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October
· Receive 5th Grade T-Shirt Overview document from the 5th Grade Activities Chairs.  Review the document to get a sense of the timeline and tasks.  The T-shirt completion date is determined by the Spaghetti Dinner (5th graders need to wear their t-shirts at the Spaghetti Dinner).
· If creating a new t-shirt design, start to brainstorm ideas and create mockups.
· Contact Tricon to ask for a general quote and production timeline and to arrange sample t-shirt sizes.  Tricon will provide sample t-shirts that you can use to hold up to the students to assess sizes.  Our contact was Rob Tavilla, and he was super helpful and easy to work with.

November
· Meet with the 5th Grade Teacher Coordinator.  Review logistics:
· Schedule dates to collect signatures and sizes–you’ll want to schedule a date to collect the bulk of signatures/t-shirt sizes and then a second date about a week later for students who were absent.  Wait until January to collect signatures/sizes, since new students may move in after the winter break.
· Class Rosters–you’ll want up-to-date class rosters on the day you collect signatures.  The Teacher Coordinator can provide these.  All students, teachers, and aides should be included on each roster.  Use the rosters to check off students/faculty that have signed the t-shirt and to record their t-shirt sizes.
· Design Review–share rough sketches or mock ups of the t-shirt design with the Teacher Coordinator.  Determine who needs to review the final t-shirt design and the best way to share it.  In 2017–2018, the Teacher Coordinator and the principal reviewed the t-shirt design, sent as a PDF files.
· Distribution–discuss how the t-shirts will be distributed.  In 2017–2018, Tricon bagged all the student t-shirts by class, with the faculty and extra shirts bagged together in a separate bag.  It worked very well.

December
· Create final t-shirt design.  Share with Teacher Coordinator and get approval as needed.
· Schedule a time to go into Tricon to meet with your contact about artwork requirements and sample size t-shirts. (Optional) 

January
· On the day of the signing/sizing, go to Tricon to borrow the sample t-shirt sizes. 
· Collect signatures and sizes–you’ll want 2 people to go into the classrooms.  One person supervises the collection of signatures, and one person sizes students for shirts.
· Tips for collecting student signatures:
· Buy a few new black rollerball pens for students to sign with.  Make sure they don’t bleed.
· Print the design at 100% scale on 11” x 17” paper.  Our final design was 11” x 11”, so we trimmed off the remaining 6”.  This prevented students from signing outside of our print area.
· Print 2 black and white copies of the final artwork and have students sign both copies.  This increases the chances of having great artwork at the end!  It’s nice to have a second copy in case there are smears, smudges, or other imperfections (although Tricon was able to “clean up” the imperfections).  Plus, one design just looked better based on the spacing of the signatures.
· Use Post-Its to cover up any places on the design that you don’t want students to sign.  For example, we didn’t want students signing inside of the “B” or “A” in Bowman because it was too small.
· We spent a few minutes in each class giving some instructions upfront.  We showed previous years’ t-shirts so that students could see how the signatures would look.  Then we showed a color copy of the current design.  We described the size we wanted students to sign and the areas in which they could sign.  We told them that they had to use the black pens that we brought rather than their own pens.
· We called students up in groups of 6–three students signed the final designs, and three students were sized for t-shirts.  Then they’d swap before the next group of 6 students approached.
· Take photos of the completed class rosters, showing all sizes, in case they get lost between now and distribution.
· Tally sizes for students and staff.  Determine how many extra shirts to buy.  We created a spreadsheet that listed size breakdowns by class and faculty.  This helped us place the order at Tricon.  In fact, we sent Tricon the spreadsheet and they used it to bag the shirts by class.
· Place the order at Tricon at least 4 weeks in advance.  Tricon needs 3 weeks to print the shirts, and we wanted an extra week just in case.  T-shirts must be distributed to students before Spaghetti Dinner.
· Submit Tricon receipt to the Bowman PTA for reimbursement.

February
· In 2017–2018, the Spaghetti Dinner was held on March 1, so we delivered the t-shirts to the Teacher Coordinator on Feb 27.

May
· If there’s extra money in the 5th Grade Activities budget at the end of the year, consider having pens printed for students to use during yearbook signing.  We took the t-shirt design and adapted it for a pen design–wider, and less tall. We purchased PaperMate Quatro pens (4 colors) for $1.31/pen for a total cost of $191.30 including shipping.  (See email order confirmation for more details.)
https://www.theexecutiveadvertising.com/Promtional-Paper-Mate-Quatro-Retractable-Pen.aspx


