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Spiritwear Program Cheat Sheet
1. It is highly recommended that there is a designated group representative that handles the distribution and collection of order forms. This person will also work directly with Kidsport when placing/receiving the final order. 

2. Set the order form return date of no more than 2 weeks from when the forms are passed out. 

3. Send order forms via email if possible. The order form that Kidsport creates will be a PDF. You can also post on your website for people to access. 

4. Stress to people in your group that this is a fundraiser and important that they place pre-orders so that the overall order is accurate. 
5. Since there will be some people that don’t place orders but will want the items once they see everyone else wearing them, Kidsport HIGHLY RECCOMENDS that you order a few extra items in the most popular styles/sizes. Once the total order is placed, you will have 1 business day to make any order additions/subtractions. After that point no order changes are accepted.
a. If you order extras, Kidsport recommends that you sell the extra items for a few dollars more than what you charged on the order forms. This will encourage people to pre-order the next time you take orders.
6. The group rep will receive a three column pricing guide depending on quantity ordered. This will assist in determining the price that group members will pay for each item. 

a. Standard retail pricing (price that would be on the form) is:
i. T-shirts - $12 to $15

ii. Hooded Sweatshirts - $25 to $30

iii. Hats - $20 to $25

iv. Kidsport will supply retail pricing for all other items.

7. Checks can be payable to your group or to Kidsport. If checks are payable to your group, Kidsport requires 50% of the total order at order point and the remaining balance at order completion. If checks are payable to Kidsport, the checks are submitted to Kidsport along with the total order.  You will then receive a donation check made payable to your group for the difference between what you collected from your group and the actual invoice total. Kidsport allows 3 weeks for all checks to clear before issuing the donation check. 
