Schedule of Tasks for School Tool Box (STB) Program
STB Contact:  Renee Markham rmarkham@schooltoolbox.net
STB business name is
Primary School Supplies



228 West Page Street




Sycamore, IL 60178




Phone (815) 895-1062




Fax (815) 895-5717

High Plain information needed to complete order:




333 High Plain Road




Andover, MA 01810




Phone (978) 623-8900




Fax (978) 623-8904




Tax ID: 01-0628197

OCTOBER/ NOVEMBER

1. STB makes initial contact for the next year

2. Sign and fax back “Intent to Participate” form

3. Request supply lists from teachers by emailing Mara Shanahan and asking her to forward to all teachers (attach copies of previous year lists to email)
DECEMBER

1. E-mail supply lists to STB

JANUARY
1. Receive price quotes from STB & review for accuracy (often make a mistake or two)
2. Get following info from Mara Shanahan in the office to complete the STB delivery forms:

a. number of students in each grade
b. requested week of delivery to school (usually the week before school starts)
3. Select date you want orders due back to school- I usually pick 2 weeks before STB final deadline as you will get orders turned in late

4. Fill out all STB forms and fax with final signed price quotes

a. PTO treasurer needs to sign off on forms before faxing
FEBRUARY

1. Write a cover letter to go out with order forms and get approval from Mara Shanahan
2. Attend Kindergarten registration night with K order forms (only if K participating)
MARCH
1. Staple cover letter to order forms, count out quantity for each classroom and put in teacher mailboxes for class distribution

2. Send announcement to Webmaster for PTO email blast 
3. Have Webmaster put a link to STB on PTO website for online orders AND link to hardcopy order forms for each grade

4. Get order deadline listed on PTO calendar
APRIL

1. OPTIONAL: Create “Last Chance to Order” forms & put in teacher boxes for distribution

2. Begin to sort forms and prepare final order.  I check mailroom weekly.
MAY- Orders usually due around May 15
1. Prepare final order

2. Request check from PTO Treasurer

3. Express mail final order and check
AUGUST

1. Request class lists from office

2. Request list of all student orders from Renee at STB, as you will not know who placed an order online

3. Fill in teacher name for each student on master order form to facilitate sorting and delivery 

4. Watch for shipping confirmation email from STB

5. Watch for delivery information from UPS via email.  They will call school to request delivery appointment at loading dock.  Order arrives shrinkwrapped on 2-3 wooden pallets and custodians will accept delivery b/t 8:00-2:00.

6. Get one volunteer for each grade to help deliver tool boxes to classrooms…should take no more than 2 hours with helpers.

