School Spirit Wear Fundraiser Checklist
Planning & Setup
☐ Define fundraising goal (amount, purpose, timeline)
☐ Assemble a planning committee (staff, parents, students)
☐ Set fundraiser start and end dates
☐ Choose spirit wear items to offer (e.g., shirts, hoodies, hats)
☐ Decide on design theme (logo, mascot, slogan, colors)
Design & Vendor
☐ Create or source final design(s)
☐ Get design approval from school administration (if needed)
☐ Research and select a vendor for selling materials online
☐ Research and select a vendor for printing materials
☐ Confirm pricing, order minimums, delivery timeline and payment terms
☐ Set retail prices and calculate profit margins
Ordering System
☐ Choose ordering method:
☐ Online store setup
☐ Printed order forms for cash/check
☐ Create and test the ordering system
☐ Develop tracking spreadsheet (or use vendor platform)
Promotion
☐ Design flyers, posters, or digital graphics
☐ Promote in:
☐ School newsletter
☐ School website
☐ Social media
☐ Parent-teacher communications
☐ Daily announcements
☐ Send home order forms (if using paper)
☐ Display sample items at school (if possible)
Order Management
☐ Monitor incoming orders
☐ Track payments (if offline)
☐ Confirm total quantities and sizes with vendor
☐ Place final order with vendor by deadline
Distribution
☐ Receive and verify shipment
☐ Sort items by student/class
☐ Notify parents/students of pickup or delivery schedule
☐ Deliver orders to classrooms or designated pickup area
Wrap-Up & Follow-Up
☐ Announce total funds raised
☐ Thank participants, volunteers, and donors
☐ Share photos of students/staff in spirit wear
☐ Store extras for future sale (optional)
☐ Document lessons learned for next year
