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Organization/School Name:  _________________________________________

Address:_________________________________________________________

Contacts:  ________________________________________________________

Method of contact preference.. email or phone?  Best time to call?

Tax Exempt Number  ___________________________________________
Number of Students ____________  Number that need reminder stickers __________

Number of Teachers/Classrooms ________________

Pledge Allocation:

_______  %  To Students    __________ % To Teachers/Staff
________%   To Other        ___________% Cash

Dates:
 Reading Weeks ________________________________

Pledge Collection _______________________________

Book Selection _________________________ 
Student/ Parent Night ____________________________(optional)
Kick Off Date & Time:_______________________________________________

Pledge Form Distribution ___________________________________________

Book Selection:  Order or Cash and Carry     Book Fair at End _______________

Book Display location and space available _____________________________
Kick-off Method  -  Assembly, Room to Room, Video,  Other ________________
Usborne Incentives:
10 -10-10 Challenge (Drawing or award for everyone)  

_______________________________________________

Top Class Awards:  Pledge/Minutes or Both___________________

Pizza, Ice Cream or Other ________________________________

Star Reader - Certificate of Participation  (optional)  _____________
Who will complete the forms?  School/ Consulant _______________
Schoolwide Incentives:  (Optional incentives by principal, staff, PTA/PTO)
 Minutes Goal and incentive ______________________________________________ 

Pledge Goal and incentive   ______________________________________________

Administration:

Pledge Form/Letters:  We provide forms and Master letters
Do forms need to be approved by the school?  What is process?

___________________________________________________________

Will school make copies of the letters or can we have access to copy machine?

What is deadline to get masters to the school for distribution? _________________
Promotion:  Is there a bulletin board or other location(s) to display posters 

_____________________________________________________
Daily Announcements: Yes/No    Who will read?   Where to send them? 

____________________________________________________________

Weekly Newsletter Updates:  Yes/No  

Who will provide? _______________________

Where to send/email them? __________________________________

Money Collection:  
Very important to have a Student list by classroom with column for money collected and minutes read.  Can school provide? ___________________________
How will money be collected?  Who will count it?  Who will write vouchers?
____________________________________________________________

Will teachers need envelopes with instructions?

___________________________________________________________

Who will request the check from accounting?  __________________________

Is an invoice required? _________________________________________
Items Consultants will provide:
Contract  _________________
RFTS wish lists for teachers/library ___________

Letters to teachers______________

Letters to parents_______________

Calendar of Events_____________

Pledge forms__________________

Voucher Forms  ________________

Catalogs:_____________________

Posters:______________________

Morning Announcements:________________
Invoice (sometimes)  ___________________

Certificates (optional) _____________________

Bookmarks (optional) _______________________

Book selection class schedule _________________
