Starting a Resource Center
or Teacher Free Store
PART THREE

A manual in three parts that describes the process,
step-by-step, of starting a teacher free store in any community.
Published by the Kids In Need Foundation – June 2016

Starting a Resource Center or Teacher Free Store
Part III - Introduction
The Kids In Need Foundation is a 501 (c)(3) charitable organization founded in 1995, by
the School, Home, & Office Products Association because of the belief that the school and
office products industry has a direct responsibility to help improve and support education.
The Foundation helps to support 35 Resource Centers that comprise the Kids In Need National Network. The objectives of the program are to provide school supplies to students
whose families cannot afford to purchase those items, to support the students’ learning
experiences, and to help them succeed in school.
If you are thinking about starting a Resource Center, you should first read Parts I and II of
this manual. Then if you are determined to start a Resource Center in your own community, this part (Part III) of the manual will give you details and some technical information
about starting and operating a free store for teachers.
We are not intending to discourage you from starting a Center but to convey to you that
starting and operating a Resource Center is an energetic undertaking that is not easy. If
you have the determination, dedication, and drive to do so, however, you will find it enormously rewarding.
Having school supplies makes a difference for students. Here are some examples of the
impact Centers have had:
Test scores of students at James Weldon Johnson Elementary School in Chicago indicated
the effect of having school supplies was almost immediate.
• The percentage of students at or above the national norms in reading went from 16%
the year before the Resource Center was opened to 18% the first year after students
began receiving supplies.
• Math scores went from 17% to 20% in that same period.
• Two years later reading scores were up by 27%
• Math scores were up by 37%
Principal Mattie Tyson credited much of this improvement to getting supplies from the Chicago Resource Center, the first Center started by the Kids In Need Foundation and World
Vision, Inc.
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School attendance and behavior also improve. Minneapolis teacher Lisa Hartmann reported that one year after receiving supplies from the Resource Center
• Number of days of perfect attendance increased by 45%.
• Average attendance increased by 7%.
• Only 2 students during the entire year had to be sent from the room because of disruptive behavior.
Many areas covered in this part of the manual may have been touched on in Parts I and II.
Now we will offer more details and enhance previous information.
Getting Started
The Organizing Committee
One of the most important steps in starting a Resource Center or teacher free store is the
selection of the Organizing Committee. This committee will probably become the organization’s first Board of Directors.
Chair of the Committee – This person (you or the volunteer leading the project) will be
responsible for keeping the Committee on track. The chair should be able to motivate the
committee members, have community contacts, and know how to access needed support.
Although the Organizing Committee will probably become the Board of Directors, the
chair of this committee will not necessarily become the chair of the Board of Directors.
It is more likely that this person will become the president or executive director of the
Center.
The remainder of the Organizing Committee should consist of community leaders and
business executives who have been chosen for their professional expertise, their community affiliations and influence, and their ability to generate in kind support for the project.
There are a couple of ways to determine who will actually be on the Committee.
• You can target businesses and organizations in your community and send out invitations requesting attendance at an informational meeting to learn about the teacher free
store project. At the conclusion of the meeting, you can ask people to step forward and
volunteer to be on the Committee, or you can follow up by phone with those people
who seemed interested and who you think would be good Committee members.
•

Another way is to identify specific people known to you and others in the community who
possess the skills and expertise needed to start the Center and either gather them together
for an informational meeting or call on them individually to present your proposal.
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An ideal Committee would consist of the following, based on the types of services needed
for the next six months to a year:
•
•
•
•
•
•
•
•
•
•
•
•

•
•

Accountant – preparing a startup budget and a first year operational budget
Architect or Contractor – finding an appropriate facility, designing the layouts of the
store and warehouse
Corporate Executive – soliciting funds, procuring product, rallying community support,
business acumen
Fundraiser/Grant Writer – soliciting funds, researching and applying for grants
Lawyer – constructing bylaws and applying for 501 (c) (3) status; conflict of interest,
ethical behavior policies, employee policies and procedures
Journalist/Electronic Media – increasing community awareness
Nonprofit Partner – absolutely necessary if you are sharing space with another
nonprofit organization, such as a food bank, or if another nonprofit is your “parent,”
such as the Chamber of Commerce
Printer – marketing materials, letterhead, envelopes, business cards
Marketing/Public Relations/Graphic Designer – generating publicity and increasing
community awareness
School Liaison – communicating with teachers and principals
Retailer/Warehouse Manager – designing the layouts of the store and warehouse, merchandising the store, organizing the storage area, applying the principles of retailing to
the Center
Technology – computer systems, i.e., databases, website, email, etc.
Volunteer Coordinator – recruiting, training, and scheduling volunteers

Establish the Mission
After open discussion at an Organizing Committee meeting to get people’s thoughts about
your mission, an ad hoc committee should be appointed to write the Center’s mission
statement. It should be concise and specific yet broad enough to allow some latitude in
operation.

How to Write a Mission Statement
A very good online reference about how to write a mission statement can be found at
http://www.tgci.com/articles/how-write-mission-statement
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Here are several examples of mission statements of other Resource Centers:
•

To serve the educational and creative needs of children in the greater Cincinnati area by providing a unique means to transfer donated merchandise from businesses and individuals free to teachers for use in their classrooms and schools.
- Crayons to Computers, Cincinnati, OH

•

To equip students to effectively learn by collecting and distributing free school supplies.
- Classroom Central, Charlotte, NC

•

To serve classrooms in need by operating a volunteer-run free store for teachers, which
is stocked with supplies donated by the community.
- Schoolhouse Supplies, Portland, OR

Once the mission statement is written, it should be something the members of your Organizing Committee are able to recite by heart and should be included in all your marketing
materials.
This ad hoc committee can also be responsible for writing the Center’s vision statement.
The vision statement is a way of telling the reader in a concise way what your loftiest
hopes and dreams are. Anyone reading the vision statement should understand the big
picture of what you are doing. In a way, the vision statement is what your Center would
hope to be if any and all things in the world were possible. Here is the vision statement for
A Gift For Teaching, a free store for teachers and a member of the Kids In Need National
Network, in Orlando, FL:
•

To ensure that every child in Central Florida has the school supplies needed for an equal
education.

Name the Resource Center/Design a Logo
You may already have chosen a name for the Center. If not, you may have a temporary
name, such as Albuquerque Resource Center Project, that you are using during the developmental stages of the endeavor.
If you do not have a name already chosen, it might be a good way to get publicity for the
project by having a contest in the community to name the Center and design a logo. You
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can also engage a local marketing/advertising firm to create a logo/company name. Many
firms will do pro-bono work of this kind for local non-profits.
The name should immediately tell anyone hearing it or reading it something about what
the Center does. Some names that have already been used for Centers include:
•
•
•
•
•
•
•

Crayons to Computers
School Tools
A Gift For Teaching
Schoolhouse Supplies
Teacher Supply Depot
Teachers’ Treasures
Classroom Central

The logo, too, should convey something about what you do. Sample Logos from three Resource Centers in the Kids In Need National Network

Establish Financial Procedures
One of the most important functions of the Organizing Committee is keeping track of the
project’s finances. An accountant or someone with an accounting background is the best
person to be responsible for leading this function. This person should expect to devote
about eight to ten hours a month preparing financial statements. The time required will
depend on the size of the organization.
•

Fiscal Year. Determine the Center’s fiscal year. While a calendar year may be chosen,
a June, July, or August year-end creates fiscal years that contain a complete academic
year. The fiscal year should be chosen early, as this information is probably needed for
incorporation and tax status application.

•

Bank Accounts. The organization must open a checking account as soon as possible.
An interest bearing account may also be opened to hold money not immediately needed.
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•
•

•

Most banks have accounts that are designed for not-for-profit companies. Investigate
all available account options to identify the account(s) that will best meet your needs.
Certain accounts may include limited check writing privileges or monthly fees if minimum balances are not maintained. In addition, bank personnel may be available to consult with your organization on business issues.
Should funds be raised before the 501 (c)(3) tax-exempt status is approved, you may
want to partner with a local community foundation to temporarily hold and disperse
funds as needed.

•

The Accounting System. The accounting system does not need to be complicated but
it is important that a system is developed to track income (donations and grants) and
expenditures. QuickBooks, for instance, an off the shelf software program designed for
small businesses, should be adequate. However, it is important that the software selected is able to keep track of funds donated for a specific purpose. These restricted funds
must be accounted for separately to insure that they are used only for the specified
purpose. Track donations by source (foundation/grant, corporate gift, etc.) as early as
possible to provide historical data for future budgeting purposes.

•

Budgets. Budgets allow for an assessment of revenue needs and provide a vehicle for
developing and monitoring spending and program priorities. The budget should be
developed with input from Committee members with specific knowledge of the organization’s planned activities.

Two budgets must be prepared immediately: the start up budget and the first year of operation budget. An estimate of monthly expenses is important to determine funding needs.
After the first year, enough history should be available to allow a more detailed annual
budget to be developed.
•

Monthly Reports. Monthly reports should be prepared showing the sources and uses of
funds for the current month and year to date. Once a budget has been developed, the
monthly reports should include a comparison of actual expenditures with the projected budget. Expenditures should be monitored closely at all times but especially during
start up and the first year. The Organizing Committee should do its best to anticipate
additional funding needs, and adjustments in the budget should be made regularly. All
Committee members should have a clear picture at all times of the Center’s financial
situation.
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•

Taxes. Not-for-profit agencies are required to file Form 990 with the federal government. Form 990 is due on the 15th day of the fifth month after the end of the organization’s fiscal year (for example, the return is due on November 15 for a June 30 year-end).
Although 501(c)(3) organizations do not pay taxes, they are required to file this form.
Filing the return after it is due is punishable by daily fines.

•

Most states will also have a filing requirement, although this may be just a copy of Form
990. States may also require that the organization register with the state if it solicits
funds from the public. In most states you are required to register with the state attorney general or secretary of state. Be sure to check the requirements in your state.

•

Payroll. Because of the complexity of payroll tax issues, it is recommended that payroll services be outsourced to a payroll service provider. An outside payroll provider will
ensure that all payroll taxes are withheld and submitted to the necessary government
units (federal, state, and local). Most providers should be able to directly deposit employees’paychecks.

Attend to Legal Matters
An experienced attorney should be retained to address the set up and ongoing legal matters of the Resource Center. The organization is more likely to obtain free legal services
if the legal advice is coming from one of its own; therefore, it would be helpful to have an
attorney as a member of the Organizing Committee. The attorney or the law firm should
have significant experience in not-for-profit law, including corporate, tax, employment, and
employee benefit law.
•

Form of Business Entity. The first point of business is to determine the form of business
entity for the organization. The most protective form of business entity would likely be
either a corporation or a limited liability company. If the organization is incorporated,
articles of incorporation should be prepared and filed with the secretary of state. The
attorney should meet with members of the Organizing Committee to draft the organization’s bylaws or code of regulations. The bylaws should include the number, selection process, terms, duties, and qualifications of the Board of Directors. The selection
process, terms, and duties of the organization’s officers should also be provided in the
bylaws. The bylaws should be a flexible governing instrument that provides meaningful
guidance to the organization for conducting business.
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•

501 (c)(3) Application. After the form of business entity is settled and the Organizing
Committee adopts the articles of incorporation and bylaws by resolutions, the organization should file an application for recognition of tax-exempt status under Internal
Revenue Code Section 501(c)(3). This application is made by filing form 1023 with the
Internal Revenue Service. This form includes detailed narratives of the organization’s
accountant for certain financial statements.

Once the organization receives approval of its 501(c)(3) status, it is likely that such status
will only be temporary in nature and should be periodically reviewed by the attorney to
assure that the organization’s activities are in compliance with the 501(c)(3) application. It
is likely that the organization will have to file additional financial statements and a description of the organization’s activities before the 501(c)(3) probationary period expires.
Certain activities of a 501(c)(3) organization may be unrelated to its stated business. These
activities, if they include the receipt of income, may be subject to unrelated incomes taxes.
Therefore, it is essential that the attorney reviews any activities of the organization that are
expected to provide income to ensure that it is not subject to unrelated business income
tax.
Note: If the Resource Center is a program of another 501 (c)(3) organization, the Center
does not need to apply for separate 501 (c)(3) status.
•

Minutes of Meetings. The attorney should also review the minutes of the meetings and
should know what activities require adoption of formal resolutions. These resolutions
should be approved in accordance with the organization’s bylaws or may be approved
by unanimous written consent. The attorney should maintain the organization’s Minutes
Book that contains copies of each meeting’s minutes, including all resolutions, as well as
original copies of the articles of incorporation, code of regulations (bylaws), and IRSdetermination letter recognizing the organization’s 501(c)(3) status.

•

Employment issues. The attorney should be available to address various employment
issues. In the beginning, the attorney should be involved in any hiring decisions, including
recruiting and interviewing procedures. In some situations, it may be more appropriate
to hire somebody as an independent contractor rather than as an employee. Any decision
to hire an independent contractor should be cleared by the attorney. The attorney should
draft or review any contacts with employees, independent contractors, landlords, and suppliers. The attorney should assist in developing the personnel procedures and policies.
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Management Help
We strongly advise that you visit an especially informative Web site called Free Management Library, which describes itself as a “complete, highly integrated library for nonprofits and for- profits,” and the site truly succeeds in fulfilling that description. The Web
site address is: www.managementhelp.org. We highly recommend studying Module #2,
Starting and Understanding Your Nonprofit. There is a myriad of other courses that you
will want to enroll in and everything is free. Other modules cover the roles and responsibilities of the board of directors and the chief executive officer. Others concentrate on
fundraising, promotion, marketing, management, finances, business planning, and many,
many more.
Form Subcommittees and Assign Tasks
Members of your Organizing Committee should chair and serve on subcommittees charged
with pursuing specific tasks that need to be completed to get the Center up and running.
There are a couple of ways to form these:
•
•

Subcommittees can be formed solely from the members of the Organizing Committee.
That is, a member might chair a subcommittee but serve as a member of several others.
Another way to form your subcommittees is to choose a chair from your Organizing
Committee but fill out the subcommittee with other people from the community who
have expertise or are particularly interested in the task the subcommittee is assigned to
complete. This is a good way to get other people in the community aware of and engaged in the project. Someone who cannot make a long-term commitment to the project but would like to be involved can participate and contribute to its success by being
on a subcommittee.

All of the subcommittees should be actively pursuing their objectives at the same time, because all of the tasks are interrelated – raising funds, for instance, is easier when your public relations subcommittee has generated some awareness in the community.
Here are the subcommittees you should consider forming:
Fundraising. Will be responsible for raising money. Although everyone on the Organizing
Committee should be looking for fundraising opportunities, forming a subcommittee made
up of people who are not afraid to ask for money is essential. The objective of the Fundraising Subcommittee is to create the fundraising strategy and guide the Organizing Committee’s fundraising activities. The subcommittee should find the connections between
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donors – individuals, businesses, and corporations – and your organization that will lead to
contributions being made to fund the mission.
•

•

•

•

•

Fifty thousand to $100,000 is needed as start up funding before a Center can be established. Additional funding is also needed for the first year of operation. This funding will
come from people who know you and other committee members, from people who believe in the cause and are willing to take the leap of faith, and from people, corporations,
and foundations that you and others convince to believe in the cause or mission.
The Fundraising Subcommittee should consist of people with fundraising experience
and connections in the community that will lead to opportunities to present the case for
supporting the Center.
Has everyone on the Organizing Committee made a pledge or a donation to support
the Center? No matter what size donation is made by each member of the Organizing
Committee, it will help your fundraisers when they ask others for money to be able to
say that 100 percent of the Committee has made financial commitments.
Acknowledge gifts promptly. At a minimum, write the donor a letter of thanks. Publicizing large gifts is a way to raise awareness, but you must have the donor’s permission to
do so. Put your donors’ names on a list of those who are supporting the project. When
you get your facility, erect a sign in front of it that displays donors’ names and to which
you can add names as others join the effort.
Notes of caution: be careful about accepting donations that have a lot of conditions
attached to them; all donors should get their due – every donation is important.

Public Relations. Will be responsible for raising awareness. A free store for teachers is a
natural for the news media. However, it is up to you to get the media interested and keep
them involved. Publicity does not happen on its own. You have to create it.
•

•

•

If members of your Public Relations Subcommittee are PR professionals, they probably
already have relationships with local print and TV reporters. If not, those relationships
must be developed.
Face to face first time meetings with reporters are best. Explain the project and ask
them for help. Don’t be coy or tricky. Be honest. “This is what we are trying to do. This
is how it will help the community. This is how the community can help us.”
It is better not to give reporters exclusives on stories. If you exclude reporters on one
piece, those reporters will be less likely to cover subsequent news about the Center.
Remember, like fundraising, public relations will be an ongoing effort for the Resource
Center. You will always need publicity.
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•

•

•

•

Keep reporters informed about each stage of development of the project. Send out
press releases when a location is secured, when an especially large cash donation is
received (with the donor’s permission), when in-kind services are donated by a business
or organization. When it’s clean up or painting day at your new location, alert the media
to cover this volunteer effort.
Arrange an interview with the superintendent, principal, or teacher to talk to reporters
about the need for school supplies by their students. As soon as a location is secured,
invite reporters in for a tour, a sort of “Before and After,” with renderings or models of
what the Center will look like when it is ready for teacher shoppers.
Line up speaking engagements with local business associations or civic organizations.
Members of the Organizing Committee who are comfortable with public speaking
should help with talking about the project in the community. Create a concise bullet-point presentation that can be used by everyone at public speaking engagements.
If you are near a college or university, marketing and public relations departments
sometimes offer in-kind services for nonprofit projects such as this one. Although students should not make up your entire subcommittee, they are usually enthusiastic and
creative and can enhance your PR efforts.

Facility. Will be responsible for finding a location and turning it into a Resource Center.
Selecting a facility will be one of the critical decisions that must be made at a fairly early
stage in the project’s development. This subcommittee should include the architect/contractor, the person with warehouse experience, and the retailer from your Organizing Committee. The subcommittee’s tasks will be to find a space that is within your budget and
then to turn part of that space into a retail store.
•

•
•

•

Appropriate facilities are not easy to come by, especially if the budget is somewhat
limited. The ideal location is space in a warehouse that has parking, is centrally located,
and has an area that can be made into the store.
Consider partnering with an established nonprofit organization that is already housed in
this type of environment. An ideal partner might be a local food bank since
they are familiar with the collection and distribution of product. If this can be accomplished, it would make the operation a lot easier, since many of the support systems
and equipment, such as fork lifts, pallet jackets, labor to unload trucks, possible transportation to pick up product, waste disposal, security, and utilities, as well as volunteer
resources, are already in place. Several Centers in the Kids In Need National Network
either started out in food banks or are currently located in food banks.
If you partner with another nonprofit, compatibility is of utmost importance. What is
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•

•

expected of each partner should be clearly defined, understood, and put in writing.
A free standing location is also an option. There should be a loading dock, because
much of the product received will be on pallets. It will not be uncommon to receive
truckloads of merchandise.
At least 5,000 to 10,000 square feet is recommended. Ten thousand to 15,000 square feet
is even better. More space is needed if it is a free standing location without a partner. About
3,500 square feet is needed for the store area, and the remainder is for storage and offices.
If you have an opportunity to obtain a space larger than 10,000 square feet, do so. You will
find that after a few years the additional storage space will be needed.

A lot of information about the facility is covered in Part II of this manual, so you may
want to re-read that section before starting your facility search and setting up the store.
•

•

•

•

•

Make the store look appealing to shoppers. Budget funds for paint and decorations. Model it after an office supply store, or better yet, the local teacher’s supply retail store. Good
lighting is important. Bright signs defining product in designated areas are essential. Use
brightly colored paints on the walls and ceiling pipes. Purchase props from a teacher’s supply store to decorate the store. These include pre-designed posters for messages. Laminate
these posters so they will last for some time. Chalkboard strips and cutouts that teachers
use to decorate their classrooms are appropriate for making the store colorful and user
friendly.
Create boards with pictures and letters that tell the story of the Center. Photos of “the
before,” the renovation process, board members, and significant volunteers mounted on
bulletin boards personalize the space. Thank you letters from teachers and students, framed
press clippings, and any other memorabilia will help give the place character. Create an
Honor Roll wall to list all product and financial donors.
Suggestions for product area signs include Basic Supplies, Paper, Writing Instruments,
Reading, Arts & Crafts, Seasonal, Incentives, and Office Supplies. Signs for limits on products and other messages should be clear, concise, and positive.
Shelving and material handling equipment are also needed. An ideal source for this would
be a supermarket that is closing. This could be a place to get shelving, bascarts, and stock
carts at little or no cost. There should be both warehouse type shelving and open space in
the storage area. This will permit storage of less than pallet quantities as well as full pallets.
The floor plan of the sales area should be conducive to a good shopping pattern and should
be a combination of shelving and open space. The open space can be used for items such
as poster board, cases of product or other items that are too large to put on the shelves.
Fiberboard barrels painted bright colors are ideal display methods for many items.
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Help With Store Design
Here’s a terrific Web site where you can download very specific information about traffic flow, fixturing, lighting, signage, and about every other aspect of designing a store:
http://www.onecoast.com/retailer/library-advisor-article-series-detail.asp?series=18 Although it is written for a for-profit retail business, all of the principles apply to the store
you are creating.
An office will be needed for all the paper work and for normal office duties. The office
should be equipped with a heavy duty copying machine, a fax machine, computers, at least
two phone lines and voice mail, as well as desks, chairs, shelving, file cabinets, etc. Space
will be needed for tables and chairs for meetings.
The following list, prepared by the Back to School Teacher’s Store in Muncie, IN, are specifically what the subcommittee should be trying to get donated:
• building/space
• merchandising equipment and supplies (shelving, fixturing, etc.)
• warehousing and material handling equipment
• shopping carts
• office and conference/break room furniture and equipment
• shopping bags
• signage and printing services
• cleaning supplies, paper products, snacks, soft drinks
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Sample: First Year Budget

The following is a list of equipment and supplies the Back to School Teacher’s Store in
Muncie, IN, planned to procure when they were starting up their store. This list will give
you an idea of the items you will need and, also, what you need to budget for purchasing
these items (many of them second hand) if you are not able to get them donated.
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Area
Office and
Reception

No.

2
2
2
2
2
1
1
1
3
1
1
2
1
2
2
1
3
2
1
2
1
1
1
1
1
1

Item

desks
computer
stands
office chairs
file cabinets
shelving units
large locked
storage cabinet
small locked
storage cabinet
small bookcase
telephones
fax machine
copy machine
rental
computers and
monitors
network hub
and cables
keyboards
mouse
printer
waste baskets
coat racks
camera
bulletin board
chalk board
welcome sign
sponsor sign
clock
radio
calculator

Purchase
Price

200.00

Area
Retail Store
Equipment

80.00
45.00
180.00
80.00

125.00
50.00
300.00
150.00

1,200.00

500
20
200
12
2

1
2
3
4
4
1 cs
1 cs

1

copy/fax paper
business
envelopes
legal pads
file folders
binders
staplers
staples
paper clips
hole punch
letter openers
tape dispensers
tape
scissors
box knife
CD
storage jewel
cases
computer disks
computer disk
storage
computer
software – MS
Office
printer cartridge
copier toner
sign-in binder
pens, pencils,
markers

12

shopping carts
shopping
baskets with
stand
shelf units
clock
clip boards
pens
bulletin board
storage barrels
storage baskets
easels
display/sign
materials
sign making
equipment
checkout tables
folding chairs
broom and mop
dust pan
portable cubicle
walls
calculators

2
4
1
1
10-15
2

Purchase
Price

1,080.00
75.00
5.00
25.00
5.00
20.00
75.00
50.00
60.00
100.00
100.00
120.00
40.00
5.00
5.00
1,000.00
50.00

Supplies
50 cs
2

shopping bags
bag racks
cleaning
supplies

900.00
60.00
36.00

Receiving Area
Equipment
1
1
1
1
1
1
10
2
36
1
2

Office Supplies
1 cs

Item

12
10-12
1
25
2 dz.
1
15-20
20-40
2

150.00

200.00
40.00
40.00
100.00
15.00
20.00
20.00
20.00
10.00
25.00
50.00
5.00
10.00
25.00

No.

40.00
15.00
20.00
8.00
24.00
5.00
5.00
1.00
2.00
2.00
6.00
10.00
8.00
20.00
20.00

1
1
6
1
1
6
1
2
24
prs
1

10.00
10.00
8.00

microwave
oven
refrigerator
coffeemaker
radio
coat rack
10’ table
chairs
trash bins
packing tape
tape dispenser
box knives
conference/
work table
clock
shelf units
broom
shovel
clip boards
bulletin board
wheel carts
work gloves
first aid kit

100.00
100.00
25.00
10.00
10.00
60.00
100.00
40.00
40.00
10.00
10.00
60.00
5.00
300.00
20.00
10.00
6.00
10.00
120.00
48.00
30.00

Parking Area
600.00
30.00
100.00
5.00

1
1
1

10.00

sign – building
sign – entry
door
sign – parking
lot
signs – street
directional

500.00
100.00
300.00
300.00
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One last word about an area of your facility that should not be ignored: the restrooms.
While it is understood that the restrooms must be clean and hygienic, putting in extra
effort to make the restrooms particularly attractive is a clear indication to the staff, volunteers, and teachers who use them that you value these people and are willing to take extra
steps to accommodate them.
Product Procurement. Will be responsible for soliciting product donations from businesses
and individuals. The Organizing Committee is your first source for prospective donors of
product. Their personal contacts are crucial to the startup of the Center. However, once
the introductions are made, it is up to those assigned to procure product to maintain the
donor/Center relationship. Do not take any donor for granted.
•

Product donations are tax deductible. In some cases, manufacturers can deduct up to
two times their costs. The freight charges donors pay to ship the merchandise to you
are also tax deductible.

Information on Accelerated Tax Deduction for Gift in Kind Donations
Is a tax deduction permitted for donations of inventory? The general rule is that a taxpayer
is allowed a charitable contribution deduction only for an amount equal to the taxpayer’s
basis in the inventory of product contributed to a 501 (c) (3) nonprofit organization. Inventory is defined as the assets held by a taxpayer for sale to customers in the ordinary course
of a trade or business. Those assets when sold yield ordinary income. The basis of product
contributed from inventory is defined as all costs incurred in providing, manufacturing, acquiring, or holding product for resale to others.
The value of inventory items contributed to a charitable organization must be reduced by
the amount of ordinary income that would have been realized had the items been sold.
Double deductions under different provisions of the law are not allowed. If inventory is
deducted as a charitable contribution, it cannot be deducted again as part of the donor’s
cost of goods sold. If inventory is contributed in the same taxable
year it was created or acquired, no charitable deduction is allowed. However, the cost of
the contributed inventory can be deducted as part of the costs of goods sold.
How much can a corporation give? The corporation’s deduction for charitable contributions for any year cannot exceed ten percent (10%) of taxable income. However, any “excess” can be carried forward and applied for the next five years, subject to the 10% rule for
each carryover year.
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Can the tax deduction for in-kind gifts ever exceed cost? A special rule known as IRC
170(e)(3)(B) was added to the Tax Reform Act of 1976 to make it financially attractive for
businesses to help nonprofits with donations of free merchandise. It established special
tax deductions available only to C corporations (manufacturers and distributors) that make
donations of current inventory to educational and other tax- exempt 501 (c) (3) nonprofit
organizations that also meet the requirements of IRC 170(e)(3) or IRC 170 (e)(4).
This rule is significant, for with it, corporations may deduct the lesser of their tax cost basis plus one half of the difference between the cost and the market value or twice the cost
basis. This deduction is subject to all of the conditions being met.
What types of goods can be donated under Section 170(e)(3)? All forms of inventory are
permissable. Virtually anything made or distributed by a corporation is a potential gift, as
long as it is new or reconditioned to new.
Who can receive these gifts? To obtain the special tax incentive of IRC 170(e)(3)(B), donations must be made to nonprofit, tax-exempt 501(c)(3) organizations for the benefit of the
ill, needy, or infants (minors) [IRC 170 (e)(3)], the purpose for which the 501(c)(3) organization
was given tax-exempt status. Donations can be made either directly to the individual nonprofit
organizations or to legally sanctioned nonprofit organizations designed to receive merchandise in large volume for redistribution to their qualified nonprofit organizations.
Develop a mailing list of virtually every corporation, company, and business in your immediate area. The first request sent to them will be somewhat generic, asking companies and individuals to donate surplus and slightly used product for teachers’ use in their
classrooms. Prepare a wish list of product needed. Customize the letter to many of the
companies for product that might be available. For example, ask the paper companies for
surplus paper items they might have. This could include overruns, returns, or slightly irregular product. Make it clear that all donations are appropriate – teachers are creative and
resourceful and something that seems to be of no value to someone in a corporate office
may have unique uses in the classroom.
Keep current with businesses moving or merging. Undoubtedly, they will have surplus or
outdated merchandise. Your local newspapers are a good source for this information.
There is probably an “Adopt-a-School” or “Partners in Education” program in your area.
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Work with participating businesses because they are already devoting some of their time
and resources to helping schools.
Develop a donor packet to give to prospective donors. Before the Center opens, this packet should include the following:
•
•
•
•
•
•
•
•
•

Simple brochure detailing the mission and story of the Center
Wish list of product needed
Copies of any newspaper articles or other publicity you have received
The schools you plan to serve and the anticipated number of children and teachers who
will be helped.
A description of any partnerships or collaborations with other organizations
List of both monetary and product donors (keep this list current)
Statements or testimonials from teachers and kids about the need for supplies
Information as to where and when to make a donation, including a map and directions
Business card

After the Resource Center is operational, it will be easier to solicit donations. Businesses
can be invited to visit the operation. Use an occasion such as an opening for the school
year or an anniversary celebration to invite donors to an “Open House.” Make it a week
long celebration while the teachers are shopping.
Post donor names prominently. Before the store opens, devise ways you can make the list
visible to the community. Donors like to see their names in print, especially along with other prestigious businesses, corporations, and individuals. It also will encourage potential donors to want to be part of your “Honor Roll” wall. Product donors and cash donors should
be posted separately. Major donors and funders should be listed in large bold type.
Be sure to thank donors promptly. Maintain a current and accurate donor database, updating addresses and contacts on a continuous basis. Separate existing and potential donors
in the files. Organize the donors into categories according to product type and size of donations. Recognize all donors but pay special attention to the major donors.
If possible, purchase a computerized donor database to track the following:
• frequency of donation • product categories
• estimated value of product • major donors identified
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Once the Center is open, develop a calendar to send mailings (newsletters or report cards)
regularly to donors. Keeping donors feeling appreciated is extremely important. Logical
times to send mailings are the opening or closing of the school year, an anniversary, or a
holiday greeting.
The best way to tell the story is to have donors visit the operation while volunteers are
stocking shelves or teachers are shopping. However, this is not always possible. At some
point consider developing a video or PowerPoint presentation that can be used to tell the
story when calling on current or potential donors.
Part of the success of the operation is the opportunity for businesses and individuals to
donate surplus and slightly used items to the Center. Businesses have a surprising amount
of merchandise that is no longer useful to them but still has considerable value to teachers
looking for materials to use in their classrooms. These supplies may have
collected dust in stockrooms or warehouses for years. Through the Center, businesses and
individuals will have an outlet for these items and everyone benefits.
We recommend that you accept all donations of product even though there may be some
doubt as to whether or not teachers can use it. The next call from the same company may
be product that is just what is needed. It is important to get businesses thinking of the
Center every time they have surplus office supplies or product.
Some limitations, however, must be placed on product that can be accepted. Items such as
huge copiers, desks, and other large pieces of equipment or furniture are difficult to handle. A rule of thumb is to accept anything that will fit into the trunk of a teacher’s car.
Again, we recommend that you do not accept donations of computers. Most donated
computers are obsolete and not useful in the classroom. Also, disposal of obsolete computer equipment can be a problem.
Make a list of potential donors whose product would be valuable in the Center. Schedule
visits and follow up on these visits. Sometimes it takes several tries to establish a relationship with a company, so don’t be afraid to ask again, after a period of time passes, if you
are turned down the first time.
One of the greatest challenges of product procurement is building relationships with the
donors. Impress upon your staff and volunteers that everyone at the Center is responsible
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for helping to build relationships with donors through whoever they have contact with at
the donor companies. The warehouse foreman is just as important as the president of the
company. After the operation has been opened for a year or so, survey donors to measure
the success of the program and ways to improve service to them.
School Liaison. Will be responsible for contact with the schools. After the Organizing
Committee has identified the city, district, or area to initially be served by the Resource
Center, the School Liaison Subcommittee will determine the schools whose teachers will be
eligible to shop and then will begin communicating with them about the Center. Decisions
will have to be made about whether or not to include such programs as Head Start, nursery
schools or pre-schools, home schools, etc. Most of the Centers in the Kids In Need National
Network serve parochial schools, if they meet the established criteria. Your policy will want
to clarify, also, who from the schools is eligible to come to the Center to shop. Policies of
the Resource Centers in the Kids In Need Network vary. Most of the Centers in the Kids In
Need National Network limit shopping to certified teachers only – the lead teacher in the
classroom rather than a teacher’s aide or assistant. Other school personnel are not eligible to shop. However, Classroom Central in Charlotte, NC, authorizes shopping by school
counselors and social workers because they believe these school employees are in tune
with the needs of the students.
A statement of policy by which to qualify schools should be written. The criterion established
by The Kids In Need Foundation is that at least 70 percent of a school’s student body must be
on the federal free and reduced lunch program. Be aware that the free school lunch program
often does not include middle or high schools that are particularly poor. The school district’s
office will be able to furnish you with a list of schools and the percentage of students in each
school that participates in the free and reduced lunch program.
Involve school district leadership early in the planning process. It will help gain buy-in for
the project and provide an invaluable resource for information and a means of communicating with teachers and other school personnel. If school district representatives have
not already been involved with or at least told about the Center being established, you will
need to meet with the superintendent or another appropriate individual from the district to
tell them about the service that will be provided to their
students and teachers. Ask them for their assistance in determining which schools are the
neediest and in getting the word out to principals and teachers.
Determine the number of schools to be invited to shop. We recommend that you start
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with about 25 schools. As you gain more experience and become more familiar with the
process and with the needs of the teachers and students, you can periodically add schools
to the list of those being served.

Example
Crayons to Computers in Cincinnati invited 22 schools to shop when they first opened
at the beginning of the second semester for the 1996-1997 school year. Teachers could
shop on Tuesday and Thursday afternoons from 2:00 to 5:00 p.m. By the time the semester ended in June, 57 eligible schools were invited to shop. When the Center reopened in the fall of 1997, 80 schools were invited to shop and teachers were assigned a
day (Monday, Tuesday, or Thursday) and could shop only once a week.
At the start of the second term in 1998, 20 schools were added for a total of 100 eligible
schools. Wednesday was added as a fourth day to shop. Wanting to increase the number
of eligible schools (the Center now serves 180 schools), but faced with space and parking
limitations, Crayons to Computers now limits each teacher’s shopping trip to one day every
other week. Develop good relationships with principals. Host an open house for the principals when the Center is getting ready to open and at the beginning of each school year.
Prepare a sample box of available supplies for them to take back to show to their teachers.
Also, a packet of information might include:
•
•
•
•

a fact sheet explaining the program
an FAQ sheet
any newspaper articles or other publicity the Center has received
a “Shoppers Agreement” statement
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Sample: Cleveland Kids In Need Resource Center FAQ Sheet
What is the Kids In Need Foundation?
Established in 1995, the Foundation is a means through which companies and individuals
can contribute to the well- being of their communities. The mission of the Foundation is to
ensure that every child is prepared to learn and succeed by providing free school supplies
nationally to students most in need.
Who is involved with the Cleveland Kids In Need Resource Center?
Kids In Need is a program of the Kids In Need Foundation . An advisory board of local
businessmen and women generate interest and funds for the Center and help guide its
operation. Additional support and services comes from ShurTech, Inc., Moen Incorporated,
Master Mfg. Co., Inc./Master Caster, The Bruening Foundation, United Way, American Express Business Services, and many other local and national organizations.
Who staffs the Kids In Need Resource Center?
The Resource Center is efficient because of the many hours expended by volunteers. The
Kids In Need program also attracts volunteers from schools, churches, and businesses that
have community service programs. Teachers who volunteer earn shopping privileges for
every three hours of volunteer service at the Center.
How are schools chosen to participate in the Kids In Need program?
The criteria schools must meet to participate in the Kids In Need program are that they are
part of a designated school district and that at least 70% of their students are enrolled in the
federal free lunch program or living below the poverty line. The designated districts in Cleveland are the Cleveland Municipal School District and the Diocese ofCleveland. Typically, Resource Centers begin serving a limited number of schools immediately after the Center opens.
Once the staff and volunteers are comfortable with the process, schools are added to the list
of participants. Additional schools districts may be added in the future as well.
Who is allowed to ”shop” at the Kids In Need Resource Center?
Shopping is open only to teachers from schools that have been pre-qualified (70% of students enrolled in the federal free lunch program). The principals of those schools will pro-
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vide a list of their teachers to the Resource Center. Teachers are asked to check in when
they arrive to shop and to provide photo identification.

What are the fees for shopping at the Kids In Need Resource Center?
School supplies at the Resource Center are provided at no charge to the teachers, the
students, the schools, or the school district. The Kids In Need Foundation is able to provide
this free service because of the sponsorship of OfficeMax, Inc., and because of donations
of product and funds made by hundreds of companies and individuals who share our value
for education.
Can teachers take whatever they want at the Kids In Need Resource Center?
Teachers are asked to shop wisely. That is, they are asked to select only the supplies they
need and only in quantities needed to equip the students in their own classrooms. Depending on the quantity of supplies available, limits are
sometimes imposed on selected merchandise. But all merchandise in the Resource Center
is available to all teachers.
What will be available at the Kids In Need Resource Center?
The Kids In Need Foundation makes every effort to have basic school supplies – pencils,
paper, pens, crayons, markers, glue – available at all times. Because we receive donations
from many different companies, other materials
available at the Center will vary. That’s one of the exciting aspects of shopping at the
Center . . . and one of the reasons teachers should always take advantage of a shopping
day. The Center will often have computer software, educational toys and crafts, children’s
books, art supplies, and other “extras” available.
When can teachers shop at the Kids In Need Resource Center?
Each school is assigned a certain day and time to shop at the Center. Teachers must visit the Center only on the day(s) assigned to their schools. Shopping is conducted during
after school hours.
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Sample: Shoppers Agreement
By signing the check-in sheet, teachers agree to the following:
1. They will not pay for any merchandise at the Resource Center!
2. They will take only merchandise that is needed by the students in their own classrooms
and only in quantities that will equip their own students, honoring any and all limits imposed on specific merchandise.
3. They will not re-sell or trade merchandise they receive from the Resource Center to any
public or private company or individual.
Transporting Product: Teachers are responsible for transporting the merchandise. No deliveries are made by the Resource Center. Also, the Center cannot save product back for
anyone.
Some principals and teachers will show little or no enthusiasm about the Center. They
believe it is too good to be true. They think there are strings attached or that some kind
of trick is being played on them. It may take some time to dispel their suspicions. Getting
them to the Center is important to prove that their fears are unfounded.
Determine a contact for each of the schools you have invited to shop. It might be the
principal or a teacher from the school. Their job is to see that the other teachers in their
schools are made aware of shopping days, changes in shopping or Center policies, and periodically check teachers’ classrooms to determine how the supplies are being used.
You should include a statement in all your informational material to teachers that the items
they take from the Center are expected to be used by their students or themselves in their
classrooms and that the sale of any items to a third party is prohibited. Product obtained
in the Center is, also, not for their personal home use. Work with the school principal if a
teacher seems to be abusing his or her shopping privileges. The vast majority of the teachers are dedicated to using the product in their classrooms, but occasionally there may be
someone who is abusing the program.
From each school you have invited to shop, obtain a list of certified teachers with classrooms. Develop some method for tracking the shoppers’ visits and eligibility. If funding is
available, purchase a database system to check in teachers and to track their visits. Other valuable information such as a school’s participation and number of teachers shopping
from particular schools can be obtained and used for fundraising purposes and accountability to funders.
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Use a three-part form for the teachers to list their “purchases.” Have someone check the
teachers out to ensure they have respected the limits and have the proper donors listed.
Give one copy to the teacher. A second copy is for the Center’s records, and the third copy
goes to the principals or liaisons. Accumulate the forms for a month and then send them
to the principals or liaisons via teachers to save postage.
Sources of product should be identified and teachers and their students should be encouraged to write thank you notes to donors. This is an important way for donors to know that
their donations are being put to good use. It encourages future donations. The items can
be identified at the Center by a label or by a shelf tag. A donor list should be provided
with the shopping form so the teachers can fill out the form as they shop.
Work with the teachers and principals to offer feedback on the program and to determine
what teachers need most for their classrooms. This can be done with surveys, focus
groups, or by visits to the classrooms. If an eligible school is not participating, take time to
determine the reason.
Teachers from non-eligible schools will want to shop. Many of the Centers in the Kids In
Need National Network have instituted a program that allows these teachers to participate
and earn a shopping trip by volunteering in the Center. Help with sorting donations and
stocking shelves is always needed, and this is an ingenious way to create a free labor
pool. Three hours of volunteering qualifies a teacher for one shopping trip. You may need
to limit “volunteer to shop” hours to once or twice a month.
Get the message out to privileged schools that they can help the Center, both with product
donations and by volunteering.
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Sample: Communication with School Before First Shopping Day
To:
From:
Date:
Subj:

Shirley Washington, School Liaison
Penny Hawk
8/28/14
Union Elementary School’s Shopping Day

Thank you for the teacher list you provided in preparation for your shopping day at the
Kids In Need Resource Center. Only teachers are eligible to shop. Custodians, administrative staff, nurses, kitchen staff, counselors, librarians, paraprofessionals, social workers,
and teacher’s aides are not eligible to shop. Only the teachers on the list you provided are
registered to shop at this time. Please communicate the following information to those
teachers:
Shopping Day:
Time:
Location:

Thursday, Sept. 7, 2016
2:30 p.m. to 5.30 p.m.
Kids In Need Resource Center
3631 Perkins Ave.

Parking & Entry:

Do not use the front entrance of the building.
Please use the side parking lot in front of Dock A.
The entrance to the Resource Center is beside Dock
A, facing the parking lot.

Check-In Procedure:

Teachers must show a photo ID and sign the check-in sheet.
Only teachers on the list will be admitted for shopping.

Shoppers Agreement:
By signing the check-in sheet, teachers agree to the following:
1. They will not pay for any merchandise at the Kids In Need Resource Center!
2. They will take only merchandise that is needed by the students in their own classrooms
and only in quantities that will equip their own students, honoring any and all limits* imposed on specific merchandise.
3. They will not re-sell or trade merchandise they receive from the Kids In Need
Resource Center to any public or private company or individual.
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Transporting Product: Teachers are responsible for transporting the merchandise. No deliveries are made by the Resource Center. I’m sorry, but we also cannot save product back
for anyone.
*When a particular item is in short supply, a limit may be imposed, requesting that teachers
take only a certain number of that item on that particular day.
Sample: Teacher Check-In & Check-Out Forms

Sample: Teacher Check-In Form
School:
Date
Name
Teacher’s Name
Teacher’s Name
Teacher’s Name
Teacher’s Name
Teacher’s Name
Teacher’s Name
Teacher’s Name
Teacher’s Name
Teacher’s Name
Teacher’s Name

Signature

Sample: Teacher Checkout Form
Name

Date

Grade/Subject
School

No. of students
School Phone

Principal’s Name
Item

Transitioning to Full Operation

Room No.
Quantity

Donor
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Teacher’s Name
Teacher’s Name
Teacher’s Name

Sample: Teacher Checkout Form
Name

Date

Grade/Subject

No. of students

School

School Phone

Principal’s Name

Room No.

Item

Quantity

Donor

Instructions:
• Return completed form to office before leaving with merchandise.
• Provide a complete count of items (and description, if necessary,) with donors’ names.
• Check the addresses of the donors on the bulletin board and write thank you notes. Your
appreciation will help keep our shelves filled.
• All items are for school use only and may be taken only by teachers or administrators of
public/private/parochial schools designated by Kids In Need. Kids In Need is not responsible for
merchandise after it is taken off the premises. No returns please.
white copy: teacher

yellow copy: principal

pink copy: Resource Center

21
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Transitioning to Full Operation
At some point during the process, when funds are secured, when the location is identified
and occupied, when product donations start arriving, and when the schools to be served
have been selected, it is time to make the transition from start up to full operation. This
means you will want to transform your Organizing Committee into your Board of Directors,
form permanent committees, and hire the staff that will help run the Center.
The Board of Directors should be formed from the individuals who served on the Organizing Committee. Some members of the Organizing Committee may choose to leave at this
point. Try to replace those individuals with others who will best serve a specific purpose or
have specific expertise that is important to running the Center. If the chair of the Organizing Committee has been you or another person who intends to be the person in charge of
the day to day operation of the Center, this is the time for you to become executive director, president, or CEO of the Center, whatever title the Board of Directors has chosen for
the position.
After the Board of Directors is determined, officers should be selected and committees
appointed. The number of members on the Board, terms of office, and the process of
electing the members and the officers should be in the bylaws of the Center. The Executive Committee of the Board should consist of:
• Chair
• Vice Chair
• Treasurer
• Secretary
• Immediate Past Chair (when there is one)
The Committees you will want to retain or form anew should be:
• Fundraising Will be responsible for raising money for the purpose of financing the ongoing operation of the Center.
• Operations Will be responsible for the operation of the Center, including matters concerning both the retail area and the warehouse area of the Center.
• Marketing and Public Relations Will be responsible for developing marketing and public
relations plans that effectively tell the story of the Center to businesses, civic organization,
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schools, and individuals for the purpose of garnering financial, product, and volunteer support for the Center.
• Gift-In-Kind Will be responsible for soliciting product donations from businesses and
individuals for the purpose of stocking the Center.
• School Liaison Will be responsible for generating and maintaining contact with the
schools to ensure that teachers and students are being served effectively.
Strategic Planning
Businesses that perform at the highest levels usually have some sort of formalized strategic plan in place and have implemented it well. In order for a business to be successful,
there needs to be a roadmap for success. The development of sound business strategies is
a result of the strategic planning process. A significant mistake that is made by businesses
large and small is defining critical business strategies without going through this process.
A strategic plan helps to provide direction and focus for all employees. It points to specific results that are to be achieved and establishes a course of action for achieving them.
A strategic plan also helps the various work units within an organization align themselves
with common goals. But perhaps most importantly, the strategic planning process provides
the necessary framework for developing sound business strategies.
Arguably, the leading cause of business failure is not having a strategic plan in place that is
being well implemented. If a business has little idea where it is headed, it will wander aimlessly with priorities changing constantly and employees confused about the purpose of
their jobs. And it could chase strategies that have little or no chance of success.
Building a strategic plan is not difficult. It will take some thought and focused energy by
your Board of Directors and your staff. The process of developing a strategic plan should
be rewarding for all involved and usually helps develop stronger communications between
members of the planning team.
A good strategic plan looks out two to five years and describes clearly what market and
other strategies will be followed. In short, it defines how the business will grow and prosper
over that planning horizon. Once developed, the key to making the plan work is a commitment to seeing it through, coupled with sound implementation.
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It is a good idea to have a professional conduct the strategic planning process. There are
a number of steps involved in the strategic planning process and it requires knowledge of
the process in order to develop a solid and actionable plan.
Staffing the Resource Center
As pointed out in Part II of this manual, a minimum of three people (full or part time, paid
or volunteer) should be on staff to run the Center, one each to handle the following areas:
development, operations, and volunteer management. A support person to assist these
positions is also advised.
All of these positions may begin as volunteers but become paid positions as the Center becomes more stable. The president should have experience in the nonprofit sector or in the
world of retail and, also, have the personality to engage donors and teachers in the project.
The president should be dedicated to the mission and have the vision to take the Center to
higher levels.
An administrative support person is needed to type letters to donors and schools, answer
the phone, do copying and faxing, type reports, communicate with Board members on
behalf of the president, file records and reports, assist teachers, and perform other administrative duties.
The operations manager and volunteer coordinator may be a combined position when the
Center first begins. Volunteers are critical to the success of the organization. A large part
of the labor force will be volunteers.
The majority of the labor requirements will be sorting product donations, organizing product in the storage area, merchandising and stocking the store, assisting teachers as they
shop, and checking teachers in and out of the Center.
Here, again, is a chart that breaks down staff responsibilities. Some of these positions
might be combined when the Center first begins.
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the storage area, merchandising and stocking the store, assisting teachers as they shop, and
checking teachers in and out of the Center.
Here, again, is a chart that breaks down staff responsibilities. Some of these positions might be
combined when the Center first begins.
CEO/Executive
Director
Responsible for
total operation
Conduct staff
meetings
Fundraising

Chief Operations
Officer (COO)
Annual budget

Community
awareness events
Donor solicitation
and recognition
Liaison with other
Centers
Store signage and
decorating
Store and
warehouse events
Annual Report
Sponsor
recognition
Public Relations

Staff Responsibilities

Store layout

Administrative
Manager
Maintain donor
records
Pay bills

Store displays

Banking

Arrange product
pickup
Staff the Donor/PR
Committee
Update checkout
forms
Track teacher
“purchases”
Maintain and repair
building
Store signage and
decorating

Record minutes
of meetings
Payroll
Keep media
coverage file
Petty cash
Maintain
calendar
Typing

Operations
Manager
Assist COO

Recruit
volunteers
Maintain
volunteer
database
Volunteer
recognition
Volunteer
reports
Donor thank
you sheets
Liaison with
schools
PR with schools
Maintain
teacher database

Update
entryway signs
Answer phone
Assist CEO
Process
donations
Maintain files,
statistics, and
reports

Administrative
Assistant
Help maintain
teacher database
Product donor
data
Thank you
letters

Head Stock
Clerk
Receive product
donations
Bring stock out
to store
Organize box
room

Answer phone

Sweep and mop

Fax and copy

Empty trash

Greet visitors
and donors
Assist other
staff
Check in
teachers
Assist
teachers
Maintain shelf
signs

Maintain parking
lot

As the Center becomes more stable and grows, you will want to add positions, such as dithe Center becomes
more
grows, you
will want to add positions, such as director of
rector As
of development
and
fullstable
timeand
volunteer
coordinator.
development and full time volunteer coordinator.
The Board
of Directors
may
formanan
committee
to put personnel
The Board
of Directors
maywant
want to
to form
ad ad
hochoc
committee
to put personnel
policies and policies
and procedures
andposition
position
descriptions
in form.
written
The
Center’s
attorney
or human
procedures and
descriptions
in written
Theform.
Center’s
attorney
or human
resources
resources
professional
should
lead this or
committee
or assist with this.
professional
should lead
this committee
assist with this.
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Sample: Position Description POSITION:
President REPORTS TO:
Board of Directors
POSITION
SUMMARY:
This hands-on position manages the day to day operation of the
Resource Center; serves as spokesperson for the organization, along
with the chair of the Board of Directors, and articulates the mission
and the vision of the Resource Center to the staff, volunteers, donors,
and constituents.
RESPONSIBILITIES:
•

Serve as the chief operations executive of the organization.

•

Serve as a professional advisor to the Board of Directors.

•

Recommend appropriate policies for consideration.

•

Implement effectively all policies adopted by the Board.

•

Inform the Board fully and accurately regarding the program.

•

Interpret the needs of the program and present professional recommendations on all problems
and issues considered by the Board.

•

Develop a budget (in conjunction with the finance committee) and keep the Board up to date on
budget problems.

•

Recruit the most qualified personnel and develop and supervise a competent staff.

•

Devote time to staff development.

•

Assist the Board in developing and conducting community information programs.

•

Attend Board committee meetings and be an active member of each committee.

•

See that each committee’s actions are coordinated with the other committees.

QUALIFICATIONS:
Experience in recruiting, supervising, and retaining a large volunteer pool, grant writing and other development
activities, familiarity with public relations and marketing strategies, and knowledge of administrative functions
of 501 (c)(3) organizations. An added bonus would be someone who has worked at the management level in a
food bank or retail environment.
EVALUATION:
The Board of Directors will conduct a performance review at the end of the first six months of employment, with
reviews to occur annually after that. The outcomes of the annual reviews will determine increases in
compensation.

The Grand Openin
Several events can be held in conjunction with the grand opening of a Resource Center.
Although events depend somewhat on the "personality" of each city and Center, the grand
opening
include:
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The Grand Opening
Several events can be held in conjunction with the grand opening of a Resource Center.
Although events depend somewhat on the “personality” of each city and Center, the grand
opening should include:
• Issuance of press releases and recruitment of local media to cover the grand opening events.
• Invitations to grand opening events sent to local government VIP’s, area manufacturers
and retailers, all donors, superintendents, principals of selected schools, organizations from
which you are drawing volunteers, and any other community organizations participating in
the operation of the Center.
• Ribbon cutting ceremony with speakers representing the Center Board of Directors, the
city, the school district, the major sponsor(s), and any partnering organizations.
• Food and beverages! It might be a reception, a luncheon, or a dinner.
• Although children will not be shopping at the Center, it is always nice to have children at
the opening because they are a visual reminder of what the Center is all about. When the
Kids In Need Foundation opens a Resource Center, the invited children are allowed to fill a
bag full of supplies of their choosing to take home with them, and at least one child participates in the actual ribbon cutting ceremony.
• Open house for teachers prior to the start of shopping days
Operating the Resource Center
For all intents and purposes, the Resource Center is a retail store and must be managed
that way. The only difference is that there are no cash registers.
Shopping and operating policies must be established. Days and hours the Center will be
open to teachers must be determined. Obviously, you will want shopping hours to occur
when teachers are not in their classrooms teaching. When teachers are not shopping,
restocking should be taking place. Since many volunteers have jobs or go to school, Saturday hours will probably be necessary for some restocking. Frequency of restocking will
depend on the volume of business you have. Empty boxes may be saved to pack up the
teachers’ “purchases.”
Some product will move as fast as it is put on the shelves; other product will not move as
quickly or at all. In some case, limits will need to be put on product to stretch the inventory so it will be available to as many teachers as possible.
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A supply of new product that are considered basics – crayons, pencils, spiral notebooks/
filler paper, glue, pens, markers – is necessary to have in stock at all times so teachers will
keep
coming back. While they are the items most in demand by teachers, they are the most
difficult to get donated by manufacturers. Your fundraisers should be securing funds to
underwrite the purchase of these items. One of the most exciting aspects of the Resource
Center, however, will be receiving the many unusual items that manufacturers and local
businesses donate to the organization.
There will be good display locations and poor display locations within the store. It is possible to influence the “sales” of an item by changing the display itself or the location of
the display. Some merchandise can be displayed on shelves, and some will need to be
displayed in bins, barrels, or trays. Some will need to be displayed on pallets. Make all the
displays and shelves look appealing to the eye.
At times there will be product that will not move at all, and then a decision has to be made
about whether or not to discard the merchandise. Some Resource Centers highlight these
items in the
store and challenge teachers to come up with creative ways to use them, making a sort of
contest out of it. This is an excellent way to keep teachers engaged in the Center.
Always remember, the teachers are your customers. You should do all you can to make
them happy.
Volunteer Recruitment and Procedures
The volunteer coordinator’s responsibility is to develop a volunteer program that meets the
needs of the Resource Center. It is also the responsibility of the volunteer coordinator to
provide a positive and meaningful experience for the volunteers so they will want to return
and continue to support the organization.
Other responsibilities include:
•
Supervising scheduled volunteers and being available during all volunteer times to
give direction and answer questions.
• Keeping any records necessary that involve managing the volunteers.
• Responding to volunteer inquiries by telephone or by written correspondence.
• Performing other duties as assigned by the president or Board of Directors.
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Recruitment
Volunteer recruitment can be done using the following sources:
•
Advertise in various publications such as the local paper, church bulletins, club newsletters, or company in house newsletters.
•
Send a letter to all eligible teachers asking them to volunteer at least one time during
the school year to help keep the agency operating efficiently.
•
Offer a volunteer to shop program to teachers in schools that are not eligible. For
example, if a teacher volunteers for three hours, the teacher earns a one time shopping
privilege.
•
Work with other non-profit agencies that offer volunteer help. Crayons to Computers in Cincinnati uses agencies such as the United Way Resource Center, AARP work/study
program, Black Man Coalition, and various high school community awareness programs.
•
Send letters to youth directors or high school club sponsors offering volunteer service projects for their members.
• Colleges and universities often require community service hours of their students.
Sororities and fraternities also are a good source of volunteers.
•
Corporate retiree groups are excellent sources. Many will commit to regular weekly
or monthly hours.
Scheduling
It is important to schedule volunteers so the Center can operate efficiently and at minimal
cost. Scheduling should be divided into two sessions for which volunteers are needed.
•
Stock clerk volunteers work from 9:00 a.m. to noon sorting donations and stocking
shelves. Many of the donations will need to be sorted. Keeping on top of this is a constant
challenge.
•
Store assistant volunteers work from 2:00 p.m. to closing to assist teachers and answer questions.
Schedule four to six stock clerks and six to eight store assistants each day. For special
projects, as many as 25 volunteers might be scheduled. The number of volunteers needed
will, of course, depend on the number of schools you serve and your daily “sales.” There is
a fine line between having enough volunteers and having too many. All volunteers want to
feel they are making a difference, so it is important to have work for them to do.
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Training
Stock clerks need to be trained to sort product and stock shelves. They must be advised
of the merchandising principles you are employing in your Center, so they can comply to
make the store as appealing as possible to the shoppers.
Store assistants should be trained to know the basic operation and be knowledgeable
about the donors so they can answer questions. Store assistants need to emphasize the
importance of writing thank you notes to the donors and to be sure all information is available to the shoppers. They also should be aware of the limits on selected items and should
familiarize themselves with weekly and daily changes.
Volunteer Recognition
Thank your volunteers in numerous ways, from verbal appreciation each day they are at the
Center to written acknowledgements of their individual achievements to events that recognize them in front of their families and co-volunteers. A recognition program should be
implemented to reward loyal volunteers. Some examples are:
• Select a group of volunteers which meet specific criteria for a Leadership Committee.
This committee would provide feedback that would benefit both the Resource Center and
the volunteers. This recognizes frequent and valuable volunteers and gives them a more
important role in the organization.
• Written thank you notes.
• Special shopping privileges for loyal volunteers.
• Volunteer appreciation events such as a holiday parties and summer picnics.
• Feature special volunteers via a newsletter or bulletin board.
• Recognize selected volunteers at the annual fund raising dinner.
School Supply Drives
Once the Center is established and the community has some awareness that it exists, the
Center can start conducting school supply drives. Although drives can be conducted at
any time, they are usually done during the summer to prepare for school openings and
during December, when people are in a giving frame of mind, to prepare for the second
semester of school.
You may want to conduct your first drive within the confines of a business. That is, ask a
large company to have a school supply drive in their offices, requesting that their employees bring in supplies to donate to the Center. Starting with this type of drive will give you
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practice before you conduct a drive community wide. During the drive or at the end of it,
try to get some media attention to raise awareness in the community and to reward the
company for its participation.
To have a successful school supply drive, it is advisable to form partnerships with several
entities in the community, such as:
• the media – try to secure a media sponsor that will help you publicize the drive
• retailers or other establishments that have people going in and out of their buildings
• sponsors – companies that will donate cash or in kind services to cover the costs associated with running a drive (collection bins, signage, transporting collected product, etc.)
Here are some examples of school supply drives conducted by some of the Centers in the
Kids In Need National Network:
•
•

•

•

Push for Pencils. Barrels are placed in stores to collect supplies. Although the emphasis
is on pencils, all kinds of school supplies are collected.
Stuff the Bus™. Started by the Carolina Panthers to support Classroom Central in Charlotte, NC, Stuff the Bus™ is now conducted by several Centers. Individuals or businesses
can bring supplies to a school bus that is parked in a highly visible location. The objective is to fill the bus with supplies within a pre-determined number of days.
School Tools. Corporations, retailers, and others become collection sites and encourage
their employees, customers, and clients throughout the community to contribute new
school supplies during the month of August.
Back to School Weekend. Target and the Minnesota Twins have co-sponsored school
supply drives for the Resource Center in Minneapolis. People coming to the games of a
three-day weekend series are asked to bring school supplies to put in containers at the
entrances to the stadium. At one of the games, the Twins makes a presentation to the
Center down on the field, and information about the Center is displayed on the scoreboard. The Coca-Cola Company and the Texas Rangers have held similar drives for the
North Texas Teacher Resource Center.

Fundraising Events
Fundraising events can range in size from a small cocktail party in a Board member’s home
to a large gala in a grand ballroom. As with supply drives, it might be a good idea to start
small and work your way up to the “event of the season.”
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One very good way to get early financial support for the Center is by having your Organizing Committee members host small gatherings in their homes. The guest lists are
comprised of people who are their friends and who are capable of giving fairly substantial
amounts. These are people your Committee members know personally and who come to
the gathering with an understanding that they are going to be asked to give. At the cocktail party or dinner party of from six to 12 people, the Committee member explains the
concept and mission of the Center and lays out the plan for starting the Center locally. It
will probably be an advantage when you start asking others for contributions that you have
these names already on your list of donors.
Besides receptions and dinners, other events that can be directly tied to education are
being done by Centers in the Kids In Need National Network, such as the Celebrity Spelling
Bee. This is a fun event that showcases local celebrities participating as “contestants” in a
spelling bee. The moderator is a well-known local personality, as well. Food and beverages
are served. It might also feature a raffle or silent/live auction that helps to generate revenue.
Fundraising events are generally time consuming and labor intensive. Attention must be
paid to details. Give your team plenty of time to prepare for the event. Try to get as much
of the event donated, or at least sponsored, as possible so those things will not take away
from the revenue generated by the event. Utilize your volunteers.
You will want to choose an event that has as much general appeal as possible, but if you
decide to have events that appeal to specific audiences, like a golf outing or fashion show,
dedicate some time to honing your invitation list so your rate of return is high. One major
fundraising event and, perhaps, one small scale event will be more than enough to manage
each year.
At any fundraising event, dedicate some time during the event to state your case to the
people who are attending. Many people attending will be there because they already believe in your mission, but in some cases, this might be the first chance you will have to engage attendees in your cause.
Awareness Raising Events
The purpose of awareness raising events is that they will generate either product or financial support in the future. Bring together a group of people at the Center to learn what you
are doing to support education and the future work force of your community by providing
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free school supplies to children who would otherwise have to do without.
Several Centers in the Kids In Need National Network hold noon time events called “Show
and Tell” or “Lunch to Learn.” They invite 10 to 20 people to the Center for a free lunch. A
tour of the Center is conducted, and then while the guests are eating, the president speaks
to them about the Center’s mission and operation. A question and answer period follows.
Guests are asked to tell their friends. Most importantly, there is no solicitation of any kind
at the luncheon. The luncheons (some Centers do breakfasts) are meant to get people interested so they will want to adopt the Center as a charity of choice and make financial or
product contributions, donate in- kind services, or volunteer at the Center at some time in
the future. To reap the benefits of your efforts, it is important to follow up with your guests
to discuss their interest and potential future involvement.
These types of awareness raising events are the first step in developing relationships with
potential donors, which is essential to the ongoing support of the Center.
Summary
Starting a Resource Center requires dedication, time, and effort. And once it is up and running, you must engage in all the duties that running a business entails. You and your staff,
both paid and volunteer, must have one foot in the nonprofit charitable world and one foot
in the retail business world.
It is worthwhile to help children and teachers optimize their educational experiences, but
along with that, you will be called upon to make some tough business decisions. You will
sometimes be challenged to overcome situations that even threaten the Resource Center’s
survival. You must concentrate continually on procuring product and financial support,
while ensuring that your customers, the teachers, are being served with the utmost courtesy and efficiency. This is no small task, but one you will find genuinely rewarding and crucial to the success of the children and teachers you serve.
Starting A Resource Center or Teacher Free Store

Our mission is to ensure that every child is prepared to learn and succeed in the classroom
by providing free school supplies nationally to students most in need.

www.KINF.org

3055 Kettering Blvd., Ste 119, Dayton, OH 45439 • (937) 296-1230 • (937) 296-0136 F | 2719 Patton Road, Roseville, MN 55113 • (612) 465-0135 • (612) 465-0136 F

Part III Appendix
• 501 (c)(3) Facts
• Sample: Code of Regulations (Bylaws) of a Resource Center
• Sample: Letter Invitation to Informational Meeting
• Sample: Introductory Letter to Principal
• Sample: Press Release Announcing Opening of a Resource Center
• Sample: Resource Center Fact Sheet
• Crayons to Computers’ Key Support Processes (Flow Chart)
• Crayons to Computers’ Volunteer Program (Flow Chart)
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501(c)3 FACT SHEET*
Forming a new non-profit is a process that involves two distinct steps. Generally, interested
parties that are not yet a 501(c)3 will need to file articles of incorporation with the appropriate agency in their state (usually the state’s secretary of state). Next, they will also need
to secure federal income tax exemption by filing the appropriate forms with the Internal
Revenue Service (IRS). Local bar associations may be able to direct Councils to “pro bono”
or reduced-cost legal services from lawyers experienced in the non-profit sector. Please be
aware that it usually takes 4
to 6 months to go through the process.
When in the process of procuring and filing the appropriate forms required to apply for
non-profit incorporation, interested parties may want to contact the state charity registration office. Be aware that procedures vary from state to state; so each party should consult
with an attorney.
Steps and Considerations in Attaining 501(c)3 Status
1. Take the issue to the interested parties. Make sure everyone understands the difference
between non-profit and independent entity status. If appropriate, vote upon which status
the group wishes to pursue, and brainstorm strategies for communicating the desire to become independent with all current cooperators.
2. Consult with a lawyer with experience working in the non-profit sector. These services
may be available pro bono.
3. Preparation:
• Budget $500 for the application fee.
• Obtain Tax ID Number using form IRS Form SS4: Application for Employee Identification
Number.
• Develop a budget for the next two years.
• Prepare bylaws and articles of incorporation. These may be modified versions of the
bylaws and articles of incorporation other similar organizations have submitted to the
IRS in their 501 (c)3 applications.
• Designate a committee of “incorporators” who will have primary responsibility for developing by-laws and dealing with preparation of other documents for the IRS application.
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•
•
•

erning how candidates will run for and serve on the Executive Board.
Incorporators will not automatically become Executive Board members of the non-profit, but must run for their positions just as required of all Executive Board candidates.
File articles of incorporation with Probate Judge.
When incorporation paperwork is received and bylaws are written, file for 501 (c)3 status with the IRS.

4. Compile documents for application to submit to IRS:
•
•

•
•
•
•
•
5.
•
•
•
•

•

Form 8718: User Fee for Exempt Organization Determination Letter Request (this form
is basically a cover page for your application).
Complete relevant parts 1-4 of form 1023, the Application for Recognition of Exemption.
Depending upon the kind of exempt organization the organization chooses to be, you
will be using different schedules on form 1023.
Financial statements and budgets.
Bylaws.
Incorporation documents.
Signatures.
Check for $500.
Form 1023 requirements:
Part 1: Administrative information, address (cannot be a PO Box), attach incorporation
document, bylaws and articles, signature by officer.
Part 2: Describe activities in detail. Must specify that your organization is not financially accountable to another organization or involved in politics or influencing legislation.
Part 3: Administrative information. Examine the application and fill out relevant “schedules” according to any special activities of your Council.
Part 4: Financial statements. May want to base this on a template developed by an
accountant or one used by other similar organizations in their non-profit status applications.
Help and forms are available on the IRS website at www.irs.gov. To find the correct
amount for user fees and the length of time to process a request call 1.877.829.5500 for
assistance from the IRS.
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Common Mistakes made by New 501(c)3
We recognize that each State is different and certain requirements may be different when
responding to IRS.
Form 990: IRS Form 990 is the annual “Return of Organization Exempt From Income Tax,”.
It is not required when gross receipts are less than $25,000. It might be a better idea to
file a “blank” Form 990, than to not file at all. To file a “blank” return, complete all the identifying information at the top of the return, check the box indicating that gross receipts
are normally less than $25,000, sign and date the return, and send it to IRS, Ogden, Utah
84201.
Employment Taxes: It is never a good idea to ignore a Form 941, “Employer’s Quarterly
Federal Tax Return,” sent to you by the IRS. If you do not need to file the return, because
you had no payroll for the quarter, or because you have no employees, complete the return
anyway, and send it in (keeping a copy for your own records). It is tempting, when hiring
workers for the first time, to treat them as independent contractors rather than employees.
Withholding, quarterly deposits, etc. can be a bother. But misclassification of employees is,
by far, the most common issue that IRS auditors raise with non-profit organizations. There
are times, of course, when workers really are independent contractors. Many organizations
overlook the need to report compensation of $600 or more to the IRS. Awards, fees, and
similar payments must be reported on Form 1099-MISC, which must be sent to the recipient no later than January 31st, and to the IRS, with a Form 1096 transmittal, no later than
February 28.
There are 8 types of tax-exempt 501(c)3 organizations: charitable; religious; educational;
scientific; literary organizations; those that test for public safety; support national and international sports competitions; and those that work to prevent cruelty to children or animals. Many community and economic development organizations have chosen to classify
themselves as educational organizations. However, be aware that 501(c)3 public charities
are supposed to receive at least one third of their support from the general public. Some
organizations find themselves relying heavily on donations from founders or board members, or going back year after year to the same foundations or corporations for income,
which may not count as “public” support.
Unrelated Business Income
Many organizations keep their members informed with a regular newsletter or via the webOur mission is to ensure that every child is prepared to learn and succeed in the classroom
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site, and help defray the costs by accepting paid advertising. Unfortunately, the IRS considers this advertising income to be unrelated to exempt purposes, and therefore taxable. Up
to $1,000 in unrelated income can be earned without having to pay tax, but an organization that receives at least $1,000 in advertising or other unrelated receipts must file Form
990-T, and pay any tax due.
Frequently Asked Questions on Tax Exempt Status
How do we get a tax ID number?
Use IRS Form SS-4 to obtain an EIN (Employer Identification Number), an identifying number for all Federal tax purposes, whether you plan to have employees or not. You can apply
for an EIN separately if you need one immediately (for banking, for instance), or instead attach a completed Form SS-4 to your application for tax-exempt status. NOTE: This number
does not, in any way, indicate whether or not your organization is exempt from tax!
How much will it cost to get our tax-exempt status?
The IRS has charged a non-refundable processing fee for exemption applications since
1987. There is currently a two-tier fee schedule. Organizations whose gross receipts have
averaged, or will average, not more than $10,000 per year pay $150. Larger organizations
pay $500. A new IRS Revenue Procedure announcing the fees comes out each January; if
you are submitting your application late in the year, there may be some benefit to getting it
in before January 1st.
Other costs you might incur when setting up a new non-profit organization include incorporation, charitable solicitation and other state or local registration fees (for your articles
of incorporation, bylaws and exemption application professionally prepared).
How long will it take to get our tax-exempt status?
The IRS is currently saying that it takes an average of 120 days to process an application.
Roughly a quarter to a third of the applications they receive do not require further work,
and are processed in six to ten weeks.
Can we ask for donations before we get our tax-exempt status?
The “effective date” of your group’s tax-exempt status will be the day it was originally created. This means that contributions that your organization received after incorporation, but
before the IRS issued your exemption letter will not be tax exempt.
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Can we pay salaries to our board members? Can we rent a building owned by a board
member, or purchase equipment from a board member?
Tax law always permits the payment of reasonable compensation for goods or services
actually rendered. If the IRS finds that amounts received by insiders are unreasonably high,
however, they can fine both the insider who received the payment, and the board members
who approved the payment. It is a good idea, therefore, to fully document the board’s decision-making process when any kind of payment will be made to an insider.
Hints to Remember:
When listing your board members on your incorporation papers, make sure that you
do not list everybody, or they will all have to sign!
When the IRS returns your application for clarification, ensure that all documents are
promptly returned so as not to delay your application.
-

Be sure that you photocopy everything you send to IRS, as documents can be lost.
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AMENDED AND RESTATED CODE OF REGULATIONS OF
CRAYONS TO COMPUTERS, INC.
Effective March 10, 2005
ARTICLE I – NAME
The name of this corporation is Crayons to Computers, Inc. (the “Corporation”).
ARTICLE II - OBJECTIVES AND ACTIVITIES
Section 2.1 - Objectives. The primary objective of the Corporation shall be to provide free
classroom materials to teachers to enhance the education of their students.
Section 2.2 - Activities. All activities of the Corporation shall be controlled solely by the
Board of Trustees and officers of the Corporation duly elected by the Board of Trustees. In
connection with such activities, the Board
of Trustees shall have the powers and duties set forth herein.
ARTICLE III - MEMBERSHIP
Section 3 .1 - Members. The Trustees of the Corporation then in office shall serve as its voting Members (“Voting Members”). The Freestore/Foodbank, Inc., an Ohio nonprofit corporation, shall serve as the sole, non- voting corporate Member (the “Corporate Member,”
together with the Voting Members, the “Members”). The Corporate Member shall have no
voting rights; provided however, it (i) has the right to make recommendations to the Voting Members and Board of Trustees, respectively, regarding (a) the election or reelection
by the Voting Members of the Corporate Member Trustees (as defined in Section 4.1), and
(b) the filling of any vacancy by the Trustees in the event any Corporate Member Trustee
ceases service as a Trustee for any reason other than due to an expiration of such Corporate Member Trustee’s term of office; and (ii) has the right to veto, if such veto is exercised
within thirty (30) days of receipt of notice that any of the following actions has taken place
(“Veto Power”) : (a) any amendment or modification to the Articles of Incorporation and/
or Code of Regulations of the Corporation which affects in any way the voting rights or
other rights of the Members or Trustees, (b) any change in the number of Trustees and/or
Members, (c) the addition of any other corporate member, and (d) any other action by the
Corporation which affects in any way the voting rights or other rights of the Members or
Trustees. Notwithstanding the above, in the event the Corporate Member has not exercised
its Veto Power within the thirty (30) day period set forth above, such Veto Power shall be
deemed to be waived.
Section 3.2 - Payment of Dues. There are no dues required to be a Member of the CorporaOur mission is to ensure that every child is prepared to learn and succeed in the classroom
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tion.
Section 3.3 - Annual Meeting. The Members shall meet at least once annually, at such time
as the Annual
Meeting of the Board of Trustees. The Corporate Member shall designate an individual to
attend the Annual
Meeting of the Members on its behalf.
ARTICLE IV - TRUSTEES
Section 4.1 - Number and Qualifications. Subject to Section 4.2(b) below, there shall be a
Board of Trustees comprised of between three (3) and sixteen (16) Trustees, who shall also
constitute the Corporation’s Voting Members, as provided in Article III. The specific number
of Trustees may be changed from time to time by the affirmative vote of a majority of the
Trustees. Qualifications for Board membership include: residency in the greater Cincinnati
area; willingness to accept responsibility for governance; availability to participate in activities of the Board; demonstrated ability and expertise to effectively participate in fulfilling
the Board’s community activities; and an acknowledged desire to work toward the advancement and promotion of the purposes of the Corporation as set forth in its Articles of
Incorporation and these Regulations. Candidates for Board membership shall also possess
such additional qualifications as the Board of the Corporation may deem appropriate and
may require. All Trustees shall serve without compensation as a Trustee.
Section 4.2 - Selection of Trustees and Term. Trustees shall be selected as follows:
a.
The initial Trustees shall be those individuals named in the Corporation’s Articles of
Incorporation (“Initial Trustees”), and they shall serve until the first meeting of the Board of
Trustees, at which time the initial Trustees shall set the number of Trustees to serve on the
Board and shall appoint a like number of individuals meeting the qualifications set forth in
Section 4.1 to serve as Trustees, subject to Section 4.2(b) below.
b.
Except in the case of the Board of Initial Trustees, and in addition to meeting all
other qualifications and procedures relating to the election or appointment of Trustees set
forth herein, the Board of Trustees shall at all times have two (2) Trustees which (i) have
been recommended for appointment or election, as applicable, by the Corporate Member
in accordance with Section 3 .1, and (ii) are affiliated with the Corporate Member to a significant extent (the “Corporate Member Trustees”). The Voting Members or Board of Trustees,
as applicable, have full discretion within the bounds of this Code of Regulations and applicable law to decide not to elect or appoint, as the case may be, any individual recommended by the Corporate Member in accordance with this Section 4.2(b), in which case the
Corporate Member may recommend one or more alternative nominees, and shall continue
to do so, until two (2) Board of Trustee positions are filled with a Corporate Member Trustee. Corporate Member Trustees shall have all of the rights and responsibilities of Trustees,
including but not limited to, the right to serve as Voting Members of the Corporation.
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c.
The Board of Trustees shall be classified, with respect to the time for which they
each hold office, into three classes, as nearly equal in number as possible, as determined
by the Board of Trustees. One class shall be originally elected for a term expiring at the
Annual Meeting of the Board of Trustees to be held in 1998, another class shall be originally
elected for a term expiring at the Annual Meeting of the Board of Trustees to be held in
1999, and another class shall be originally elected for a term expiring at the Annual Meeting
of the Board of Trustees to be held in 2000, with each Trustee in each class to hold office
until a successor is elected and qualified. At each Annual Meeting of the Board of Trustees,
the successors of the class of Trustees whose term expires at that
meeting shall be elected to hold office for a three year term.
d.
There is no limit as to the number of terms a Trustee can serve. Trustee involvement will be evaluated by the Executive Committee at least yearly against the job description adopted by the Board. Continuing as Trustee is contingent on acceptable levels of
involvement.
Section 4.3 - Duties. The Board of Trustees shall have all of the authority and responsibility
for adopting and implementing policies and procedures to accomplish the purposes and
objectives of the Corporation, shall have the authority and responsibility to supervise the
management, operations and assets of the Corporation, may make general rules and regulations for the government of the Corporation and may authorize and appoint committees
comprised of Trustees. The Trustees as a body shall exercise the powers conferred upon
said body by the Articles of Incorporation and by the laws of the State of Ohio. In all decisions concerning the Corporation, the decision shall be by a majority vote of the Trustees in
attendance at a duly held meeting where a quorum is present, except as provided in these
Regulations. In addition to the responsibilities mentioned above, the duties of the Board of
Trustees shall include, but not be limited to, the following:
a.
Interview and engage an individual to serve as the President/Chief Executive Officer (“CEO”) of the Corporation, periodically evaluate the performance of the President/
CEO and fill any vacancy in the office of the President/CEO caused by his or her death,
resignation, retirement or removal from office.
b.
Evaluate the need for, authorize, coordinate and supervise any fundraising efforts
of the Corporation.
c.
Strategic planning for the Corporation and oversight of the implementation of
such plans.
Section 4.4 - Meetings. The Board of Trustees shall have an Annual Meeting every calendar
year and meet at least one other time annually, at such times as the Board of Trustees may
designate. Additional meetings of the Board of Trustees may be called by the Chair or a
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majority of the Trustees.
Section 4.5 - Place of Meetings. All meetings of the Board of Trustees shall be held at the
Corporation’s principal office or at such other place, within or without the State of Ohio, as
may be designated in the notice of such meeting.
Section 4.6 - Notice. Written notice of the time and place of any meeting of the Board of
Trustees shall be given to each Trustee, personally, by mail, by fax, or by e-mail, by the Secretary of the Corporation at least three (3) days in advance of such meeting.
Section 4.7 - Waiver of Notice. Notice of the time, place and purpose(s) of any meeting of
the Board of Trustees, whether required by law, the Articles of Incorporation, or these Regulations, may be waived in writing, either before or after the holding of such meeting, by
any Trustee, which writing shall be filed with or entered upon
the records of the meeting. The attendance of any Trustee at any such meeting without
protesting, prior to or at the commencement of the meeting, the lack of proper notice shall
be deemed to be a waiver by him or her of notice of such meeting.
Section 4.8 - Quorum. One-half of the Trustees that have been duly selected in accordance with this Article IV shall constitute a quorum for a meeting of the Board of Trustees,
except that a majority of Trustees in office constitutes a quorum for filling a vacancy of
the Board of Trustees. A majority of the Trustees present at any meeting, whether or not a
quorum is present, may adjourn such meeting from time to time.
Section 4.9 - Action Without Meeting. Any action which may be authorized or taken at a
meeting of the Board of Trustees may be authorized or taken without a meeting with the
affirmative vote or approval of, and in a writing signed by, all of the Trustees, in accordance
with Section 1702 .25 of the Ohio Revised Code.
Section 4.10 - New Trustee Positions and Vacancies. Subject to Sections 3 .1 and 4.2(b),
newly created Trustee positions resulting from any increase in the number of Trustees and
any vacancies on the Board of Trustees resulting from death, resignation, disqualification,
removal or other cause shall be filled by the affirmative vote of a majority of the remaining Trustees then in office, even though less than a quorum of the Board of Trustees, and
any Trustee so appointed shall hold office for the remainder of the full term of the class of
Trustees in which the new Trustee position was created or the vacancy occurred and until
such Trustee’s successor shall have been elected and qualified . No decrease in the number of Trustees constituting the Board of Trustees shall shorten the term of any incumbent
Trustee.
Section 4.11 - Resignation. Any Trustee may resign at any time by giving written notice to
the Board of Trustees. Such resignation shall take effect as of the date of the receipt of
such notice, unless such notice specifies a later effective time.
Section 4.12 - Removal. A Trustee may be removed for cause by vote of the Board at any
meeting provided that notice of the anticipated motion to remove said Trustee is included
in the notice to the Board for such meeting. Notice to the Board will be sent in advance of
the meeting discussing the anticipated motion to remove said Trustee in accordance with
Section 4.6, and the vote on removal will occur at the first subsequent meeting after the
discussion. Any Trustee may be removed by a %majority vote of the Board.
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ARTICLE V - OFFICERS
Section 5 .1 - Designation. The officers of the Corporation shall be the Chair, Vice-Chair,
President/CEO, Vice-President/COO, Secretary and Treasurer. The Board of Trustees may
provide for such other elected officers and assistant officers as may be deemed necessary
from time to time.
Section 5.2 - Election and Term of Office. The officers of the Corporation, other than the
President/CEO and the Vice-President/COO, shall be elected annually by the Board of
Trustees at its Annual Meeting or at a special meeting of the Board of Trustees held for
such purpose. The Chair shall be elected for a term of two (2) years and each other elected
officer shall hold office for a term of one (1) year, or until his or her successor is elected, or
until his or her earlier resignation, removal from office or death. No officer shall serve more
than two consecutive years
in a specific office without a vote to allow an additional year by two-thirds of those present at any meeting of the Trustees. The Board of Trustees may fill any vacancy in any office
occurring from whatever cause. Notwithstanding any provision to the contrary, the first
term commencing with the adoption of these Code of Regulations shall begin immediately
and shall expire at the Annual Meeting of the Corporation occurring in 2002. In addition,
the Board shall appoint the President/CEO and Vice-President/COO, who shall serve at the
pleasure of the Board.
Section 5 .3 - Removal. Any officer elected or appointed by the Board of Trustees may be
removed from office, with or without cause, by a vote of a majority of all the elected Trustees.
Section 5.4 - Powers and Duties. Subject to such limitations as the Board of Trustees may
from time to time prescribe, the officers shall each have such powers and perform such
duties as generally pertain to their
respective offices and such further powers and duties as may be conveyed upon them from
time to time by the Board of Trustees or, in the case of all officers other than the Chair by
the Chair, including but not limited to the following
powers and duties:
a.
Chair - The Chair shall be a member of the Board of Trustees and shall preside at
all meetings of the Corporation and at all meetings of the Board of Trustees, and shall appoint all special or other committees of the Board of Trustees (unless otherwise appointed
by the Board of Trustees). The Chair provides leadership to the
Board in the formation and evaluation of Corporation policies. The Chair, acting as a representative of the Board, assures annual evaluations of the President/CEO’s performance and
adherence to the Corporation’s policies.
b.
Vice-Chair - The Vice-Chair shall be a member of the Board of Trustees and perform the duties and have the powers of the Chair in the event of his or her absence, death
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or disability. The Vice-Chair position allows a thorough orientation to the role and responsibilities of the Chair, with a standing, but not binding, assumption that the Vice-Chair intends to fill the position of the Chair at the next succeeding term.
c.
President/Chief Executive Officer (CEO) - The President/CEO shall be a member
of the Board of Trustees and shall have the authority to select and discharge members of
an executive and administrative staff as may be needed and fiscally prudent, shall preside
over the executive and administrative staff and shall generally
preside over the day-to-day affairs of the Corporation. The President/CEO shall assure that
all policies and resolutions of the Board of Trustees are carried into effect. With respect to
day to day operations, the President/CEO shall report to the Chair, unless otherwise directed by the Board of Trustees. The President/CEO is a member of all standing committees.
d.
Vice-President/Chief Operating Officer (COO) - The Vice-President/COO shall be a
member of the Board of Trustees and perform the duties and have the powers of the President/CEO in the event of his or her absence, death or disability. The Vice-President/COO
shall have such powers and duties as may from time to time be delegated by the President/CEO.
e.
Secretary - The Secretary shall be a member of the Board of Trustees and shall
give notice of all meetings of the Board of Trustees, shall keep a record of all proceedings
of meetings of the Board of Trustees, and shall prepare the minutes of each such meeting.
f.
Treasurer - The Treasurer shall be a member of the Board of Trustees and shall
have charge of the funds and assets of the Corporation, shall keep proper records showing
all receipts, expenditures and disbursements of the Corporation, with vouchers in support
thereof; and shall make a report of the status of all the Corporation’s accounts at each regular meeting of the Board.
g.
Executive Committee - The Executive Committee shall consist of the immediate
past Chair, Chair, Vice-Chair, President/CEO, Vice-President/COO, Secretary and the Treasurer, and any other persons designated by the Board of Trustees. The Executive Committee shall have the powers and duties as may be delegated from time to time by the Board
of Trustees. A majority of the Executive Committee members shall constitute a quorum.
The vote of a majority of the Executive Committee present at a meeting at which a quorum is present shall be the act of the Executive Committee. The Executive Committee shall
have the power to elect and appoint employees, agents, and committees as it deems necessary, and shall be primarily responsible for nominations of Trustee and officer candidates
for election at the Annual Meeting. The Executive Committee shall meet as necessary from
time to time
as deemed necessary by such Executive Committee. The Executive Committee may act in
an emergency on behalf of the Board between scheduled meetings but must report any
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and all decisions to the Board by telephone, meeting or writing as soon as possible but in
no events later than at the next Board meeting. The Chair shall preside at all meetings (or
may designate another individual or officer to preside at any such meeting).
h.
Other Officers and Advisory Boards - The Board of Trustees may appoint such
other officers and advisory boards as are needed to effectively manage the organization,
provided that the responsibility and authority of each such officer and advisory board are
set forth at the time of the appointment.
ARTICLE VI - ENDOWMENT COMMITTEE
Section 6.1 - The Endowment Committee. The Endowment Committee shall be a permanently standing
Committee whose membership shall be constituted as follows:
a.
Number of Members. This Committee shall always have five to seven members
consisting of three members who are Trustees (or two Trustees and a former Chair of the
Board who may or may not be a current Trustee) including the Treasurer and a former
Chair of the Board, and at least two but no more than four members who are not Trustees.
In addition, the Development Director shall be a non-voting member.
b.
Term on Committee. Each member of the committee shall serve for a term of two
years even if this extends beyond such person’s term as a Trustee if he or she shall have
been a Trustee when such term on this Committee commenced.
c.
Vacancies. A vacancy on this Committee shall be filled by a majority vote of the
Board of
Trustees.
d.
Responsibilities. The responsibilities of this Committee shall be to oversee the
Crayons to Computers Endowment in accordance with the Endowment Policy and Procedures and the Endowment
Investment Policy Statement.
e.
Amendment. Notwithstanding the provisions of Article X, this Article VI of the
Code of Regulations may only be modified upon an affirmative vote of at least 80% of the
then serving Trustees.
ARTICLE VII - INDEMNIFICATION
Section 7.1 - Rights to Indemnification. The Corporation shall, and does hereby, agree to
indemnify any Trustee, officer, employee, agent, or any former Trustee, officer, employee,
agent or volunteer, or any person who is serving or has served at its request as a TrustOur mission is to ensure that every child is prepared to learn and succeed in the classroom
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ee, officer, employee, agent, or volunteer of another corporation, whether non-profit or
for profit, to the full extent permitted by the provisions of Section 1702.12(E)(1)-(5) of the
Ohio Revised Code which provisions, in their entirety, are incorporated in this Article as
if the same were fully written in this Article. In addition, the indemnification provided by
this Article shall not be deemed exclusive of any other rights to which those seeking indemnification may be entitled under the Articles of Incorporation or these Regulations, or
any agreement, vote of Voting Members, or disinterested Trustees, or otherwise, both as
to action in his or her official capacity and as to action in another capacity while holding
such office, and shall continue as to a person who has ceased to be a Trustee, officer, employee or agent, and shall inure to the benefit of the heirs, executors and administrators of
such person. The Corporation may purchase and maintain insurance on behalf of any person who is or was a Trustee, officer, employee, or agent of the Corporation, to provide the
indemnification provided herein.
Section 7.2 - Other Rights. The indemnification authorized by this Article is not exclusive of,
and shall be in addition to, any other rights granted to the person seeking
indemnification pursuant to the Articles of Incorporation, this Code of Regulations, any
agreement, a vote of the Voting Members or disinterested Trustees or otherwise, both as to
actions in their official capacities and as to actions in another capacity while holding their
offices or positions, and shall continue as to a person who has ceased to be a Trustee, officer, employee, agent or volunteer and shall inure to the benefit of the heirs, executors and
administrators of such a person.
Section 7.3 - Insurance. The Corporation may purchase and maintain insurance, or furnish
similar
protection, including, but not limited to, trust funds, letters of credit or self-insurance, for
or on behalf of any person who is or was a Trustee, officer, employee, agent or volunteer of
the Corporation or who was serving at the request of the Corporation as a trustee, director,
officer, employee, Member, manager, agent or volunteer of another corporation, limited liability company, partnership, joint venture, trust or other enterprise against any liability asserted against him or her and incurred by him or her in any such capacity, or arising out of
his or her status as such, whether or not the Corporation would have the power to indemnify him or her against the liability under this Article VII. Insurance may also be purchased
from or so maintained with a person in which the Corporation has a financial interest.
ARTICLE VIII - FISCAL YEAR
The fiscal year of the Corporation shall be July 1 through June 30, or such other year as
may be adopted from time to time by the Board of Trustees.
ARTICLE IX - EXEMPT ACTIVITIES
These Regulations and any powers or authorizations contained herein shall be subject to
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the restrictions and prohibitions contained in the Articles of Incorporation of the Corporation, and, notwithstanding any other provisions of these Regulations, no Trustee, officer,
employee, or representative of the Corporation shall take any action or carry on any activity by or on behalf of the Corporation not permitted to be taken or carried on by an organization exempt under Section 501(c)(3) of the Internal Revenue Code of 1986, as amended,
or by any organization contributions to which are deductible under Section 170(c)(2) of
the Internal Revenue Code of 1986, as amended.
ARTICLE X - AMENDMENTS
Subject to Section 6 .1(e), these Regulations may be altered, amended, or repealed or new
Regulations may be adopted by the affirmative vote of a majority of the Trustees; provided
however, that the Corporate Member has Veto Power over any amendment or modification
to the Articles of Incorporation and/or Code of Regulations of the Corporation which (i)
affects in any way the voting rights or other rights of the Members or Trustees, (ii) changes the number of Trustees and/or Members, or (iii) adds any other corporate member.
Notwithstanding the above, in the event the Corporate Member has not exercised its Veto
Power within the thirty (30) day period set forth in Section 3 .1, such Veto Power shall be
deemed to be waived.
ARTICLE XI - DONATIONS AND SPECIAL FUNDS
The Corporation shall have authority to receive donations from any source in cash or other
property acceptable to the Board of Trustees, and the Board of Trustees may accept donations subject to restrictions as to the uses and purposes for which the same may be applied or which limit the time, manner, amount or other terms of such
application, provided that the uses and purposes and the terms of application specified are
within the purposes of the Corporation and do not violate the Articles of Incorporation of
the Corporation, this Code of Regulations or any applicable statue or rule of law. To facilitate the making and administration of restricted donations, the Board of Trustees may establish special trusts or funds, donations to which shall be held for specified uses and purposes and/or terms of application, provided that such specific uses, purposes and terms
of application are within the uses and purposes of the Corporation and do not violate its
Articles of Incorporation, this Code of Regulations or any applicable statutes or rule of law.
The authority granted to the Corporation and the powers granted to the Board of Trustees
in this Article XI shall be deemed to be in addition to, and not in limitation of, the authority
and powers otherwise granted to each of them.
ARTICLE XII - LIMITATION OF LIABILITY
(a)
No person shall be found to have failed to perform his or her duties to the
Corporation as a Trustee or officer in any action brought against such Trustee or officer, unOur mission is to ensure that every child is prepared to learn and succeed in the classroom
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less it is proved by clear and convincing evidence that the Trustee or officer has not acted
in good faith, in a manner he or she reasonably believes to be in or not opposed to the best
interests of the Corporation, or with the care that an ordinarily prudent
person in a like position would use under similar circumstances.
(b)
In performing his or her duties, a Trustee or officer shall be entitled to rely on information, opinions, reports or statements, including financial statements and other financial data, that are prepared or presented by: (i) one or more Trustees, officers or employees
of the Corporation who the Trustee or officer reasonably believes are reliable and competent in the matters prepared or presented; and (ii) counsel, public accountants or other
persons as to matters that the Trustee or officer reasonably believes are within the person’s
professional or expert competence.
(c)
A Trustee or officer shall be liable in damages for any action he or she takes or
fails to take as a Trustee or officer only if it is proved by clear and convincing evidence in
a court with jurisdiction that the act or omission was one undertaken with deliberate intent to cause injury to the Corporation or one undertaken with a reckless disregard for the
best interests of the Corporation. Notwithstanding the foregoing, nothing contained in this
paragraph (c) shall affect the liability of Trustees under Section 1702.55 of the Ohio Revised
Code.
ARTICLE XIII - MISCELLANEOUS
Section 13 .1 - Pronouns. All pronouns shall be deemed to refer to the masculine, feminine,
neuter, singular or plural as the identity of the person or persons referred to may require.
Section 13 .2 - Effective Date. These Regulations shall be effective upon adoption, by affirmative vote of a majority of the Trustees at a meeting of the Board of Trustees.
I, Kevin Thomas, Secretary of Crayons to Computers, Inc., an Ohio nonprofit corporation,
do hereby certify that the foregoing is a true and correct copy of the Corporation’s Code of
Regulations as adopted by the Board of Trustees of
the Corporation on March 10, 2005 and effective as of March 10, 2005.
IN WITNESS WHEREOF, I have hereunto set my hand this 10th day of March, 2005.
__________________________
Kevin Thomas, Secretary
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Sample: Letter of Invitation to Informational Meeting
January 4, 2001
Dear Mr. Easterly:
The Kids In Need Foundation is pleased to announce the development of a Cleveland Area
Kids In Need Resource Center in time for the 2001 back to school season! Thanks to the
generous leadership of OfficeMax, Inc., we will establish a high profile Resource Center in
Cleveland that will be equipped to provide school supplies to thousands of impoverished
children so they may succeed in the classroom.
The Foundation is particularly suited to operate Centers that give free supplies to teachers, students, and schools. Contributors include manufacturers and distributors of school
and office products. We have enclosed material that will give you background on the Foundation and the Resource Center program.
We would be honored if you would accept our invitation to join other Cleveland area business men and women as we form a Steering Committee to guide this most worthwhile endeavor. An informational luncheon meeting has been scheduled from 12:00 noon to 1:30
p.m. on Monday, January 15, 2001, at the Shoreby Club, 40 Shoreby Drive, Bratenahl, OH
44108. Please R.S.V.P. your plans to attend using the enclosed fax back form no later than
January 9th.
At the meeting, we wish to apprise everyone of the plans for the next several months, enlist
the coverage of the electronic and print media, and recruit members for the Steering Committee that will lead this effort.
The Cleveland Kids In Need Resource Center will be tied to our National Network of existing Centers. Since the Foundation started its Centers three and a half years ago, $20 million in supplies has been distributed to students and teachers.
We look forward to hearing from you or another representative within your organization who may wish to attend. Should you need directions to the Shoreby Club, please call
216-xxx-xxxx. Thank you for your consideration.
Sincerely,
Executive Director
Kids In Need Foundation

Volunteer Chair
Steering Committee
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Kids In Need Foundation
Cleveland Informational Meeting
Monday, January 15, 2001
12:00 Noon – 1:30 p.m.
Shoreby Club
40 Shoreby Dr. Bratenahl, OH 44108

_______ Yes, I will attend the meeting to learn more about the Cleveland Kids In Need
Resource Center and the formation of the Steering Committee.
Number attending ______
Names _____
Number of lunches ______
_______ No, I cannot attend but please keep me apprised of the Cleveland Center’s progress.

Name

____________________________ Title____________________________

Company

_____________________________________________________________

Address________________________________________________________________
City ________________________________________State ________ Zip _________
Phone __________________________________ Email__________________________

Please fax this completed form to Penny Hawk by Tuesday, January 9, at 937-297-2254
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Sample: Letter to Principal

August 18, 1997

Dear Principal:
Congratulation! Crayons to Computers is please to extend an invitation to your school to
shop at our teachers’ free store.
We are a private, non-profit organization in partnership with Leadership Cincinnati and
the Free Store/FoodBank. We collect surplus items from businesses, mostly office supplies, and stock our store with these items. There is no catch . . . the merchandise is really
FREE!!! We believe that dedicated teachers deserve all the help they can get.
In order for your teachers to be eligible to shop, please fax us on your letterhead a complete list of teachers affiliated with your school, including teachers’ aides and Head Start
tutors. Teachers who come to shop must check in, show identification, and be on our master list of approved shoppers.
Enclosed is a brochure with a map, our shopping procedures, and a flyer stating your
school’s shopping day and hours (post this in the teachers’ lounge). We will open for the
fall term the first week of September.
Please plan to attend the Principals’ Open House on September 3rd from 2:00 p.m. to 4:00
p.m. We’d love to meet you!
Sincerely,
Shannon Carter
President
Julia Helwig
Executive Director
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Sample: Press Release
For Immediate Release
November 18, 2003
Kids In Need Resource Center of North Texas Sponsored by
Coca-Cola Opens for School Supply Shopping
Resource Center will Provide Free School Supplies
to Teachers and Principals at Eligible Schools

DALLAS, TEXAS (November 18, 2003) - Thanks to the efforts of the Coca-Cola Bottling
Company of North Texas, children in need will receive the essential materials and supplies
they need for the rest of the school year. This cooperative effort and partnership between
the Coca-Cola Bottling Company of North Texas, World Vision and the School, Home and
Office Products Association (SHOPA) will bring the first teacher resource center of its kind
to the Metroplex. The Kids In Need Resource Center of North Texas will make basic educational tools like paper, pencils and notebooks, as well as a wide variety of art supplies,
available to low-income children.
The Kids In Need Resource Center of North Texas will open in southwest Dallas on November 20, 2003. The Grand
Opening will take place from 11 a.m. – 1 p.m. and the ribbon-cutting ceremony will be held
at 11:15 a.m.
During the Grand Opening, teachers and students from Leila Cowart Elementary School’s
4th grade class will have the opportunity to participate in the first shopping spree at the
new Resource Center. The Kids In Need Resource Center was designed to financially assist
teachers, who too often use their own money to provide kids in need with the basic school
supplies to ensure the children are prepared to learn each and every day.
In its first year of operation, the Kids In Need Resource Center will be able to serve 36
schools in the North Texas area, including 21 from the Dallas Independent School District,
10 from the Fort Worth Independent School District and five from the Arlington Independent School District. In the future, the Kids In Need Resource Center would
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like to grow to serve several hundred schools in North Texas.
“Coca-Cola Bottling Company of North Texas is proud to sponsor the Kids In Need Resource Center of North Texas that addresses the need of North Texas children,” said Coca-Cola Bottling Company of North Texas Division Vice- President and General Manager
Rick Gillis. “This teacher resource center will fill a need in our community and will help
teachers provide their students with the supplies they need to succeed.”
The Kids In Need Resource Center is part of a national program that distributes free educational tools to teachers for their students and classrooms. Schools must be pre-qualified
to participate; the criteria being that 70 percent of the school’s students participate in the
federal Free Lunch program. The school supplies are donated by individuals, companies
and organizations. The SHOPA Foundation for Educational Excellence has Resource Centers in 11 other U.S. cities, which it manages in partnerships with local nonprofit agencies
and member companies.
In 2001-2002, the Kids In Need program distributed $60 million in merchandise donated by
World Vision, SHOPA member companies and other corporations to nearly 800,000 students through 11 existing Resource Centers located in Atlanta, Chicago, Cincinnati, Detroit,
Los Angeles, Minneapolis-St. Paul, Seattle, South Florida, Cleveland, Newark and Washington, D.C.
World Vision distributes free school supplies to teachers and students with the help of
donations from individuals, companies and corporations. Teachers from qualifying schools
come to the Kids In Need Resource Center to “shop” on assigned days. Teachers can obtain basic student supplies and motivational items, as well as desk and office
items that help with personal organization. Founded in 1950, World Vision is a Christian
humanitarian organization, serving the world’s poorest children and families in nearly 100
countries. World Vision maintains health, education, agriculture, water sanitation, and small
business projects that help millions of people in their communities, helping transform the
lives of children and families in need without regard to their religious beliefs, gender, race,
or ethnic background. The Kids in Need Resource Center of North Texas will be managed
by World Vision’s Phyllis Freeman, who has been with World Vision for the past six years
and previously was the manager of The Storehouse in Los Angeles where she managed
programs including, the Kids In Need Resource Center, Family Fundamental and Second
Start.
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The Coca-Cola Bottling Company of North Texas is pleased to partner with World Vision
and the SHOPA Foundation to provide children with the supplies they need to succeed.
Coca-Cola Bottling Company of North Texas remains committed to youth, education and
the community, recognizing that our youth are the future of Texas.

###

Direct Media Inquiries To:
Susan Jacobs/ Julie Jennings
Susan Jacobs Inc. (214) xxxxxxxx
Cell Phone: (214) xxxxxxx

or
David Sords
Coca-Cola Enterprises Public Affairs
(512) xxxxxxx
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Sample: Resource Center Fact Sheet

The Need and Our Solution
The Need:
• More than half of the students in Cincinnati cannot afford lunch, much less basic school
supplies.
•
Studies indicate that the average teacher spends between $500 and $1000 of his or
her own money to buy supplies for their students’ needs each year.
• Statewide, school supply budgets have been slashed.
• Businesses and individuals need a positive outlet for surplus materials.
Our Solution:
Crayons to Computers (C2C), chartered in 1996, bridges the gap between the great need
and excess resources. C2C distributes donated surplus materials to needy Tri-State classrooms through our teacher’s free store.
Our Mission
“To serve the educational and creative needs of children in the greater Cincinnati area by
providing a unique means to transfer donated merchandise from businesses and individuals free to teachers for use in their classrooms and schools.”
Our Vision
“To provide every child with the quantity and quality of supplies needed to succeed in
school.”
The Results
C2C distributes over $7 million worth of supplies to local classrooms in need each year. We
rely on an army of dedicated volunteers who sort donations, stock shelves, and check-out
teacher shoppers.
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