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Candy Grams Sales Instructions
Step 1 PA Announcements for Candy Grams Sales
· SIGN UP to do announcements on the Leadership Website
· Create EXCITING and INFORMATIVE PA announcements to be read prior to and during Candy Gram Sales 

Include the following info:

What:

Candy Gram Sales

Selling Dates:


____________________

Where: 



Front Entrance

· Make PA announcements during the A.M. and P.M. on 
· the two days PRIOR to the start of the Candy Gram Sales

· on the days the Roses are being sold

Step 2 Candy Gram Sales
· SIGN UP to do candy gram sales on the Leadership Website

· PICK UP Candy Gram Message Tags, Candy Gram Sales Sheet, green Deposit Slip, plastic baggy, and float from the Finances Clerk at 10:54am for lunch sales and 2:25 pm for after school sales 
· Politely ASK the Front Desk Clerks to make occasional announcements during your selling times

· SET UP table and chairs in front foyer (get from cafeteria)

· DEAL with one person at a time ONLY!

· COLLECT $2 from student wanting a Candy Gram

· INFORM the buyer that Candy Grams will be delivered at the end of second period on the last day of school before winter break
Ensure that Buyer:

· RECORDS full name of student getting a Candy Gram on the Message Tag

· RECORDS grade of the student getting a Candy Gram on the Message Tag

Step 3 After Candy Gram Selling Session
· TAKE DOWN and put away table and chairs

· COUNT out the original float and leave it in the float box

· COUNT remaining money AND

· RECORD number and amount of each denomination on green Deposit Slip 

· RECORD total on Candy Gram Sales Recording Sheet 

· SEAL money in plastic baggy provided (can get from Finances Clerk)

· COUNT number of Candy Grams sold and RECORD on Candy Gram Sales Recording Sheet

· INITIAL Candy Gram Sales Recording Sheet

· HAND IN the neatly organized float, the green Deposit Slip, and the money collected for that session to the Finances Clerk (politely wait in front of her desk until she is ready).  Explain exactly how many Candy Grams were sold, and exactly how much money was raised (if this makes you late for class, politely ask the clerk to write you a note to get back into class)
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