Group Name 
Address 
Date
Dear Parents/Guardian,

Over the next while we will be raising funds for (“PROJECT”). We are excited to announce that we have chosen to fundraise with Pistol & BURNES Coffee. We are confident they can help us reach our fundraising goals as they have over 30 years experience in the food industry, high quality products, great customer service and 100% money back guarantee.

Everyone involved with (“NAME OF GROUP”) are encouraged to purchase these products and to pass on the order forms and information to everyone in their network. Orders can be taken from friends, neighbours, community members and relatives. You can assist greatly by taking orders at your place of employment, social or sports clubs. It is with your effort and commitment that we will be able to reach our fundraising goal.

We are excited as Pistol & BURNES also offers online summarizing! 

Use the enclosed order forms – distribute to everyone you know

Ensure that the students name is written clearly on the seller’s name line of the order form as that is how the product will be labeled and it ensures accurate reporting. Payment for each individual order can be made by cheque (payable to “NAME OF GROUP”) 

To summarize your orders online, follow instructions below: 

Send an email to (Group_Organizer@email.com) and include:
1) your name 

2) phone number 

3) email 

When the Organizer sets you up in the system, you will receive email with login instructions.  The email will look like this:
--------------------------------------------------------
Subject:  New Fundraising Campaign Account

Account was created for email address:

 yourname@email.com 

Username: yourname@email.com 

Password: huhubata

Login Here: http://www.pistolandburnes.com/fundraising_tools/login.php?account=107

--------------------------------------------------------
Sellers Instructions for the Electronic Summary

--------------------------------------------------------------

Step One: 

write down and save username 

write down and save password 

Step Two:

click on the link beside Login Here then bookmark or favorite that login page 

Step Three: 

enter user name and password, then click login 

Step Four:
collect all your Customer Order Forms (Form C), then summarize them on your electronic seller’s sheet 
Step Five:
when you have added all your orders scroll down and click “ submit and calculate totals”
