GIFT PREPARATION
Gift preparation involves gathering donated gifts from the office, sorting gifts by category, and ensuring there are enough gifts for the event.  Below is a suggested manner for preparing the gifts, but each chair will have their own system – whatever works best for the current chair.

Office Pick Up

All communication should direct parents to donate gifts in the office.  The office staff will keep the items in the office storage room (if staff changes occur, it may be helpful to remind them of this arrangement to avoid confusion).  It is helpful to move the gifts to the storage room quickly so the office does not get overrun with the gifts.

Storage Boxes

Regular moving boxes or large shipping boxes are great for gift storage.  It is great to have similar sized boxes because they stack more easily in our limited storage space.  

Gift Sorting

Gifts should be sorted into general categories to allow the chair to make sure there are enough of each category (for example:  how many gifts are there for Dads?). 

1.  Label a box for each category and leave it open – ADD TALLY MARKS AS THE BOX FILLS

-  Children (toys, stuffed animals, games, etc)


-  Books


-  Men  (Books, Sporting items, Colognes, socks, etc)


-  Food (Candy Tins, etc)


-  Holiday (Lots of Holiday decorations)


-  Home & Garden (Home decor and outdoor items)


-  Jewelry/Spa  (Soaps, Lotions, etc)

2.  Once a Box is filled, tally the gifts, write the total in large print and circle for gift counts 

3.  KEEP A LOOSE ITEMS BOX (may need one for toys and one for candles, holiday items, etc)

-  After School (Heather Marshall) volunteer each year to bag the loose items (if using the after school volunteers, give them an example and each category separtely)

Sorting the items by category allows for easy gift arrangement in the gymnasium & easy category check counts.  

Metcalf Holiday Family Donation 

A box is kept in the office during the Holiday season to collect donations for a Metcalf Family in need.  If the Bazaar has plenty of gifts it is fine to donate some of the appropriate Bazaar gifts (Hats, gloves, cooking utensils, etc) to the Family Donation Box.
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