Instructions for Pre-Order Chairperson:
Have Food tickets, wristbands, game tickets and prize drawing tickets made up in advance.

Have a small sheet of paper to include in the take home packet that asks the parents to fill out the prize drawing ticket with student name and room number – and send that back to school – or bring it to the carnival and drop it in the tumbler.

It helps to have the game tickets separated into groups of $5 increments and $2.50 increments.

Separate the prize drawing tickets into groups of 6.

As Pre-Orders come in – fill orders and record the data on the spreadsheet or laptop. Send the original order form home with the parent so they can verify what they ordered was what they got.
Enter the spreadsheet data into Excel – this will allow us to have a heads up on food quantities needed as well as keep track of our expenses. If there are discrepancies – double check with the parent to make sure their order was filled properly.

Print the Excel spreadsheet out (alphabetized by last name) and keep at the ticket sales table the night of the event – this is an easy lookup help in case someone lost their tickets or the tickets were left at home in someone’s backpack.

Preorder flyers go out 3 to 4 weeks in advance. Start filling orders 3 weeks in advance. Make a schedule with helpers for filling orders. Let the Co-Treasurer know when a deposit is ready to be made 

Remind Treasurer to pull out $650.00 cash on carnival day to make change.
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