MOTHER APPRECIATION WEEK CHECKLIST
Takes place: After school the week leading up to mother’s day in main lobby(May 7-11). The point of doing it after school is so that they can buy it right before they go home to their mom and they won’t have to carry it around school all day.
Project Leaders: Nick Meyer, Heather Wilbur, and Gloria Amerson 
Date started to prepare: April 30th (must plan at least a week in advance because it takes a week to order and ship the carnations)

(This project only needs two or three people, can be figured out the week before, and does not require any separate or special meetings.)
Preparation:

1. Get the fundraiser approved by Ms. Griffen by filling out a fundraiser form describing the event and asking for what you need (ask Jannke for one).
2. Talk to Ms. Roy (the horticulture teacher) and ask if you can order 75 carnations (or however much you choose—they come in groups of 25) for the Monday before Mother’s day (the first day you will sell them).  Carnations run from $.40 to $.50 each.  Talk to her before school starts so she can place an order by the end of the day.  The carnations will arrive at the school before 1:30 on Monday and will be kept in the black refrigerator in the back of the horticulture room.  If for any reason the cooler is locked, the janitor will have a key for you if not Ms. Roy.
3. One person can buy about four packs of little Dove chocolates and six-seven packs of blank Mother’s Day cards.  (Get a variety of both but don’t get too fancy!)

4. Another person can be in charge of making flyers to advertise around the school and two big posters to put up on the table where you will sell them.  

5. Talk to one of the janitors and ask if they can set up a table for you at 2:00 pm every day that week in front of the big trophy cabinet in the main lobby.  You will also need two chairs (you only need two-three people to sell everything).

6. Put in a morning announcement form to advertise it (get a form from Jannke or the APO).  Announcements should be made the week before and during the week you sell the flowers.  Turn in this form early so that Ms. Bigley will have enough time to put it in the announcements.
During Fundraiser:

1. One of you needs to leave class at 1:50 pm every day fourth block so that you will have enough time to get everything set up.

2. Go to the main lobby and make sure there is a table there, if not just ask a janitor or move one from the cafeteria.

3. Get an empty cash box from Ms. Bigley in the office (keep in mind that you will need change, so bring some extra or talk to Jannke before you sell).

4. Go to the horticulture room (hopefully the carnations have arrived) and get the carnations from the black large refrigerator (they should be in the back of it).

5. Get out your cards, chocolates, and posters and set up your table.
6. At 2:15 someone else in your group should come to help you sell.  You are selling one card, two chocolates, and a carnation for $2. Be energetic and make people feel guilty so that they will buy! If they say they already bought their mom something, tell them “You should buy your mom something everyday!” or “This doesn’t have to be for your mom, it can be for your boyfriend/girlfriend!”
7. After you’re done selling (usually 2:35 or 2:40), you need to put everything back where you got it (with the exception of the table).  You can leave the chocolates and cards with Jannke to use for the next day.  Most of the sales are on Thursday and Friday so don’t worry if things are slow for the first three days.

After fundraiser is over:

1. Eat all remaining chocolate you didn’t sell

2. Write a thank you note to Ms. Roy
3. Take down flyers & posters 

4. Count money in cash box and the NHS treasurer will fill out a form and take the $

5. Fill out reimbursement forms and submit it so that you can get your money back for what you spent on cards and chocolate (Jannke pays for the carnations)

6. Return extra cards to Jannke for next year

7. Write up a project report like this one for the group to do it next year

Mistakes we made:

1. shipment came in a day late so we didn’t start until Tuesday (didn’t make a difference in sales) 

Potential Problems:

1. If you run out of any supplies before Friday, buy more.  (Holdridge’s will have carnations)

2. If something crazy happens last minute like the chocolates melt, or the refrigerator is dead so the flowers wilt a little—sell it at a discount!
3. Group members always need to be in contact with one another because if someone is absent and they don’t set up the table for after school—then you just lost a day of sales.

4. Always have extra change.

Suggestions:

· This project is fool proof if you follow these instructions, but if you want to do something extra you could give them the option of attaching smaller cards to the carnation instead of having a separate card, attach the chocolate to the card, or put in little factoids in the morning announcements that will guilt people into buying carnations. Ex: The average mother does 2,000 loads of laundry in her lifetime.  (Be creative!)
