BOOK FAIR TIPS

· Have a minimum of two people at the cash desk at any time (at least one adult).  Some schools find it necessary to open a second or even a third cash desk when it gets busy.

· Place fragile and novelty items (bookmarks, pencils, etc.) near the cash desk.  Do not allow schoolbooks, personal books, backpacks, bulky sweaters or coats into the display area.

· All customer cheques should be made out to the school or sponsoring body.  Please ensure that all Visa and Master Card numbers and the expiry date are clear on the slip.  The customer's telephone number must be written on the slip.

· To send reorders with the book fair pick up, they should be faxed to us (905-336-3766) by noon on the day before the picked up.  Otherwise, they will be sent as soon as possible after the book fair is over.  

· If we have to use a ramp to get cases up or down stairs, or if it was a boxed book fair, please have an adequate number of volunteers available to assist our driver when he delivers and picks up your book fair.

· Pack up your book fair before your pick up time.  To ensure that nothing gets left behind, please have all cases, keys, books, and cash desk supplies (if we supplied them) in one place ready for our driver to pick up.  Please refer to your Quick Guide for pick up times.

· We highly recommend you call us to help with your Tally Sheet.  Not only are we very familiar with it, but we have a dedicated spreadsheet to do all the calculations, and can fax you a completed copy.

· All commissions are paid in cash.  You then have the opportunity to purchase materials at a sponsor's discount rate.  To determine your cash commission rate, and your sponsor discount rate, please refer to the Commission Rates Sheet attached to your Quick Guide, or our website.

· Please submit your Tally Sheet with payment, credit card slips and Staff Educational Purchases Sheet (where applicable) within 2 weeks of your book fair.  (Note: When payments are received in a timely fashion, it eliminates the probability of credit card expiry.) Call if you have any questions about your Tally Sheet.

· Staff educational purchases to be invoiced should be recorded separately on the Staff Educational Purchases Sheet (on the back of the Commission Rates Sheet).

If you have any questions or concerns during your book fair, please call 1-800-263-5210

(local at 905-336-4003), or email minnowbooks@bellnet.ca.

Please have an enjoyable and successful book fair!
