REQUIRED ITEMS DESCRIPTION/PURPOSE
Ziploc Bags and Labels

Each Student (app. 530) will be given a ziploc bag and 5 labels (app. 2650 labels).  Each student will write one name from his gift list on each label.  The student will write their name on one label and place it on the outside of the ziploc bag.  Labels and money will then be stored in the ziploc bags and brought to the Holiday Bazaar.  

The labels will be used to label gifts during wrapping.  Preparing the labels prior to the Holiday Bazaar event saves an enormous amount of time while shopping (list and labels in hand), while paying (cashier knows exactly how many gifts they should have) and while wrapping (labels do not have to be written while waiting in line).

The Ziploc bags will also hold the student’s money.  By placing the name of the student on the bag, we help eliminate lost or stolen monies.  

Bags and Labels are distributed with the TEACHER COMMUNICATION in November.


Cellophane Bags (Lg. & Clear)

The clear bags are similar to children’s party favor bags but larger (see enclosed example).  These can be purchased at any party store, Hobby Lobby or Wal-mart.  The amount (app. 500) needed depends on how many loose item gifts that are donated.  Generally small toys, ornaments, pencils, paper, etc are grouped together in the bags to make larger gifts.


Shopping Bags

Plastic shopping bags are used during the Bazaar Event.  A “station” is set up by the entrance with a sign (“Please pick up a shopping bag on your way in”) reminding the students to grab a bag.  The bag just makes it easier for the students to carry all their items and keep them together while shopping.  It is also useful to carry items back to class after they have been wrapped and then bring them home.  It is nice to have the wrappers tape the student name label or shopping list to the bag as they wrap so if the bag of gifts is lost it can be returned to the proper student.  Bags have been lost in the past and it is hard to replace the gifts at the end of the day when no much is left.


Wrapping Paper, Gift Bags, Wrapping Supplies

All items purchased by the students will be wrapped by parent volunteers at one of 4 gift wrapping stations.  Each station has two wrappers.  There should be approximately 10 small rolls of paper at each station, app. 100 gift bags (see enclosed example), tissue paper (whatever is donated), 4 to 6 pens and extra labels (left overs from the classrooms), scissors (3 or 4 per table) and about 5 rolls of tape per table.  It is better to buy the good tape because it saves time and works a lot better.  


Gifts
The gifts are the most important part!  Approximately 2,400 gifts are needed (2,000 is the minimum).  

It is amazing how easy it really is to get enough gifts – Metcalf parents are extremely generous.  

Country Gingham 
They have donated items in the past (friends of Metcalf).  They have donated overstock items, which are brand new and very nice.


Scholastic Book Fair Sale
Scholastic Books has a sale at the warehouse every December






There is a “Fill a Box” area (get their early or they will be gone!) – you 






grab a box, fill it up (approximately 100 books per box) and it costs $5.00!

Nestle-Beich
Sometimes this company has an overstock and is willing to donate the extra – it is worth a phone call

If any companies donate, please remember to send a nice thank you note from the PTO.


Cash Boxes and Start Up Money

PTO owns 2 cash boxes which should be in the storage room.  The Treasurer can fill a request for the Start Up Money – please request 2 weeks in advance


Storage Boxes and Tape

Storage Boxes are just moving boxes or shipping boxes.  Many of them are re-used from year to year.  After using them, break the good ones back down and store for the next year.  Packing tape will come in handy for building the boxes to store the gifts.  It is great to have consistent sizes so stacking is easy, but whatever is donated or found will work.

Decorations

Keep it simple and don’t spend a lot of money on the decorations.  The table cloths dress it up alot.  Balloons are nice for some height but not necessary.  This is an area that the chair can use their judgement and be creative.

Table Cloths

Approximately 25 to 30 tablecloths are needed.  Mara Harris has donated the use of her red Table Cloths each year and she has plenty.  Contact Mara in November to make sure the cloths are available.  If not, work with PTO to purchase the cloths.

Candy Canes

It is traditional to give 1 candy cane per student (app. 550) to each teacher to hand out after the event.  

Ribbon

Ribbon is used for the balloons as decorations.  It is also used to tie up the Cellophane Bags as loose items (such as McDonald’s toys, pencils, etc) are gathered into one gift.  Ribbon can also be used as part of gift wrapping, but not necessary.  
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