Dear Fundraising Coordinator:
Thank you for choosing Northwest Fudge Factory for your fundraising needs. 
 Enclosed with your package:

· Order forms for each Seller  
· Fundraising Instruction Sheet
The recommended selling period for this fundraiser is 2 weeks.
DEADLINES AND DELIVERY DATES

	HOLIDAY
	DEADLINE (received forms)
	APPROX DELIVERY DATE

	CHRISTMAS 2011
	Tuesday, Nov. 15th 2011
	Friday, Dec. 9th 2011

	VALENTINES 2012
	Friday,  Jan. 27st, 2012
	Friday, Feb 10th, 2012

	EASTER 2012
	Friday, March 16th, 2012
	Monday, April 2nd, 2012

	MOTHERS DAY 2012      
	Friday, April 20th 2012         
	Monday, May 7th, 2012

	FATHERS DAY 2012
	Friday, May 25th, 2012
	Monday, June 11th, 2012


***  DEADLINE DATE = Date we need to have forms/ email
Need your fudge sooner?  Work backwards from Deadline depending on how many days sooner you require your order.  

Missed the deadline? Not to worry!  Just add the number of days beyond the deadline to your delivery date!


FREQUENTLY ASKED QUESTIONS:
Q:  Can we get and exact delivery day and/ or time?
A:  No.  Depending on the size of the order, your fudge may be sent by Canada Post, Canpar, or Freight.  If you’ve met the deadline for form submissions, you’ll have your fudge on or before the delivery date.  Your fudge might arrive a week before the suggested delivery date, therefore it is extremely important to provide a shipping address that is open during normal business hours (school, business etc.).  Some companies charge a redelivery fee (approx. $60.00) for failed deliveries.  These fees aren’t covered by Northwest Fudge Factory and must be paid prior by your organization prior to attempted redelivery.  
Q:  I have another order form that wasn’t submitted with the original group.  Will this affect our delivery date?
A:  Yes.  It is important to submit your groups order as a whole.  Your date of submission begins the date your last order arrives.  To avoid delays (and confusion) please submit all of your  forms at once.  Please note that extra delivery charges will apply to groups that submit late orders once the main order has been processed.

Q:  What happens if we’re short containers once we receive it?
A.  Northwest Fudge Factory pulls the number of containers listed on the bottom of your spreadsheet – plus any bonus flavours.  We then take pictures of your order to confirm what was shipped/ sent.  It is recommended that you do a count of all the fudge containers prior to sorting (ie. 50 Vanilla, 20 Maple etc).  If our pictures differ from the spreadsheet, we will be happy to send the shortage – if it corresponds to your spreadsheet,  your group will be responsible for any shortages.  We recognize that errors do occur in sorting/ sellers mark down the wrong flavour etc, if your group requires extra containers to correct these errors, you will be billed shipping and fudge costs.  
Two options available to submit forms:

1.  Mail all forms (after making a photocopy for your records).  Express Post is recommended in order to track delivery status.  We will go through your forms and provide you with a printout of each sellers total sales and total profits
2.  Fill out Fundraising template (Excel spreadsheet) and email to: northwestfudgefactory@hotmail.com  If you would like us to email you a copy of this, just let us know – or it’s available under FUNDRAISING on our website at northwestfudgefactory.com.   We will include a copy of  each sellers total profits and total sales with your order.  If you haven’t received an email within 24 hours of sending the spreadsheet – please contact us by phone at: 1-866-OH-FUDGE
Please verify that each seller’s total sales and number of containers ordered match up
ie.  Sara Smith: 10 - $8.00 Sales =  10 Containers ordered and 10 Flavours selected.
Bonus Flavours requested (other than chocolate) – simply highlight the flavour requested.  Do not add it to the totals.  ie.  If they sold 40 containers and want 1 Maple and 1 Death by Fudge for their bonus flavours – Highlight the ‘B’ and ‘D’ box on their line.  If only ‘B’ is highlighted – we’ll assume that they want 2 containers of maple instead.  If no flavours are marked,  we’ll automatically include a chocolate fudge for every 20 sold.  For mail in orders – mark flavour requested clearly on order form.
Payment is due upon delivery.  Once we have the order forms, we will contact you with a total amount due.  Payment can then be sent.  C.O.D may also be an option. 
PROFIT MARGINS – ½ Lb. Deli Containers $8.00
	UNITS SOLD
	YOUR COST
	UNIT PRICE
	PROFIT

	1 - 199
	$4.80
	$8.00
	$3.20 (40%)

	200+
	$4.40
	$8.00
	$3.60 (45%)


PROFIT MARGINS – 2 Deli Containers for $14.00
	UNITS SOLD
	YOUR COST
	UNIT PRICE
	PROFIT

	1 - 199
	$8.40
	$14.00
	$5.60 (40%)

	200+
	$7.70
	$14.00
	$6.30 (45%)

	
	
	
	


Please instruct the sellers:

· For every 20 containers they sell, they will receive a free ½ lb of Chocolate fudge for themselves or to resell for extra profit (Unless another flavour is clearly marked) 
· The seller that sells the most will receive a 10 lb Slab of Death by Fudge (total group sales must be $1000.00+).
· It is highly recommended that payment be collected from the customers right away.
· Cheques from customers can be made out to your school, group, or organization.
· Advise your sellers to ensure that their total column is filled out prior to returning them
Please ensure that the return date is marked on each sellers order form so that there isn’t any confusion as to the date they need to be in.  
Thanks again for choosing us for your fundraising needs.  If you have any other questions, please don’t hesitate to contact us.            
Chantelle Gorham – 
Northwest Fudge Factory   1-866-OH-FUDGE  or   1(705) 966-9666
