
 

 

SaveAround Rep Procedures 
 

Prospective Group selects SaveAround as their fundraising product.  

Committing a Group:  
Group Representative (Primary Contact) completes and signs the Book Reservation Form (BRF).  

-Group is not committed until a fully executed BRF is received by your SaveAround Heart 

- Required fields include:  

A. Group/Organization Name 

B. Start Date (typical sale will run 2-3 weeks) 

C. # of Sellers (Not students, but actual sellers) 

D. Book Edition 

E. Group Address 

F. Primary Contact Information 

G. Secondary Contact Information 

H. Signature of Primary Contact 

I. Your Name and Signature 

*If Parent Letters are requested, a copy of the parent letter must be emailed with the BRF.  This will 

ensure the parent letters are shipped with the initial shipment of books.  

Email BRF to your Designated Sales Coordinator “Heart” or BRF is faxed to SaveAround, Attention: 

Group Relations (866-549-2692)  



 

Verification:  
BRF is checked for completion and verified for accuracy. Your Heart via phone or email verifies the 

group. Once the group has successfully been verified, the group information is entered into our internal 

tracking system. 

**ALL groups MUST be verified prior to initial shipment of books and marketing materials. 

Initial Shipment:  
Group will receive material approximately 5 days prior to the fundraising start date.  

 All material is shipped directly to and from the group.  This procedure minimizes tracking points and 

provides an opportunity for you to spend more time building your client base and increasing your sales. 

Initial shipment to the group will include:  

- 1 Book and Envelope/Order Form per active seller  (50 books max for cash/carry) 

- Packing Slip 

- Leader’s Fundraising Packet (includes: Welcome Letter, Posters, Close-Out Form, etc.) 

*Books, Envelope/Order forms MUST go home with every seller to ensure best possible sales results. 

*Suggest to the group contact person to write sellers name on the outside of the envelope.  This will 

make it easier for them when Close-Out time comes to determine if they are missing any seller’s 

envelopes. 

Your Heart notifies you via email with shipment confirmation. A copy of the Packing Slip is included 

with this email. 

Your Heart calls the Group to confirm receipt of the delivery.  

Fundraising Sale: 
Sellers take orders during the selling period with the sample book that SaveAround loaned to them. 

Guidance:  
Your Heart will contact the group to offer guidance during the sale.  This is a good time to offer selling 

tips and ideas.  



 

Close-Out: 
On or before the sales end date, completed order form(s) and sample books are turned in to the 

primary contact or fundraising coordinator.  

Approximately 2 weeks after the start date you will receive an email to start the Close-Out process. 

This is a good time to schedule a meeting with the group. 

- The orders are tallied and returned books are counted. 

- If you are not meeting with the fundraising coordinator directly, they will tally the orders to 

determine how many books are needed to fill all orders. 

- The Close-out form that was included in the Leader’s Kit will help calculate the amount of 

books needed to fill orders. (This will also include out of town editions purchased during the fundraiser) 

- Final payment due will also be calculated at this time.  

Group submits payment with Close-Out form to: 

SaveAround, PO BOX 2399, Binghamton NY 13902 

- If additional books are needed (including out of town books) they will be shipped at this time 

directly to the group.  (1 destination location) 

- If books need to be returned the group will receive shipping label(s) from your Heart. 

-All Returns must use the shipping label(s) provided by SaveAround or the group will be 

charged. 

- Books must be shipped back to SaveAround Warehouse.  We do not want Independent 

Contractors picking up books from their groups.  

*Your Heart will assist with Close-Out if necessary. 

Payment Voucher 

Groups are sent a Payment Voucher on a Bi-weekly basis, fourteen (14) days after the start date until 

the Group is Closed-Out.  

The Payment Voucher displays deliveries, returns and payments. 

- Groups are not charged for Order Forms, Envelopes, Parent Letters or Posters 



 

Prize Program Books: 
- Once the group has finished their sale the free book for each seller who had sold 5 books will 

be calculated. 

-No limit on free books  

(ex: if seller A sells 10 books, seller A would receive 2 free books at the end of the sale) 

-Free books are shipped at the end of the sale with the additional books to fill orders. 

Free books cannot be deducted from the invoiced amount due.  

(ex: If seller A sells 6 books, they would have to pay for all 6 and at the end of the sale the 7th book will 

be shipped at no charge.) 

No group should extend their sale over 60 days.  In the event the group would like to extend their sale 

they would need to make a partial payment for books sold up to that date.  

Commissions: 
Commissions are paid bi-Monthly for all Closed- Out groups.  Groups that close out between the 1st 

and the 15th will be paid the week of the 16th, and groups that close out between the 16th and the 

end of the month will be paid the first week of the next month.  If a group does not have a closed out 

status commission will not be paid until Closed-Out completely.  

*Please see IC Agreement for more detailed description of commission. 

Group Re-Sign Process: 
After the Group is Closed-Out with a zero balance they receive goodwill correspondence.  

This includes but not limited to:  A Thank You Card, Resign Letter and next year’s BRF.  The BRF is sent 

to the Group with the current IC’s name on it. 

Follow-up on BRF: Your Heart will call the group on behalf of the rep to make sure they received it and 

to see when they plan on resigning.  

 


