	Looking for a place 

to market your

Fundraising Merchandise


Why Not Try a Vendor Fair? – It’s a Great Opportunity to Display Fundraising Ideas

If your business or company produces or sells a product that can be marketed as a fundraiser…you don’t want to miss this opportunity.

When is the Fair – And Who Will Be There?

	Saturday, April 19, 2008
9:00AM – 12:00PM 

Killough Lewisville High School - North
1301 Summit Drive
Lewisville, TX  75077



On April 19, 2008, the Lewisville ISD Council of PTAs will be expecting more than 75 vendors who will have booths set up to display their fundraising merchandise.  We hope that you will choose to participate.

Vendors are being contacted to display a variety of fundraising ideas including food items, sportswear, posters, gift wrap, spirit towels, flower bulbs, home décor items, magazines, and children’s literature.

Who has Been Invited to See My Product?

The Vendor Fair is FREE to the public, and the LISD Council of PTAs has invited 100 PTAs from Lewisville and surrounding areas.  Clubs, organizations and churches throughout the area have also been invited to attend.  

How Do I Participate?
Just fill out the enclosed reservation form and attach your booth fee.  Make checks payable to the LISD Council of PTAs.  Mail both the form and fee to:

Cherie Pemberton


PO Box 217


Lewisville, TX  75067


972/350-4743
Is There a Fee – And When Do I Set Up?

There is a $100.00 booth charge, postmarked by March 30, for each vendor.  Included in that fee, will be one 6 foot table where you may display your merchandise.  If two tables are needed, an additional $25.00 will be assessed.  Booths will be assigned on a first-come, first-serve basis.  Booth set-up time will be from 8:00 to 9:00am on Saturday morning.

	Vendor Registration Form

Lewisville ISD Council of PTAs

Vendor Fair

April 19, 2008
9:00AM – 12:00PM – Killough Lewisville High School - North


Company Name:












Company Address:











Company Rep(s):











Telephone Number:





Fax Number:




E-Mail Address:












Number of Tables Needed:





($100.00 booth fee includes one 6 foot table, for additional table, add $25.00)

Amount Enclosed:






Description of items to be shown:










Will electricity be needed?  Yes


No

 (Please check one)

If yes, please bring tape to secure electrical cord to floor.  Vendors must supply their own extension cords.
NOTICE:
· Limited space available

· Tables reserved on first come-first serve basis

· Set-up time:  8:00 – 9:00AM on April 19, 2008
	Fee Information: 
Send payment attached to registration form postmarked by March 30, 2008



Make check payable to LISD Council of PTAs




Send payment to:
Cherie Pemberton







P O Box 217







Lewisville, TX  75067







972/350-4743


Thank you in advance …

For not asking that your booth be relocated

Once you arrive at Killough Lewisville High School - North 

Office Use Only:


Reviewed by:


 Purchasing


Check #








 PTA



Date





GUIDELINES AND REQUIREMENTS

FOR FUNDRAISER COMPANIES

1. Vendor must have appropriate fundraiser products and an organized program in order to be considered as a vendor for the Lewisville Independent School District.  This will be demonstrated by the vendor providing a complete packet of brochures, descriptive procedures, and references to the Purchasing Department for review.  Purchasing will review and check references.  Only area school references will be considered.

2. The preferred percentage of profit for Lewisville ISD is 40%.  If other than 40%, note here:

%.

3. Salesperson must discuss project with the school Principal.  Only the Principal shall assign the salesperson to a Sponsor.  If the salesperson calls directly on staff, your company will be removed for one year from the list of approved vendors.

4. The salesperson shall obtain a signed copy of the Purchase Order before beginning the project.  The Sponsor and Principal shall complete the Lewisville ISD Purchase Order on Region X that will be submitted to the Purchasing Department for approval.  The confirming Approved Purchase Order will be mailed and/or faxed to the company. (A Purchase Order will not be issued while salesperson waits in the lobby).  [NOTE:  Estimated quantities can be used on the Purchase Order.]

5. The Vendor will review and reconcile all aspects of the Fund Raiser project with the Sponsor and Principal.  This will include replacing broken items, picking up unsold items, etc. 

6. The Vendor is responsible for mailing an invoice, referencing the project’s Purchase Order Number, to the billing address, noted below.  Payment will be issued net 30 days after receipt of the invoice and Purchase Order payment approval by the Principal on the Purchasing System.  If necessary, after the project is complete, the salesperson shall issue credit for broken or unsold items returned to the Vendor.  Vendor will mail credit memo to the billing address and reference the project’s Purchase Order Number.

7. LISD’s Billing address:



Lewisville ISD 



Attn:  Accounts Payable



P O Box 217 



Lewisville, TX  75067.


If your company uses any other billing address, Lewisville ISD will not be responsible for late payments, 
service charges, etc.

8. Please allow at least 30 days for processing of this application.  Results will be mailed to the salesperson.   Only approved vendors will receive a Permit to Call Card.

9. Each year the administration staff will evaluate the current list of approved fundraisers.  If any complaints are lodged with this office concerning operations, accounting, procedures, etc. about your company, you will be removed from the fundraiser list.

10. We, the undersigned, have read and fully understand all the above guidelines and requirements and can comply.

Authorized Salesperson



Company's Name

Address





Area Code\Telephone Number


ADMINISTRATIVE GUIDELINES 2008-2009
FUNDRAISING COMPANIES

Fund raising companies shall be required to complete an application called "Vendor Registration Form" and submit it to the Purchasing Director in order to be considered as a fundraiser vendor for the Lewisville Independent School District.

It is preferred that the Fundraiser Company representative reside in the North Texas, Dallas-Fort Worth Metroplex area, or make regular visits to this area.

The preferred percentage of profit for Lewisville Independent School District is to be at least forty percent (40%) unless otherwise noted.

Applications will be taken once a year in the spring in order to keep approximately 75 approved vendors on a list for our principals and staff, and PTA's to choose from.   Vendors participating in the Fundraising Vendor's Fair will receive first consideration.

Each year the principals and PTA groups shall evaluate the current vendors as to their performance on fundraiser projects.  If any complaints are noted during the evaluation process, the fundraiser vendor will not be renewed for the following year.  The company may then reapply the following year.

FUNDRAISER VENDOR

REFERENCES

(Area school district references preferred)

Please provide us with no less than three (3) references:

1.
Name:












                                                                                                
School/Church:










                                                                                                
Address:












                                                                                                
City:













                                                                                                
Area Code/Telephone:










                                                                                                
2.
Name:












                                                                                                
School/Church:










                                                                                                
Address:












                                                                                                
City:













                                                                                                
Area Code/Telephone:










                                                                                                
3.
Name:












                                                                                                
School/Church:










                                                                                                
Address:












                                                                                                
City:













                                                                                                
Area Code/Telephone:










                                                                                                
4.
Name:












                                                                                                
School/Church:










                                                                                                
Address:












                                                                                                
City:













                                                                                                
Area Code/Telephone:










                                                                                                
5.
Name:












                                                                                                
School/Church:










                                                                                                
Address:












                                                                                                
City:













                                                                                                
Area Code/Telephone:










                                                                                                
6.
Name:












                                                                                                
School/Church:










                                                                                                
Address:












                                                                                                
City:













                                                                                                
Area Code/Telephone:










                                                                                                
