titles can double your potential profit, since
you’re giving parents the chance to buy great books as holiday
gifts.

National Children’s Book Week is in mid-November.
Many schools schedule their book fairs then, sometimes in
conjunction with a visit from an author of children’s books.

Some schools hold book fairs in the spring, often as a
second fair. This timing presents an excellent opportunity for
teachers to draw up summer reading lists of books that are then
stocked at the book fair.

Should You Hold an Off-Season Book Fair?

Some book fair companies offer inducements to hold book
fairs in the winter or very early fall. Typically they might offer
an extra 5 percent of revenue for off-season book fairs. That
sounds attractive until you realize that parents will not buy
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many books in January, nor do they give their children much
money to spend at that time of year. Your profit will be much
higher in November than January as long as you sell at least 5
percent more books, as you most surely will.

Hours of Operation

If you choose to have your book fair during the week, plan to
have it open half an hour before school opens and close half an
hour after school lets out. Parents who drop off and pick up
their children will stop by then, and a surprising number of
children will need to shop at those times, even if their classes
visited the fair during normal school hours. (Some children
who were absent or forgot to bring their money when their
classes visited the fair will come on their own later in the week.)

In addition, it’s essential to be open at least one evening
for the convenience of working parents. If staffing the fair
during the entire school day proves difficult, you can close for
an hour or two at lunchtime.

Getting the Kids There

Most schools schedule their book fairs during the week and
bring classes of students through twice—a first trip to draw up
wish lists to take home to Mom and Dad for approval, and
then a return trip to make the actual purchases.

Other schools bring each class through just once. They
send home an order form prior to the book fair, with the
children then visiting the fair to make purchases from their
lists, or they ask that children bring a small amount of money
to school (83 or $5) on a certain day and allow them to make
their own selections.

Of course, cither of these approaches takes time away from
classroom study and can hurt those students who don’t have
money to buy books. Most schools justify the practice by
arguing that a visit to 2 book fair can foster an interest in
reading, that the time involved is minimal, and that the funds
go to a good cause.

In one school, the PTA appropriates funds to the school
social worker so that she can give $5 in spending money to
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each of the poorest children. A New Jersey school distributes a
pack of four books to each teacher to be given out as she sees
fit. Another school instructs teachers to identify and escort
these children through the book fair, again at PTA expense.
Susie Blecker, chairwoman of a New York book fair, says, “It
made me feel wonderful to see these children’s faces light up as
they made their selections.”

If you decide against having children visit the book fair
during school hours, you can still hold your book fair during
the week, making sure to have extensive after-school hours, or
you can conduct your fair over the weekend. Local authors are
sometimes willing to visit a weekend book fair to autograph
their books.

Getting the Parents There

Most parents will not pay a special visit to a school book fair
but will stop by if they happen to be at school for another
reason. (By the way, your best customers will be your parent
volunteers!) You can plan your book fair to coincide with a
holiday concert, parent-teacher conference, Election Day, or an
evening program or spaghetti dinner. If you sponsor an evening

program or dinner, keep the book fair open for an hour or so
afterward.

THEMES AND CONTESTS

You might consider a theme for the book fair. One school
chose as its theme ““Reading Is Magic,” the title of the show
performed by a magician on family night. Decorating accord-
ing to this theme is easy, and you could sponsor a reading
contest around it. For the month before the book fair, each
time a child read a book, he or she would complete an entry
form and drop it into a black hat in the school’s lobby. During
the fair, someone could pull ten names from the hat, with each
winner receiving a $5 gift certificate to the book fair. You can
sponsor a poster contest if you’d like. Prizes can be $5 gift
certificates to the book fair. (These really cost you less than $5
each out of pocket.)
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BOOK FAIR BOMUSES

Even Better Than an Apple—the Teacher Registry

If your school permits giving gifts to teachers (check with the
administration first), you can set up a “Teacher Registry”—
which works like a bridal registry. Ask each teacher to preview
the book fair and fill out a form listing the books he would like
to add to his classroom library corner. Parents then consult the
lists and select books to give at holiday time oz, in the case of a
spring book fair, at the end of the year. As parents purchase
books, they simply cross those titles from the lists.

Most teachers are delighted with these gifts, and parents
appreciate being spared some difficult shopping!

Selection of Additional Books

When working with the largest book fair companies, at the
conclusion of the fair you are entitled to select and keep some
of the unsold books, typically equivalent to 20 percent of the
dollar amount of books that you sold (usually up to a maxi-
mum dollar amount). Some schools choose to take all their
profit in books, forgoing any cash profit. Making these selec-
tions can be a mammoth undertaking, and it needs to be done
just when you’re exhausted and facing the job of cleaning up
after the book fair. So it pays to formulate a plan in advance.

You can delegate the entire task to the school librarian or
reading specialist, although since the books are generally paper-
backs they might not be best suited for the library. Alterna-
tively, you can distribute the books among all the classrooms,
perhaps giving new teachers the most. Ask the teachers for
guidance by having them draw up lists of books that they’d
like.

Gifts to the School Library

You might also set up a system whereby parents can donate
books to the school library. Have your librarian draw up a wish
list. When parents visit the book fair and purchase books for
the library, cross those titles from the list. Mark these books
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with bookplates containing the name of the donor, using the
child’s name: “This book has been donated to the library by
Jennifer Smith.”” When Jennifer goes to the school library, she’ll
be able to look up the book and see her name in print!

PILFERAGE

When you return the unsold inventory to the company, it is
your responsibility to pay for any missing books. That means
that any lost books eat into your profit. But lost books are not
necessarily stolen on purpose. As one New Jersey book fair
chair says: “Kids walk off with things because they want to
have them and may not realize that they must be paid for. This
may be the first independent shopping experience for some of
these kids.”

A few simple precautions can guard against losses. The
rolling bookcases can generally be locked after hours. Make
sure that everything else is in a room that can be locked. You
can use old sheets to cover items on tables. During the fair,
position the cashiers at the door. You can stamp and bag each
book that’s been paid for, and ask children who’ve made their
purchases to stand in a group at the door.

STEP-BY-STEP PLANNING AND PREPARATION

Stage One (Six Months Before)

THE COMMITTEE

The chair of the book fair, herself nominated by the person in
charge of fund-raising for the PTA, should form the book fair
committec by finding volunteers to fill the following positions:

liaison with school personnel
liaison with book supplier(s)
finance chair

volunteer coordinator
evening program chair
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publicity chair
chair of setup, cleanup, and decorations

Hold a preliminary meeting of the committee to spell out
responsibilities and make overall organizational decisions, such
as when and where (gym, cafeteria, auditorium, or library) to
have the book fair, what supplier(s) to use, what hours to
operate the book fair, whether to have a theme and/or contest
as part of the book fair (and if so, what it will be), and what
performer to use for the evening program if you choose to have
one.

LIAISON WITH SCHOOL PERSONNEL

Clear the chosen place and dates with your school principal and
librarian.

LiA1sON wiTH BOOK SUPPLIER(S)
Book the supplier(s). Negotiate dates and terms.
EvVENING PrROGRAM CEAIR

Talk to PTA members at nearby schools to get names of
performers, and preview performers if the district PTA hosts a
preview day. Book the performer, and ask him or her for any
brochures or posters that you could use for publicity.

Stage Two (One to Four Weeks Before)

Have «aother meeting of the entire committee about a month
before the fair to bring everyone up to date and to work out
any problems that may have arisen. At this point each chair
should do the following:

L1AISON WITH SCHOOL PERSONNEL
Meet with the principal and/or custodial staff to:

reiterate dates and place
request custodial help and equipment (tables, chairs, mi-
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crophones, adding n1ach§nes, showcase or bulletin board
space)

Touch base with the librarian to coordinate efforts. Ask
the librarian or art teacher to have students make posters
publicizing the upcoming book fair. If you’'ll be having a poster
contest, start it now.

About two weeks before the book fair, send a memo to
teachers to let them know that the fair is coming up, and ask
them to choose time slots for their classes. A sample letter
appears at the end of the chapter. (In some schools, the princi-
pal does the scheduling.) Ask teachers not to hand out book
orders for the few weeks prior to the book fair. Often books
sold at the book fair are less expensive when purchased through
book orders, and parents become irritated at paying more at
the book fair. Post sign-up sheets on a bulletin board or in the
main office. If you plan to have two classes visiting the book
fair at a time, you might want to indicate on the sign-up sheeis
that there be one class of younger children and one of older
children in each time slot. About a week before the fair, check
the sign-up sheets to make sure that all teachers are accounted
for. Make a copy of the schedule, and keep one copy in the
office and the other at the book fair (so the volunteer coordi-
nator can check off classes as they arrive).

LiaisoN witd Book SUPPLIER(S)

About a month before the fair, reconfirm arrangements as to
dates, terms, and delivery of books. Select books if working
with a small company.

FINANCE CHAIR

Decide how many cashboxes you'll use at the fair. You should
have at least one person taking money for each class touring the
fair at a given time. For instance, if two classes of twenty-five
students will be making purchases together, you should have at
least two volunteers taking money. If you expect a big crowd
at family night, you could have three tables set up with two
cashboxes at each table.
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Make sure you know how to make deposits at the bank,
and get the necessary deposit slips and the signature stamp for
depositing checks. Alert the PTA treasurer that she’ll need to
write a check to the supplier after the book fair.

If you plan to allow students to order books that have sold
out, formulate a plan to do so. Require that all orders be
prepaid, and make sure that you have receipts to give people
who’ve placed orders, as well as a master form on which you’ll
note orders for your own records. (You should buy receipts
with carbons or duplicate forms at an office supply store. That
way, you’ll have a copy of the receipts you’ve given students
and thus be able to check the individual orders against your
master form.) On your form, you’ll need to list the student’s
name, phone number, teacher, and what’s been ordered. You’ll
also need brightly colored removable stickers to put on the last
copy of each title, so that when someone tries to buy one of
these books you’ll know that it’s the last and that you need to
take an order for it rather than sell it.

Checklist for supplies:

metal cashbox with lock

start-up change of at least $30 in one-dollar bills and rolls
of change

printing calculator or adding machine
bags

sales tax chart if needed

garbage can

paper clips

scrap paper

rubber bands, stapler, and tape
decorative stamp to mark books as paid

brightly colored stickers to put on last copy of each title if
you allow reorders

receipts for back orders
master reorder form

thirty sharpened pencils and pencil holder
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PusLicity CHAIR

Send a note home to parents to announce the book fair. Give
dates, and ask for volunteers to work during the fair. The vol-
unteer coordinator and you can compose the memo together
so that it includes a calendar of available time slots. Parents can
simply fill in their names in the preferred time slots and return
their forms to the PTA mailbox. Schools that schedule the time
slots for classes early are able to let parents know when their
children will be visiting the fair so parents can volunteer to be
there when their own children are shopping.

Write a press release (a sample is provided at the end of the
chapter), and mail it to local newspapers two weeks prior to the
book fair. (Check with your principal first, since school policy
sometimes prohibits inviting outsiders to school.)

VOLUNTEER COORDINATOR

Co through whatever lists of volunteers you’ve accumulated
through PTA meetings and other sign-up sheets. Make tele-
phone calls to arrange the schedule, and fill in slots as needed.
If two classes are going to visit the fair at a time, you’ll need
about six volunteers per shift, so schedule eight in case one or
two can’t make it at the last minute. Make sure that one person
from the book fair committee is at the fair at all times; appoint
someone in charge of each morning and afternoon of operation.
It’s exhausting for the book fair chair to be present every hour
the fair is open.

Draft a letter to the volunteers to be sent home a week
before the book fair. Start out by reconfirming their time slots:
“Thank you for volunteering to work at the book fair. We have
you scheduled to work on from to CIf
you cannot make this time, please call ____ .” Include in-
structions on the volunteers’ duties at the fair.

EvVENING ProGrAM CHAIR

Finalize arrangements with the performer, asking what equip-
ment she’ll need and sending her directions to the school.
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Cuailr oF SETup, CLEANUP, AND DECORATIONS

Let the volunteer coordinator know how many people will be
needed to help set up and clean up. Decide on a plan for what
to do with children if the work will need to be done before or
after school. You can hire baby-sitters, assign a parent the
responsibility of supervising the children, or simply ask that
parents make other arrangements for them. You’ll also need a
big sign or banner to post outside the school. If you have a
display case in the school entry hall, line up someone artistic to
decorate it about a week beforehand. Plan any extra decora-
tions—balloons, banners, flowers—that you will need for the
room in which the book fair will be held, and line up a
decorating crew.

Make the teacher registry book if you plan to have one.
Go to a local toy store or children’s bookstore, and ask for a
donation of bags (one for each student).

Checklist of supplies:

supplies for finance chair (see pp. 43 and 44)
school’s supplies (see p. 44)

volunteer name tags

volunteer and teacher schedules

balloons and other decorations

Stage Three (the Day Before)
L1AISON WITH SCHOOL PERSONNEL

Send teachers a second memo, reminding them of the times
that they’ve signed up to visit the fair and informing them of
the procedures to follow. (Be sure each child brings a pencil.
Ask teachers to register at the teacher registry, if you plan to
have one.)

L1a1soN wiTH BOOK SUPPLIER(S)

Pick up the books if you have to, and inventory them if
necessary. If anything is missing, contact the supplier immedi-
ately. The largest companies can usually deliver on a daily
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basis. One year a school working with a large company got its
books delivered on the Friday before the book fair. A volunteer
noticed that one of the roll