Instructions for Donations Chairperson:
First of all – these are “Door Prize” donations. We are not allowed to use the term RAFFLE.

Modify last year’s letter to reflect any changes for this year and print it on MPS letterhead. Have the PTO president sign it. 

Use last year’s list to create mailing labels and mail letters to section 1 in July. This year (2008) we are trying something new. We are mailing to all the business ahead of time and following up in person.
Have 4-5 volunteers help you get the donations. Split the list from last year up by area and assign the areas to different folks. Keep track of who has what!

Give the volunteers the instructions sheet for how to collect donations. (They can write their name & number on the sheet if they want the business to contact them directly.)
Keep the Flyers committee posted with a new donations list to put on the back of their flyers each week prior to the event. **FORWARD LIST WEEKLY TO COMMUNICATIONS CHAIR**
Advertising Poster: Keep an updated donations poster in hallway at school – it will be used at the door prize table at the event
Make sure all flyers and newsletters request monetary donations for attractions. * Remind Communications Chair *
The week before the event – meet with the committee members to get the prizes ready for the event. Put gift certificates in bright envelopes, group in baskets, etc., and mark on them what the prize was and who donated it. (Carrie does this her self)
Day of the carnival – make sure you have a white board, markers, stapler, and tape available. When the DJ calls the winners – write down on the white board who won – erase when they pick it up. Staple or tape the winning ticket to the prize.

Make sure the DJ thanks all the Cash donation sponsors and make sure you publicly thank the DJ for his services.

Call winners that don’t have classroom numbers listed on the ticket – deliver those that do to the classroom the following week.

Modify the Thank you letter and send it out within two weeks of the event. Try to include a PTO newsletter with the thank you letters.

