Instructions 
1. Upon receipt of your merchandise, refer to the PACKING LIST to verify its contents. Check the quantity of each item and initial the CHAMPION INITIALS column for each corresponding item. The form lists all merchandise and supplies sent in your kit. 
2. The SALES RECORD will be used to track the sale of merchandise sold. Examples of how to complete the form are provided as a sample.
a. Beginning with the NAME box, enter the supporter’s name.
b. Check the boxes along the same horizontal line to indicate any items being purchased.
c. Insert a number in the TOTAL ITEMS SOLD box to indicate how many items were purchased for each supporter.
d. If the supporter is adding a donation to their total, indicate the amount being donated in the DONATION AMOUNT box. Additionally, have the supporter complete the separate DONATION FORM. 
e. Insert the total amount of purchase in the TOTAL DUE box.
f. At the conclusion of your event, calculate the TOTAL ITEMS SOLD, DONATION AMOUNT and TOTAL DUE boxes and indicate those amounts on the last line of the SALES RECORD. 
3. Payments from supporters can be made by credit card, check or cash. The school, corporation or non-profit takes responsibility for and collects all revenue for goods sold and donations made during the event.  
4. Upon the completion of your event, issue one check to because I said I would, for the total items sold and funds donated.  This amount should match the sum of the TOTAL DUE box on the SALES RECORD. If multiple SALES RECORD forms are used, please combine all sales and issue one check.
5. Refer to the PACKING LIST for the expected RETURN DATE. Unsold items should be shipped by the date indicated.
6. Refer to the PACKING LIST to verify the contents being returned. Check the quantity of each item being returned, indicate that amount in the QTY RETURNED column and initial the CHAMPION INITIALS column for each corresponding item. The last column will remain blank and will be used to process your return when it is received by because I said I would.  
7. Place all completed forms along with your check in the enclosed envelope. Place the envelope in the box with any merchandise to be returned, secure the package and use the enclosed return label to return any unsold merchandise.
Frequently Asked Questions
1. When does unsold merchandise need to be returned?
· [bookmark: _GoBack]Generally, merchandise should be returned to because I said I would within two weeks from the time it is mailed to the school, corporation or organization. Refer to the return date on the packing slip.

2. Who should we make the check out to?
· Please make one check out to because I said I would for the total amount generated by your fundraiser.

3. Do you have other products besides what we received?
· We have additional because I said I would merchandise such as journals, stickers, cards and apparel all available for purchase on our website at http://store.becauseisaidiwould.com/

4. I have a question about making a payment, taxes or donations. Who can I contact for assistance?
· Contact Laurie Wise-Maher at 216-226-3770 or laurie@becauseIsaidIwould.com

5. I have a question about shipping, ordering or obtaining additional merchandise. Who can I contact?
· Contact Cassie Perez at 216-226-3770 or cassie@becauseIsaidIwould.com


