F. ART & DESIGN GROUP 

1. Design team logo and submit for team approval.

2. Design team T-shirts, buttons and other team accessories as required.

3. Submit team logo in proper format (see xxxxxxx for specifications) to FIRST Headquarters to arrive not later than xxxxxxx.  Keep a copy of the logo and send the original via certified mail with return receipt requested.  Submit your receipt for mailing to the Treasurer for reimbursement.

4.  Contact T-shirt vendor to find out latest order date to allow for delivery of team T-shirts not later than the team meeting on 9 March.

5. Coordinate purchase of team T-shirts and buttons. 

a. Finalize orders from team members by name, size and number  desired; submit the order to the vendor by xxxxx; the team will buy three T-shirts for each team member travelling to Florida and one for each team member not travelling to Florida.  Team members may purchase additional T-shirts at their own expense.  The team will purchase 15 buttons for each team member; members may purchase additional buttons at their own expense. 

b. Confirm payment for each order by check made out to xxxxxxx.

c. Submit payment checks to Treasurer; Treasurer will handle check disbursement to accompany orders.

d. Submit completed T-shirt and button orders with payment to vendor by xxxxxxxx

6. By 3 March, check with the vendor to make sure they are running on time and are having no problems.

7. Pickup T-shirts and buttons when complete but not later than 9 March.  Use your copy of the order form to inventory the items to make sure the vendor has supplied everything you ordered.

8. Use the same order to form to hand out the delivered items to each team mamber; check each one off as you hand it out to insure you have a record of delivery to each member.     

