2009-10 Entertainment Book Instructions

1) You will want to start distribution the end of September. First, contact EB representative Bill Chase @ 
bchase1@nycap.rr.com
Set up a meeting with Bill Chase to go over sale. Books will be at school already and you will need to set a date to meet him after school to distribute book. Decide how long you will run the sale (usually 2 weeks is plenty, but it will run over by a week or two).
2) Before distribution day, contact Dottie Salvatore, our CH secretary, and ask for a current list of teachers and number of students in each classroom. All students will receive a book, regardless of how many children are in the family. Enclosed is a copy of a flyer (you will have to fill in current information) that will be distributed with the book. There is also a smaller paper attached-a note to the teachers thanking them for their help, and instructions. You will need copies of these before distribution day also. Separate the amount you need for each classroom. Distribution will go more quickly and smoothly this way.

3) On distribution day, meet Bill Chase after dismissal, with your copies and classroom sheet. You will walk with him to each classroom and leave number of books and sheets needed in each room. They will go home the next day. 

4) This year, returned envelopes and books were kept in Tim Sinnenberg’s office. Check with him on distribution day to see if that will be ok to do again. You will check in his office at least 2-3 times a week during the sale to check on and fill orders. Bring plastic bags to put books in for easier delivery (such as a price chopper bag w/handles). When filling the order, put order in bag with students name and teacher name and place them in the classroom (if it’s after school and the door is locked, a custodian can help you place them in the room). Watch for the buy 5, get one free orders so that you don’t miss a book. Remember that families all have at least one book already.

5) You should have a informational deposit sheet for Trustco to make deposits. Deposit checks weekly so that they don’t pile up. Turn over deposit balance sheets to the PTA treasurer for their records.

6) As the sale is winding down, send out a reminder to all classrooms (I did it by email this year) that the sale is ending on this day. Books should be returned or purchased by then. Also, when the sale has ended, send out a note to all families that the sale is done and all sales have been filled. When you have a total at the end of sale, contact Bill Chase with the amount so he can send you an invoice. Turn the invoice over to the PTA treasurer for a check to give Entertainment Books. The check should be delivered to the Charlton Heights Main Office for Bill Chase to pick up. Notify him when it arrives; he will pick up check and returned books. 
