Distributing Your Order
What to do when your first aid kits arrive
Shipping from Right Response®
 You will receive a shipping notification by email from Right
Response® Customer Service to let you know when to expect
your order.
 Your order typically will arrive by UPS. It will be shipped to the
address provided when you placed your order.
Sorting your order
 Once your delivery date is set, confirm the date with your principal and arrange for a designated area (room) to
organize the contents of your order. Let the office staff and custodian know where this area will be; it may be a corner
of the cafeteria, the gym or in a hallway.
 Keep parents informed. Announce the date and time for students to pick up kits well in advance. Provide reminders as
the date approaches.
 Arrange for a minimum of 5 parent volunteers to help distribute the first aid kits. Recommended supplies:
2 staplers, extra staples, 5 black permanent markers, tape and 2 pairs of scissors or box cutters.
 Organize the original order forms (white copy submitted by the students) by grade, classroom teacher and student.

 IMPORTANT - Make sure to have a printed
copy of each worksheet from your school’s
Order Organizer. To make them easier to
read, we suggest printing them on 11x17
paper.

Recap by
Teacher/Leader
Recap by
Student/Seller

 Locate the Packing Slip (on the outside of one of the
boxes). Ask a parent to make sure items on the Packing Slip match those shown on the copy of Master
Order Form D from the Order Organizer to verify you
received all the kits ordered.
Master Order Form D
Packing Slip

NEXT - Review student orders
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Confirm the number of items in
the bag match the original order

Compare order to products received
 Compare the totals on the Student Packing List inside each clear bag with the original order submitted by the student
to confirm that each student receives the kits he or she ordered.
 If products are missing, contact your Right Response® Fundraising Specialist. Be sure to have the item number and
quantity that is missing from your order.
Distributing to students
 Make arrangements for carts or dollies to deliver orders to classrooms or to load into parents’ cars.
 Each order will come in a clear bag labeled with the teacher’s name and the student’s name. Boxes may contain bags
for multiple teachers.
 Prizes earned will be included in the bags labeled for each student, if applicable.
 Staple the white copy of the student’s order form to the clear bag so the student will know where to deliver their
product.
 Make a sign with each teacher’s name/grade and tape it to the wall. Place all student bags for that teacher under the
sign.
 Larger orders for a student may require a box. Many schools do not allow boxes to be transported on the school bus.
Contact the student’s parents to arrange for a pick up at the school, if necessary
 Deliver the product to each classroom. Show the students the white copy of the order form and explain that they
should use this sheet to deliver kits to their customers.
 Ask students to report to the teacher or Fundraising Coordinator any missing items or problems with their order within
48 hours of receipt.
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