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Acceptable Items for Darla’s Room
School Supplies

 School supply items that go in Darla’s Room are items
that are listed on the Joplin School
Supply list.  (The list is created with teacher input
is approved by the School Board.)  

o In addition to the school supply list items, we also 
keep pens, flash drives, and backpacks. 

o If a child is in need of school supplies
make sure that th
well as the correct size/count according to the 
official School Supply List.  

 
 Double check each donated item in order to determine 

whether or not it is OK to be put in Darla’s Room.  
o If not, items will stay in 

(They will be added to the Teacher Supply Giveaway 
Items.)   
 

 

 

 

 

 

 

 

 

 

See the Acceptable Items chart (Page 8
Official School Supply List (Page 5) for a more detailed 
description of each item.

cceptable Items for Darla’s Room
Supplies 

School supply items that go in Darla’s Room are items
are listed on the Joplin Schools’ official 

st.  (The list is created with teacher input
is approved by the School Board.)   

In addition to the school supply list items, we also 
keep pens, flash drives, and backpacks.  
If a child is in need of school supplies, 
make sure that they are getting the correct items as 
well as the correct size/count according to the 
official School Supply List.   

Double check each donated item in order to determine 
whether or not it is OK to be put in Darla’s Room.  

If not, items will stay in the Creative Work 
(They will be added to the Teacher Supply Giveaway 

 

See the Acceptable Items chart (Page 8-9) and the 
Official School Supply List (Page 5) for a more detailed 
description of each item. 

 

cceptable Items for Darla’s Room 

School supply items that go in Darla’s Room are items 
s’ official School 

st.  (The list is created with teacher input and 

In addition to the school supply list items, we also 

 we want to 
ey are getting the correct items as 

well as the correct size/count according to the 

Double check each donated item in order to determine 
whether or not it is OK to be put in Darla’s Room.   

ative Work Room.  
(They will be added to the Teacher Supply Giveaway 

9) and the 
Official School Supply List (Page 5) for a more detailed 



 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insert new school supply list 
each year. 

 

school supply list 



 

 
Acceptable Items for Darla’s Room
Clothing 
Standards for acceptable clothing items reflect the Joplin 
Schools Dress Code Policy
variety of different clothing
go into Darla’s Room.  We want to have our 
our reason behind ha
Room Initiative.  

Due to the various sizes of pant
and the difficulty of fitting a 
child, we needed to limit what 
kinds of pants we can and cannot 
accept into our inventory.
that we will ONLY
pants in order to stay within the framework of our 
mission. 

 
 
 
 
 
 
 
 
 
 
 
 

 We can accept gently worn items or new items.  
Socks and underwear can also be accepted 
they must be new and in packages.
 

Darla’s Room stocks:
 Sweat pants  
 Athletic pants 
 T-shirts (short sleeve and long 

sleeve)  
 Hoodies/Sweatshirts
 Tennis shoes
 Coats 
 Gloves, hats, and scarves
 New socks
 New packages of underwear

Acceptable Items for Darla’s Room

Standards for acceptable clothing items reflect the Joplin 
Dress Code Policy.  Although donations may include a 

variety of different clothing items, only specific items can 
into Darla’s Room.  We want to have our inventory reflect 

our reason behind having the Bright Futures Joplin Dar

Due to the various sizes of pants 
and the difficulty of fitting a 
child, we needed to limit what 

nts we can and cannot 
accept into our inventory.  It has been determined 

ONLY give out sweat pants or athletic 
in order to stay within the framework of our 

We can accept gently worn items or new items.  
Socks and underwear can also be accepted 
they must be new and in packages. 

See next page for 
full Dress Code 
Policy. (Page 7)

oom stocks: 
Sweat pants   
Athletic pants  
shirts (short sleeve and long 

 
/Sweatshirts 
hoes or athletic shoes 

Gloves, hats, and scarves 
New socks 
New packages of underwear 

 

Acceptable Items for Darla’s Room 

Standards for acceptable clothing items reflect the Joplin 
donations may include a 

ems, only specific items can 
inventory reflect 

Darla’s 

It has been determined 
give out sweat pants or athletic 

in order to stay within the framework of our 

We can accept gently worn items or new items.  
Socks and underwear can also be accepted however, 

See next page for 
full Dress Code 

. (Page 7) 



 

 
Joplin School
Students should not wear clothing that is excessively tight or 
loose. Clothing should not be worn that draws attention to 
what is normally considered “private parts” such as cleavage, 
buttocks, crotch, or undergarments. This includes excessively 
tight yoga pants, pajama pants, or leggings worn under any 
other garment not consid

Students should not wear clothing that exposes cleavage, bare 
midriffs, excessive skin above the knee, or undergarments. 
Clothing should not have excessively large holes or slashes 
anywhere. Likewise, mesh or see
inappropriate if it reveals body parts or undergarments not 
allowed under other provisions of this policy. No halter tops, 
tube tops, spaghetti straps, or other sleeveless/cutoff shirts 
are allowed. Pants should not sag below the waist.

Students should not wear shorts or skirts that are excessively 
short. Mid thigh is generally the accepted rule on 
appropriate, but to ensure appropriateness, we recommend 
skirts or shorts not rise more than the width of a dollar bill 
above the knees.  

Students should not wear anything with vulgar, explicit, or 
derogatory pictures, symbols or language. This includes 
clothing advertising for drugs, alcohol or tobacco.

Students should not have hats or other head coverings except 
on school approved Spirit Days. They sh
sunglasses (except by prescription), gloves, chains or 
oversized coats/bags. Bandanas are not allowed at school.

Footwear should be appropriate for daily wear and not pose a 
safety concern. House shoes are not appropriate.

 
 
 
 
 

Joplin School Dress Code Policy
Students should not wear clothing that is excessively tight or 

thing should not be worn that draws attention to 
what is normally considered “private parts” such as cleavage, 
buttocks, crotch, or undergarments. This includes excessively 
tight yoga pants, pajama pants, or leggings worn under any 
other garment not considered appropriate by this policy. 

Students should not wear clothing that exposes cleavage, bare 
midriffs, excessive skin above the knee, or undergarments. 
Clothing should not have excessively large holes or slashes 
anywhere. Likewise, mesh or see-through clothing is 
inappropriate if it reveals body parts or undergarments not 
allowed under other provisions of this policy. No halter tops, 
tube tops, spaghetti straps, or other sleeveless/cutoff shirts 
are allowed. Pants should not sag below the waist. 

should not wear shorts or skirts that are excessively 
short. Mid thigh is generally the accepted rule on 
appropriate, but to ensure appropriateness, we recommend 
skirts or shorts not rise more than the width of a dollar bill 

uld not wear anything with vulgar, explicit, or 
derogatory pictures, symbols or language. This includes 
clothing advertising for drugs, alcohol or tobacco. 

Students should not have hats or other head coverings except 
on school approved Spirit Days. They should also not have 
sunglasses (except by prescription), gloves, chains or 
oversized coats/bags. Bandanas are not allowed at school.

Footwear should be appropriate for daily wear and not pose a 
safety concern. House shoes are not appropriate. 

 

Dress Code Policy 
Students should not wear clothing that is excessively tight or 

thing should not be worn that draws attention to 
what is normally considered “private parts” such as cleavage, 
buttocks, crotch, or undergarments. This includes excessively 
tight yoga pants, pajama pants, or leggings worn under any 

ered appropriate by this policy.  

Students should not wear clothing that exposes cleavage, bare 
midriffs, excessive skin above the knee, or undergarments. 
Clothing should not have excessively large holes or slashes 

lothing is 
inappropriate if it reveals body parts or undergarments not 
allowed under other provisions of this policy. No halter tops, 
tube tops, spaghetti straps, or other sleeveless/cutoff shirts 

should not wear shorts or skirts that are excessively 

appropriate, but to ensure appropriateness, we recommend 
skirts or shorts not rise more than the width of a dollar bill 

uld not wear anything with vulgar, explicit, or 
derogatory pictures, symbols or language. This includes 

 

Students should not have hats or other head coverings except 
ould also not have 

sunglasses (except by prescription), gloves, chains or 
oversized coats/bags. Bandanas are not allowed at school. 

Footwear should be appropriate for daily wear and not pose a 



 

Acceptable Items for Darla’s Room
 

 
 

Item 
Count/Siz
e

Crayons 24 Count

Colored Pencils 12 Count
Composition 
Notebooks Each

Disinfectant Wipes Each

Divider Tabs 5 Count

Ear-Bud Headphones Each
Expo Dry Erase 
Markers Each

Glue Sticks Each

Hand Sanitizer Each

Headphones Each

Highlighter Each
Kindergarten Rest 
Mat Each

Magic Rub Eraser Each

Markers 
8 or 12 
Count

Notebook Paper Each
Pencil Bag 
(Fabric) Each

Pencil Box Each

Pencils (Yellow) Each

Pink Eraser Each

Pocket Folder Each

e Items for Darla’s Room
Count/Siz
e 

Description 

24 Count Only 24 count boxes are acceptable

12 Count Only 12 count boxes are acceptable

Each Typically 70 or 100 sheets

Each 
ONLY disinfecting wipes, baby wipes are 
not acceptable 

5 Count Typically package of 5 with pocket

Each ONLY for 3rd-12th graders 

Each Typically Black only, low odor

Each Package sizes will vary, all sizes OK

Each WITH pump only 

Each 
Adjustable, light weight, NOT to be 
given to K-2nd graders 

Each 
YELLOW only, typically broad lined, 
package sizes will vary 

Each Typically 44” x 19” x 5/8”

Each White eraser 
8 or 12 
Count Washable, broad line  

Each WIDE LINE ONLY 

Each Fabric, with holes for 3-

Each 
Typically 8.25” x 5.25” x 2,” Other 
sizes ARE OK 

Each 
#2, Lead, Typically Yellow only, 
various colors are OK 

Each All sizes OK 

Each 

Typically plastic with brads, assorted 
colors—Paper folders with 2 pockets are 
OK 

See page 9 for more 
items. 

 

e Items for Darla’s Room 

Only 24 count boxes are acceptable 

Only 12 count boxes are acceptable 

Typically 70 or 100 sheets 
sinfecting wipes, baby wipes are 

Typically package of 5 with pocket 

 

Typically Black only, low odor 

y, all sizes OK 

Adjustable, light weight, NOT to be 

YELLOW only, typically broad lined, 

5/8” 

-ring binder 
Typically 8.25” x 5.25” x 2,” Other 

#2, Lead, Typically Yellow only, 

Typically plastic with brads, assorted 
Paper folders with 2 pockets are 

ee page 9 for more 



 

Acceptable Items for 

Item 
Count/Siz
e 

Scissors 
(Blunt) Each 
Scissors 
(Sharp) Each 
Spiral 
Notebook Each 

Tissue Each 

View Binder Each 

White Glue Each 
Zippered 
Plastic Bags Each 

Pens 
Per 
Package 

Flash Drives Each 

String 
Backpacks Each 

Backpacks Each 
  

T-shirts Each 

Pants Each 
Hoodies/ 
Sweatshirts Each 

Coats Each 

Shoes Each 

Underwear Each 

Socks Each 

Winter wear Each 

Acceptable Items for Darla’s Room
Siz

Description 

ONLY 5” scissors are acceptable

ONLY 6” scissors are acceptable
ONLY wide-line, typically 150 count, 
one subject 
Typically 200 or 250 count boxes, 2 or 
3 packs are OK 
1”, typically white, non-view type will 
be OK 

4 or 5 oz. OK 
Unopened boxes ONLY, Gallon size, quart 
size, and snack size 

 
Will be various sizes, colors, and 
package counts 

 
If they have a pencil pack inside of 
them, these are considered ‘part’ of 
the bag when using them for student 
need requests 

Full Size 
 Will accept new items, gently worn 
items-must be stain free, tear/rip free

Athletic Pants and Sweats ONLY.

 
Check zippers and buttons, make sure 
they work 
CLEAN, in like new conditions are 
acceptable 

ONLY NEW, sealed packages 
ONLY NEW, sealed packages or individual 
pair(s) with tags still attached 

 

 

Darla’s Room 

ONLY 5” scissors are acceptable 

ONLY 6” scissors are acceptable 
line, typically 150 count, 

Typically 200 or 250 count boxes, 2 or 

view type will 

Unopened boxes ONLY, Gallon size, quart 

Will be various sizes, colors, and 

If they have a pencil pack inside of 
them, these are considered ‘part’ of 
the bag when using them for student 

Will accept new items, gently worn 
must be stain free, tear/rip free 

Athletic Pants and Sweats ONLY. 

make sure 

CLEAN, in like new conditions are 

ONLY NEW, sealed packages or individual 
pair(s) with tags still attached  



 

Pricing 
Guidelines 

 
  

Item 
Unit 
Measure 

Crayons  Box of 24

Colored Pencils Box of 12
Composition 
Notebook Per book 
Disinfectant 
Wipes Per bottle

Divider Tabs Pkg of 5 
Ear-bud 
Headphones Per pair 
Expo Dry Erase 
Markers Per marker

Glue Sticks Pkg of 4 

Hand Sanitizer Per bottle

Headphones Per pair 

Highlighter Per marker
Kindergarten Rest 
Mat Per mat 

Magic Rub Eraser Per eraser

Markers 
Pkg or 8 
or 10 

Notebook Paper Per pkg 
Pencil Bag 
(Fabric Per bag 

Pencil Box Per box 

Pencils (Yellow) Pkg of 24

Pink Eraser Pkg of 2 

    

 

Price 
 

Item 
Unit 
Measure

Box of 24 $1.00 Pocket Folder Per folder

Box of 12 $1.50 
Scissors 
(Blunt) 

Per 
scissor

 $1.00 
Scissors 
(Sharp) 

Per 
scissor

Per bottle $2.50 
Spiral 
Notebook Per book

 $1.00 Tissue Per box

 $6.00 View Binder Per binder

Per marker $1.00 White Glue Per bottle

 $1.00 
Zippered 
Plastic Bags Per box

Per bottle $2.00 Pens  Per pen

 $6.00 Flash Drives Per drive

Per marker $0.50 
String 
Backpacks 

Per 
backpack

$12.0
0 Backpacks 

Per 
backpack

Per eraser $2.00 T-shirt Each
8 

$2.50 Pants Each

$0.50 
Hoodies/Sweat-
shirts Each

$3.50 Coats Each

$2.00 Shoes Per pair

Pkg of 24 $1.00 Underwear Per pkg

 $1.00 Socks Per pkg

  Winter Wear  Each

Note: If any of the dona
price tag on them, use that price when 
recording.  If not, you will need to estimate.  
See pages 11-13 for pricing guidelines

 

Unit 
Measure Price 

Per folder $0.50 
Per 
scissor $2.00 
Per 
scissor $2.00 

Per book $0.50 

Per box $1.50 

Per binder $2.00 

Per bottle $1.50 

Per box $3.00 

Per pen $0.10 

Per drive $5.00 
Per 
backpack $5.00 
Per 
backpack $5-15 

Each $.50-6 

Each $2-12 

Each $2-12 

Each $7-40 

Per pair $4-15 

Per pkg $3-12 

Per pkg $1-12 

Each 
$0.50-

12 

If any of the donated items have a 
price tag on them, use that price when 
recording.  If not, you will need to estimate.  

13 for pricing guidelines.  



 

 

 



 

 

 



 

 

 



 

 
Darla’s Room
General Organization of the
Room 

 Male and Female items are boxed separately.  
 “A” indicates adult
 Tops and Bottoms for both Male and Female items will be 

boxed separately. 
 There are two seasonal categories for Male and Female 

items: Winter and Summer.
o Yellow labels

labels indicate Wi
 

 Green labels indicate 
scarves). 

 Grey labels indicate Shoes.
 Tan labels indicate 

 
Other miscellaneous items are 
Keep in mind however, 
continue to stock after the supply runs out. 
sheets, etc.) 
 

 Some items may 
inventory sheets and boxes for ‘box numbers.
will be indicated by te
i.e. “Box 1” or “Box 2.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Darla’s Room, General Organization
General Organization of the clothing items in Darla’s 

Male and Female items are boxed separately.   
A” indicates adult sizes, “Y’ indicates youth sizes.

Tops and Bottoms for both Male and Female items will be 
boxed separately.  
There are two seasonal categories for Male and Female 
items: Winter and Summer. 

labels indicate Summer clothing and 
labels indicate Winter clothing.  

labels indicate Winter wear (hats, gloves, 

labels indicate Shoes. 
labels indicate Socks. 

iscellaneous items are stored in Darla’s Room at this time.  
eep in mind however, that these items are not ones that
continue to stock after the supply runs out. (Blankets, pillows, 

 have multiple boxes, make sure to check 
inventory sheets and boxes for ‘box numbers.’ Box numbers 
will be indicated by text at the top of the box label 

“Box 1” or “Box 2.”  

 

, General Organization 
items in Darla’s 

sizes, “Y’ indicates youth sizes. 
Tops and Bottoms for both Male and Female items will be 

There are two seasonal categories for Male and Female 

indicate Summer clothing and Blue 

Winter wear (hats, gloves, 

at this time.  
that we will 

(Blankets, pillows, 

have multiple boxes, make sure to check 
’ Box numbers 

xt at the top of the box label 



 

 

Clothing Size Specifics
A general size guide was designed specifically for Darla’s 
Room.  Please reference these sizes if you have any questions 
when filling requests or storing inventory.  
 
The actual clothing 
size will not necessarily 
match up with our 
inventory size on the box.
all numbers (odds and evens) to size
together ex. 5/6 or 8/9. In order to accommodate storage for 
all brands and their siz
Darla’s Room.  

 Please check the tag and any sizes listed on the clothing 
article in order to place it in the correct inventory 
box.   

Example:  
When adding clothing items into boxes: 
Match the tag sizes to the box labels. 
these three will be put into the 
 
So, for this size, onl
combinations will work:
XL or 14/16 or XL 14/16 or XL14 or XL 16 or 14 or 16
 
For this box, we would not put the following in
M 14 or XL 10/12 or L 14/16 
 
*On size XS 4/5, we should not keep size 4 
stock because it is too small for our kids that we serve.  
 

 
 
 
 
 
 
 
 

Clothing Size Specifics 
guide was designed specifically for Darla’s 

Room.  Please reference these sizes if you have any questions 
when filling requests or storing inventory.   

 tag 
necessarily 

inventory size on the box.   For example, one brand may use 
all numbers (odds and evens) to size—others may pair the size 
together ex. 5/6 or 8/9. In order to accommodate storage for 
all brands and their sizes, we created labels specifically for 

Please check the tag and any sizes listed on the clothing 
article in order to place it in the correct inventory 

When adding clothing items into boxes:  
ch the tag sizes to the box labels.  Only a combination of 

these three will be put into the box.    

So, for this size, only these 
combinations will work: 
XL or 14/16 or XL 14/16 or XL14 or XL 16 or 14 or 16

For this box, we would not put the following in:  
M 14 or XL 10/12 or L 14/16  

*On size XS 4/5, we should not keep size 4 – we do not keep that size in 
stock because it is too small for our kids that we serve.   

Winter Tops
XL 14/16 Male

Note: Not all brands and stores use 
the same measurements for their 
clothing sizes! 

 

guide was designed specifically for Darla’s 
Room.  Please reference these sizes if you have any questions 

For example, one brand may use 
others may pair the size 

together ex. 5/6 or 8/9. In order to accommodate storage for 
we created labels specifically for 

Please check the tag and any sizes listed on the clothing 
article in order to place it in the correct inventory 

Only a combination of 

XL or 14/16 or XL 14/16 or XL14 or XL 16 or 14 or 16 

we do not keep that size in 

Tops 
Male 

Note: Not all brands and stores use 
the same measurements for their 



 

Clothing Size 
Our size labels/categories

Male Tops 

YXS 4/5 

YS 6/7 

YM 8/9 

YL 10/12 

YXL 14/16 

Y2XL 18/20 

AS 34/36 

AM 38/40 

AL 42/44 

AXL 46/48 

A2XL 50/52 

A3XL 54/56 

A4XL 58/60 

 Female Tops 

YXS 4/5 
 YS 6/7 

YM 8/9 

YL 10/12 

YXL 14/16 

AXS 0/2 

AS 4/6 

AM 8/10 

AL 12/14 

AXL 16/18 

A2XL 20/22 

A3XL 24/26 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

Clothing Size Categories 
/categories are as follows:  

Male Bottoms 

YXS 4/5 

YS 6/7 

YM 8/9 

YL 10/12 

YXL 14/16 

Y2XL 18/20 

AS 28/30 

AM 32/34 

AL 36/38 

AXL 40/42 

A2XL 44/46 

A3XL 48/50 

A4XL 52/54 

 Female Bottoms 

YXS 4/5 
 YS 6/7 

YM 8/9 

YL 10/12 

YXL 14/16 

AXS 0/2 

AS 4/6 

AM 8/10 

AL 12/14 

AXL 16/18 

A2XL 20/22 

A3XL 24/26 

See the next page for Sizing Specifics for 
Male and Female Clothing sizes. (Page 17)

 

 

ing Specifics for 
Male and Female Clothing sizes. (Page 17) 



 

Male and Female Sizing Specifics
Male and Female  

 Shoes: Shoe sizes start in toddler 
into youth sizes, which then blend into adult sizes. 
Typically the toddler sizes begin
size 13.   Youth sizes begin at size 1 and go through 
size 6-6 
1/2. Size 
7 
typically begins the adult size category and counting 
upwards to the largest sizes available ending at size 14 
or 15.   

 
Male Size Specifics

 After adult male shoe size 12, half 
available/made.  

 Youth Male underwear sizes are in 
4, 6, 8 and so on.  

 Male tops and bottom sizes DO NOT correspond.  Make sure 
to check the box label to verify what sizes 
(measurements) each box holds. 

 
Female Size Specifi

 Youth Female underwear are in 
6, 8 

 Adult Female underwear sizes include odd numbered sizes. 

 
 
 
 
 
 
 
 
 
 

See page 18 for a full scale of the shoe sizes.

Male and Female Sizing Specifics
 

Shoe sizes start in toddler sizes, which blend 
into youth sizes, which then blend into adult sizes. 

the toddler sizes begin with size 9 and go thru 
Youth sizes begin at size 1 and go through 

typically begins the adult size category and counting 
upwards to the largest sizes available ending at size 14 

Male Size Specifics 
After adult male shoe size 12, half sizes are no lo
available/made.   

nderwear sizes are in even numbers 
and so on.    

Male tops and bottom sizes DO NOT correspond.  Make sure 
to check the box label to verify what sizes 
(measurements) each box holds.  

Female Size Specifics 
Youth Female underwear are in even numbers only i.e. 4, 

Adult Female underwear sizes include odd numbered sizes. 

See page 18 for a full scale of the shoe sizes.

 

Male and Female Sizing Specifics 

sizes, which blend 
into youth sizes, which then blend into adult sizes. 

with size 9 and go thru 
Youth sizes begin at size 1 and go through 

typically begins the adult size category and counting 
upwards to the largest sizes available ending at size 14 

sizes are no longer 

numbers only i.e. 

Male tops and bottom sizes DO NOT correspond.  Make sure 

numbers only i.e. 4, 

Adult Female underwear sizes include odd numbered sizes.  

See page 18 for a full scale of the shoe sizes. 



 

General Shoe Size Chart

 
 
 
 
 

General Age 
Classification 

Toddler 

Youth 

Adult 

General Shoe Size Chart 

Avg. Age 

4 

5 

6 

7 

8 

9 

Age varies 

 

 

Size 

9 

10 
11 
12 
13 
1 
2 
3 
4 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 



 

 
Student Need Request
How many of each clothing item do I give to each 
child in a student need 

 
How many of each school supply item do I put in a 
Student Need Request?
If a request has been put in for 
the official Joplin Scho
 
Can I fill a request for an adult? 
No.  The Donation Center inventory is for the Joplin School’s 
students only.  If the counselor decides it is necessary to help the 
parent(s) get clothing as well, they will coo
Director to match the parent with the correct organization for their 
need.   
 

Do I open the package of underwear and give the 
student just a few pairs?  
No way!  We want to maintain the dignity of the student.  Give ‘em 
the entire package.   
 
 
 
 
 
 
 
 
 
 
 
 

Underwear 6 pair 
Socks 6 pair 
Shoes 1 pair 
Hat 1 
Gloves 1 pair 
Scarf 1 
Coat 1 
T-shirt 3 
Hoodie 1 
Pants 3 pair 

Student Need Request FAQ’s  
ny of each clothing item do I give to each 

child in a student need request?   
         
 
  
 
 
 
 
 
 
 
 
 
 
 

How many of each school supply item do I put in a 
Student Need Request? 
If a request has been put in for school supplies, you will consult
the official Joplin School’s School Supply List. See page 5

Can I fill a request for an adult?  
The Donation Center inventory is for the Joplin School’s 

If the counselor decides it is necessary to help the 
parent(s) get clothing as well, they will coordinate with the 

to match the parent with the correct organization for their 

Do I open the package of underwear and give the 
student just a few pairs?   
No way!  We want to maintain the dignity of the student.  Give ‘em 

 

 
 
 

 

 

 

ny of each clothing item do I give to each 

How many of each school supply item do I put in a 

school supplies, you will consult 
See page 5 

The Donation Center inventory is for the Joplin School’s 
If the counselor decides it is necessary to help the 

with the 
to match the parent with the correct organization for their 

Do I open the package of underwear and give the 

No way!  We want to maintain the dignity of the student.  Give ‘em 



 

 
Student Need Request
What if we don’t have items in Darla’s Room to fill a 
request for a student?
You will need to coordinate with 
instruction.  Depending on the request,
or someone might have to go shopping to satisfy the need. 
Special Student-Needs-
the route that the staff member(s) decide
 
How do I record the transaction when giving out 1 
package of 6 pair of underwear?
Each package, regardless of how many are inside, is considered (1) 
item when recording a transaction or conducting a count.  
 
If, while filling out a student need r
a stained or torn 
inventory boxes, should I l
No, please don’t leave it!  Whoever put it in the box may have 
overlooked the tear or stain. 
for a student need request: 
Initials/Date/DonorRequestor
NumberIssued.  In the Donor
organization the item will be going to for inventory counting 
purposes.  Even though it may not be up to our
organizations are able to use 
 
Where do the boxes and
requests come from?  Where do I find more if I use 
the last one?   
The boxes are collected randomly as various cardboard boxes become 
available via discarded items from other people in the Admin 
Building.  The Custodians help keep an eye out for them
also go out of their way to bring them to Darla’s Room.  

If you choose to use the ‘bag(s),’ we are referring to the 
string backpacks. 
double as a future
out of the open boxes of the string backpacks, there are 
usually more we can open.
questions.    

 
 

Student Need Request FAQ’s 
What if we don’t have items in Darla’s Room to fill a 
request for a student? 
You will need to coordinate with key staff members for further 

Depending on the request, a Facebook post may be made 
might have to go shopping to satisfy the need. 

-Request Purchases Procedures if the latter is 
the staff member(s) decide to use.)  

How do I record the transaction when giving out 1 
package of 6 pair of underwear?   
Each package, regardless of how many are inside, is considered (1) 
item when recording a transaction or conducting a count.  

If, while filling out a student need request, I find 
a stained or torn clothing item in one of the 
inventory boxes, should I leave it? 
No, please don’t leave it!  Whoever put it in the box may have 
overlooked the tear or stain.  Record a transaction, as you would 
for a student need request: 
Initials/Date/DonorRequestorName/LeaveStudentLineBlank/ 

In the Donor-Requestor line, put in what partner 
organization the item will be going to for inventory counting 

n though it may not be up to our standards, other 
organizations are able to use items that we cannot.   

Where do the boxes and bags for the student n
requests come from?  Where do I find more if I use 

The boxes are collected randomly as various cardboard boxes become 
available via discarded items from other people in the Admin 
Building.  The Custodians help keep an eye out for them,
also go out of their way to bring them to Darla’s Room.  

If you choose to use the ‘bag(s),’ we are referring to the 
string backpacks. Office Depot donated these and if sent out, 
double as a future-use bag/backpack for the student. If we run 

f the open boxes of the string backpacks, there are 
we can open. Check with staff if you have 

 

What if we don’t have items in Darla’s Room to fill a 

for further 
a Facebook post may be made 

might have to go shopping to satisfy the need.  (See 
if the latter is 

How do I record the transaction when giving out 1 

Each package, regardless of how many are inside, is considered (1) 
item when recording a transaction or conducting a count.   

equest, I find 
clothing item in one of the 

No, please don’t leave it!  Whoever put it in the box may have 
as you would 

 
tor line, put in what partner 

organization the item will be going to for inventory counting 
standards, other 

for the student need 
requests come from?  Where do I find more if I use 

The boxes are collected randomly as various cardboard boxes become 
available via discarded items from other people in the Admin 

, and they 
also go out of their way to bring them to Darla’s Room.   

If you choose to use the ‘bag(s),’ we are referring to the 
Office Depot donated these and if sent out, 
use bag/backpack for the student. If we run 

f the open boxes of the string backpacks, there are 
Check with staff if you have 



 

 
Student Need Request FAQ’
What is Sharepoint? Why do I need to know what it is?
Sharepoint is a district
Sharepoint, everyone who needs access to the documents 
edit and add information as needed. Saving items here also 
of mind.  If a computer or USB ever crashes or becomes inoperable, 
we still have the files.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Student Need Request FAQ’s 
What is Sharepoint? Why do I need to know what it is?
Sharepoint is a district-wide hard drive. When we save items to 
Sharepoint, everyone who needs access to the documents will be able 

and add information as needed. Saving items here also 
of mind.  If a computer or USB ever crashes or becomes inoperable, 
we still have the files. 

 

What is Sharepoint? Why do I need to know what it is? 
save items to 

will be able 
and add information as needed. Saving items here also adds ease 

of mind.  If a computer or USB ever crashes or becomes inoperable, 



 

 
Filling Student Need Requests
1) Print email 2) Select/“pick” items from Darla’s Room and/or 
shop for items if necessary 
Send confirmation email 
location 5) Finalize paperwo
See below for full instructions on how to complete all five 
steps. 
 

Print email and begin selecting/picking 
items for the student need request:

1. Once you receive a request via email, print off the 
request. 

2. Begin by looking over the request sheet to dete
items you will need to pull for the student.

a. Is the student male or female?
b. What grade is he/she
c. Find the box where requesters can leave additional 

comments--
aware of when selecting the items? ex. “T
a little bigger around the waist than other girls, 
but shorter.”

3. Once you have a general understanding of the child’s 
estimated clothing size, begin pulling the items. 
is a gray rolling cart that you can use as you do this. 

4. As you go down the requested items list, check off and 
mark how many of each you have pulled for this order. 

5. Also remember to fill out the inventory sheet in each box 
as you go.  Initials>Date>Donor or Requester 
Name>Student>Number Issued 
box when done. 

6. Continue pulling requested items from inventory until all 
items requested 

7. Once you have the items pulled, you are ready to record 
each item along with its estimated value
the email. 

 
 
 
 
 

 

Student Need Requests
Select/“pick” items from Darla’s Room and/or 

shop for items if necessary 3) Box/bag items for delivery 
Send confirmation email and place items in the pick-

Finalize paperwork  
instructions on how to complete all five 

Print email and begin selecting/picking 
items for the student need request:

Once you receive a request via email, print off the 

Begin by looking over the request sheet to dete
items you will need to pull for the student. 

Is the student male or female? 
What grade is he/she in? 

the box where requesters can leave additional 
--is there anything specific you need to be 

aware of when selecting the items? ex. “The child is 
a little bigger around the waist than other girls, 
but shorter.” 

Once you have a general understanding of the child’s 
estimated clothing size, begin pulling the items. 
is a gray rolling cart that you can use as you do this. 

down the requested items list, check off and 
mark how many of each you have pulled for this order. 
Also remember to fill out the inventory sheet in each box 

Initials>Date>Donor or Requester 
Name>Student>Number Issued *Place inventory sheet ba

 
Continue pulling requested items from inventory until all 

requested have been pulled.   
Once you have the items pulled, you are ready to record 
each item along with its estimated value on the back of 

See page 23 for Step 8

 

Student Need Requests 
Select/“pick” items from Darla’s Room and/or 

Box/bag items for delivery 4) 
-up 

instructions on how to complete all five 

Print email and begin selecting/picking 
items for the student need request: 

Once you receive a request via email, print off the 

Begin by looking over the request sheet to determine what 

the box where requesters can leave additional 
is there anything specific you need to be 

he child is 
a little bigger around the waist than other girls, 

Once you have a general understanding of the child’s 
estimated clothing size, begin pulling the items.   There 
is a gray rolling cart that you can use as you do this.   

down the requested items list, check off and 
mark how many of each you have pulled for this order.   
Also remember to fill out the inventory sheet in each box 

*Place inventory sheet back in 

Continue pulling requested items from inventory until all 

Once you have the items pulled, you are ready to record 
on the back of 

ee page 23 for Step 8 



 

 
8.  Record items and their 

estimated values before 
sending out finished 
student need requests

a. The back of your 
printed email of the student request should be 
blank.  This is where you will record each item you 
have pulled for that specific request along with the 
estimated 
value of each. 

b. You will make two columns, one labeled Donation 
Center and the other labeled Wal

c. List each item for the request in the corresponding 
column.  (Did it come from the Donation Center or 
did you buy it at Wal
also determine what the estimated value of each item 
is—list this dollar value next to each item. 

d. Total up the dollar amount for items pulled from the 
donation center as well as from Wal
columns.  Keep in mind not all student 
will have items listed in both categories.
i. At the bottom of the page, write out “Total 

Value” 
total dollar amount.
center dollar amount total plus the Wal
dollar amount total

 
 
 
 
 
 

 
 
 
 
 

See ‘Recording I
Example Sheet for reference. Page 27

AFTER recording the items and their estimated values, you will 
box/bag the items for delivery.  See the next page for 
instructions. (Page 24)

ems and their 
estimated values before 

finished 
equests 

The back of your 
printed email of the student request should be 

This is where you will record each item you 
have pulled for that specific request along with the 

ated  
value of each.   
You will make two columns, one labeled Donation 
Center and the other labeled Wal-Mart.  
List each item for the request in the corresponding 

(Did it come from the Donation Center or 
did you buy it at Wal-Mart?) At this time y
also determine what the estimated value of each item 

list this dollar value next to each item. 
Total up the dollar amount for items pulled from the 
donation center as well as from Wal-Mart in separate 

.  Keep in mind not all student nee
will have items listed in both categories.

At the bottom of the page, write out “Total 
Value” on the left side and record the a
total dollar amount. (This will be the donation 
center dollar amount total plus the Wal
dollar amount total.     

See the Valuation Guide for 
Goodwill Donors and/or Darla’s 
Room Estimated Prices 
Guidelines, Pages 11-

See ‘Recording Items and Their Estimated Values’ 
Example Sheet for reference. Page 27 

AFTER recording the items and their estimated values, you will 
box/bag the items for delivery.  See the next page for 
instructions. (Page 24) 

 

printed email of the student request should be 
This is where you will record each item you 

have pulled for that specific request along with the 

You will make two columns, one labeled Donation 

List each item for the request in the corresponding 
(Did it come from the Donation Center or 

Mart?) At this time you can 
also determine what the estimated value of each item 

list this dollar value next to each item.   
Total up the dollar amount for items pulled from the 

in separate 
need requests 

will have items listed in both categories. 
At the bottom of the page, write out “Total 

and record the actual 
(This will be the donation 

center dollar amount total plus the Wal-Mart 

ee the Valuation Guide for 
Goodwill Donors and/or Darla’s 
Room Estimated Prices 

-13 

tems and Their Estimated Values’ 

AFTER recording the items and their estimated values, you will 
box/bag the items for delivery.  See the next page for 



 

 Boxing or Bagging Items for Delivery
1. Clearly mark the following on a 3x5 index card:

a. The first and last name of the person who sent the 
request 

b. The school the box will be delivered to. 
i. Please note: If you are sending more than one 

box or bag, use ‘1 of 2’ counts on the 
notecards so the person receiving the items 
will know how many to expect in the mail. 

ii. This card will be neatly taped or attached to 
the outside of the box/bag.

2. On a separate 3x5 index card write the student’s first 
and last name. 

a. This card will be placed inside the box/bag where no 
one but the person receiving the items can see it.  
Remember, the student’s information is confidential. 

3. Once you have placed 
tape or seal the box/bag shut.
to be sent out.  

a. Place the box/bag(s) in intra
requestor has indicated for it to be sent via intra
school mail.  

b. Place the box/bag(s) in Workroom 106 if they have 
indicated that they will pick

 
 
 
 
 
 
 
 

 

Not quite done!  
to finalize student need request transactions.  (Page 25)

Boxing or Bagging Items for Delivery
Clearly mark the following on a 3x5 index card:

The first and last name of the person who sent the 

The school the box will be delivered to.  
Please note: If you are sending more than one 

or bag, use ‘1 of 2’ counts on the 
notecards so the person receiving the items 
will know how many to expect in the mail. 
This card will be neatly taped or attached to 
the outside of the box/bag. 

n a separate 3x5 index card write the student’s first 
last name.  
This card will be placed inside the box/bag where no 
one but the person receiving the items can see it.  
Remember, the student’s information is confidential. 

Once you have placed the labels in the correct spots, 
tape or seal the box/bag shut.  The request is 
to be sent out.   

Place the box/bag(s) in intra-school mail if the 
requestor has indicated for it to be sent via intra
school mail.   
Place the box/bag(s) in Workroom 106 if they have 
indicated that they will pick-up the item.  

Not quite done!  See the next page for instructions on how 
to finalize student need request transactions.  (Page 25)

 

Boxing or Bagging Items for Delivery 
Clearly mark the following on a 3x5 index card: 

The first and last name of the person who sent the 

 
Please note: If you are sending more than one 

or bag, use ‘1 of 2’ counts on the 
notecards so the person receiving the items 
will know how many to expect in the mail.  
This card will be neatly taped or attached to 

n a separate 3x5 index card write the student’s first 

This card will be placed inside the box/bag where no 
one but the person receiving the items can see it.  
Remember, the student’s information is confidential.  

the labels in the correct spots, 
he request is now ready 

school mail if the 
requestor has indicated for it to be sent via intra-

Place the box/bag(s) in Workroom 106 if they have 
up the item.   

tructions on how 
to finalize student need request transactions.  (Page 25) 



 

 
Send Confirmation Email and Place Items 
in Specified Pick

1. After the request is placed in the correct pick
you will need to send the requestor an email letting them 
know the order is either 1) on it’s way via intra
mail or 2) the order is ready for pick

2. Once this email has been sent and the request
where to find the items,
email in brightfutureneeds inbox as “Completed.”

a. There is a tag setup already for this purpose.  
i. Go to 

the email that contains the request that is 
complete>Click on the ‘tag’ icon>Select the 
“Completed

*A confirmation message should popup that says, “The 
conversation has been added to “Completed.”

3. Once the confirm
printed off email in the filing drawer under the current 
month in the red folders.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

One last step!
to learn how to finalize the student need 
request paperwork.

Send Confirmation Email and Place Items 
in Specified Pick-up Location 

After the request is placed in the correct pick
you will need to send the requestor an email letting them 
know the order is either 1) on it’s way via intra

l or 2) the order is ready for pick-up.  
Once this email has been sent and the requestor knows 
where to find the items, you will then need to mark the 
email in brightfutureneeds inbox as “Completed.”

There is a tag setup already for this purpose.  
Go to brightfutureneeds inbox>Highlight
the email that contains the request that is 
complete>Click on the ‘tag’ icon>Select the 
Completed” tag 

A confirmation message should popup that says, “The 
conversation has been added to “Completed.” 

Once the confirmation email has been sent, place the 
printed off email in the filing drawer under the current 
month in the red folders. 

One last step!  See the next page 
to learn how to finalize the student need 
request paperwork.   

 

Send Confirmation Email and Place Items 

After the request is placed in the correct pick-up spot, 
you will need to send the requestor an email letting them 
know the order is either 1) on it’s way via intra-school 

r knows 
need to mark the 

email in brightfutureneeds inbox as “Completed.” 
There is a tag setup already for this purpose.   

rightfutureneeds inbox>Highlight/check 
the email that contains the request that is 
complete>Click on the ‘tag’ icon>Select the 

A confirmation message should popup that says, “The 

ation email has been sent, place the 
printed off email in the filing drawer under the current 

See the next page (Page 26) 
to learn how to finalize the student need 



 

 
Finalize Paperwork for Student Need 
Requests 

1. To access Sharepoint
AdminShares>CommunityDevelopment>BrightFutures>Initiative
s>DonationCenter>2018/2019
Worksheet 

2. Once you are here, 
Year Worksheet”

a. An Excel sheet will open.  Here 
input the infor
request.  

b. Double check that you are in the right 
entering data.  

 
 

  

 
 
 
 
 
 
 
 
 
 
 
 
 

Finalize Paperwork for Student Need 

ccess Sharepoint go to: Finder>Sharepoint>Admin>
ommunityDevelopment>BrightFutures>Initiative

Center>2018/2019choolYear>2018/2019SchoolYear

Once you are here, double-click on the current “School 
” file.   
sheet will open.  Here you will be able to 

input the information from your student need 
request.   
Double check that you are in the right month
entering data.   

 

Finalize Paperwork for Student Need 

Sharepoint>Admin> 
ommunityDevelopment>BrightFutures>Initiative

SchoolYear 

click on the current “School 

you will be able to 
mation from your student need 

month before 



 

Recording Items 
“Estimated Values

 

 
 
 
 
 

Donation Center
Item $ Amount

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
D.C. Total $ 

Total Value

 
Recording Items Given and Their 
Estimated Values” Example Sheet

Donation Center Wal-Mart 
$ Amount Item $ Amount

  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
Wal-Mart 
Total 

$ 

Total Value $ 

 

and Their 
Example Sheet 

$ Amount 



 

 
Special Student
(If you have two or more requests that you are buying for, make sure 
you obtain a separate receipt 

1. If a special student need
the Director will give you the tax
the Wal-Mart purchase card.

2. At the check out desk
store clerk with the tax

3. Swipe the card to purchase the items.
twice will be required.

4. KEEP the receipt.
5. When you get back to the office:

a. The receipt needs to be taped onto a blank ‘Student 
Need Request Finance Report’ sheet.

b. Once the receipt is taped onto the sheet, sign your 
name on the sheet 

2. Leave all other blanks empty at this time.
for Student Needs Request Finance Report example sheet. 

3. Make a copy of the ‘Student Need Request Fi
that has the receipt and your s
time also make a copy of the actual student
email print out.

4. Paper clip the original Student Need Request, the Student 
Need Request Finance Report w/ the receipt, and the co
of the finance report. 

a. Place the original student need request form the red 
files in the 

5. Place in the Director’s ‘mailbox’ in the
6. Return the Wal-

do not leave these in the
directly to the Director. 

 
 

 
 
 
 
 

REMEMBER: When you make a ‘shopping list,’ never put 
the students name(s
student’s information is confidential.

Special Student-Needs-Request Purchases:
(If you have two or more requests that you are buying for, make sure 

eparate receipt for each when purchasing the items.)
If a special student needs request purchase is needed, 

or will give you the tax-exempt card along with 
Mart purchase card. 

check out desk BEFORE the transaction, present the 
e clerk with the tax-exempt card.   

Swipe the card to purchase the items.  Signing your name 
will be required. 

KEEP the receipt. 
When you get back to the office: 

The receipt needs to be taped onto a blank ‘Student 
Need Request Finance Report’ sheet. 
Once the receipt is taped onto the sheet, sign your 
name on the sheet at the bottom on line one.

Leave all other blanks empty at this time. SEE next page 
for Student Needs Request Finance Report example sheet. 
Make a copy of the ‘Student Need Request Finance Report’ 
that has the receipt and your signature on it. 

also make a copy of the actual student-need
email print out. 
Paper clip the original Student Need Request, the Student 
Need Request Finance Report w/ the receipt, and the co

the finance report.  
Place the original student need request form the red 

the Darla’s Room filing drawer. 
in the Director’s ‘mailbox’ in the office. 

-Mart card and the tax-exempt card t
do not leave these in the mailbox, make sure to hand them 
directly to the Director.  

REMEMBER: When you make a ‘shopping list,’ never put 
the students name(s) on the list!  Again, remember the 
student’s information is confidential. 

 

Request Purchases: 
(If you have two or more requests that you are buying for, make sure 

when purchasing the items.) 
request purchase is needed, 

exempt card along with 

, present the 

Signing your name 

The receipt needs to be taped onto a blank ‘Student 

Once the receipt is taped onto the sheet, sign your 
at the bottom on line one.   

SEE next page 
for Student Needs Request Finance Report example sheet.  

nance Report’ 
ignature on it.  At this 

need-request 

Paper clip the original Student Need Request, the Student 
Need Request Finance Report w/ the receipt, and the copy 

Place the original student need request form the red 

office.     
exempt card to her--

to hand them 

REMEMBER: When you make a ‘shopping list,’ never put 
) on the list!  Again, remember the 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insert Student Needs Request Finance Report 
Example Here
Insert Student Needs Request Finance Report 
Example Here 

 

Insert Student Needs Request Finance Report 



 

 
 

Receiving and Storing 
What do I do with clothing that has been donated but 
it has holes, stains, or tears?
You will place items with holes, stains, or tears in the boxes in 
the Creative Workroom 
double check that this item is absolutely unusable.  
 
What do I do with clothing items that do not meet the 
Joplin School Dress Code 
If the item does not have holes, stains, or tears but the item(s) do 
violate the Joplin School Dress Code, you will place these items in 
the boxes in Workroom 106 labeled “Partner Organizations.”  
 
What if items are donated that are no
Acceptable Items?  
If items are donated that are not on the List of Acceptable Items 
for Darla’s Room, there will be a few different options as far as 
what you will do with them.  
If the item is in good condition and is some sort of scho
or item in which a teacher might use, we will put it in the boxes in 
Workroom 106 labeled “Teacher Supply Giveaway.”  The Project Leader 
will then check to see if the item is useable or not and handle it 
from there.   

 
 
 
 
 
 
 
 
 
 

Receiving and Storing Donations
What do I do with clothing that has been donated but 
it has holes, stains, or tears? 

e items with holes, stains, or tears in the boxes in 
the Creative Workroom labeled “Discard.”  Staff members 
double check that this item is absolutely unusable.   

What do I do with clothing items that do not meet the 
Joplin School Dress Code Policy Guidelines? 
If the item does not have holes, stains, or tears but the item(s) do 
violate the Joplin School Dress Code, you will place these items in 
the boxes in Workroom 106 labeled “Partner Organizations.”  

What if items are donated that are not on the List of 
Acceptable Items?   
If items are donated that are not on the List of Acceptable Items 
for Darla’s Room, there will be a few different options as far as 
what you will do with them.   
If the item is in good condition and is some sort of scho
or item in which a teacher might use, we will put it in the boxes in 
Workroom 106 labeled “Teacher Supply Giveaway.”  The Project Leader 
will then check to see if the item is useable or not and handle it 

 

Donations FAQ’s 

What do I do with clothing that has been donated but 

e items with holes, stains, or tears in the boxes in 
 will need to 

What do I do with clothing items that do not meet the 
Policy Guidelines?  

If the item does not have holes, stains, or tears but the item(s) do 
violate the Joplin School Dress Code, you will place these items in 
the boxes in Workroom 106 labeled “Partner Organizations.”   

t on the List of 

If items are donated that are not on the List of Acceptable Items 
for Darla’s Room, there will be a few different options as far as 

If the item is in good condition and is some sort of school supply 
or item in which a teacher might use, we will put it in the boxes in 
Workroom 106 labeled “Teacher Supply Giveaway.”  The Project Leader 
will then check to see if the item is useable or not and handle it 



 

 
 
Initial Recordi

1. Pull box/basket of donations from the ‘Donations 
Received’ shelf located in the Creative
sure there is a Donor Contact I
items.  (If there is 
Sheet for some 

2. Lay out all items received from 
3. Record each item and its corresponding price on the Donor 

Contact Information Sheet.
Guide and the Goodwill Valuation Guide
determining prices

1. If there are item(s) in the received donations that
are not on the Pricing Guide for Darla’s Room
will need to research the price and record it 
accordingly.  

4. Add up the total sum of the listed pr
of the page. 

5. Next, determine what items are useable for Darla’s Room
separate these items from the ones that will be donated 
to other area agencies and/or discarded completely due to 
stains, tears, etc.  
Room for help with determi

6. Items that will go to other 
in the boxes labeled ‘Partner Organizations.’  Items that 
will be discarded completely will go i
‘Discard.’     

7. Items for Darla’s Room 
‘Darla’s Room Ready!
Sheet in the box with the items at this time. 

 

 
 

See Acceptable Items for Darla’s Room if you have any 
questions about the items donated; also see the 
Estimated Pricing Gu

Initial Recording of Received Donations
/basket of donations from the ‘Donations 

ceived’ shelf located in the Creative Workroom.  
sure there is a Donor Contact Information Sheet with the 

If there is not a Donor Contact Information 
Sheet for some reason, you will need to create one.)

items received from the donation.  
Record each item and its corresponding price on the Donor 
Contact Information Sheet. *See Darla’s Room Pricing 

and the Goodwill Valuation Guide for help with 
ining prices. (Pages 11-13)  

are item(s) in the received donations that
are not on the Pricing Guide for Darla’s Room
will need to research the price and record it 
accordingly.   

Add up the total sum of the listed prices at the bottom 

etermine what items are useable for Darla’s Room
separate these items from the ones that will be donated 
to other area agencies and/or discarded completely due to 
stains, tears, etc.  *See Acceptable Items for Darla’s 
Room for help with determining what items will go where.
Items that will go to other area agencies will be placed 

labeled ‘Partner Organizations.’  Items that 
e discarded completely will go in the boxes

 
for Darla’s Room will go in the box(es) labeled 

Darla’s Room Ready!’ Place the Original Donor Contact 
Sheet in the box with the items at this time.  

See Acceptable Items for Darla’s Room if you have any 
questions about the items donated; also see the 
Estimated Pricing Guidelines for prices. 

 

ng of Received Donations: 
/basket of donations from the ‘Donations 

Workroom.  Make 
nformation Sheet with the 

a Donor Contact Information 
, you will need to create one.) 

the donation.   
Record each item and its corresponding price on the Donor 

See Darla’s Room Pricing 
for help with 

are item(s) in the received donations that 
are not on the Pricing Guide for Darla’s Room you 
will need to research the price and record it 

ices at the bottom 

etermine what items are useable for Darla’s Room—
separate these items from the ones that will be donated 
to other area agencies and/or discarded completely due to 

*See Acceptable Items for Darla’s 
ning what items will go where.  

area agencies will be placed 
labeled ‘Partner Organizations.’  Items that 

boxes labeled 

labeled 
Place the Original Donor Contact 

 

See Acceptable Items for Darla’s Room if you have any 
questions about the items donated; also see the 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Insert Donor Contact Information Sheet 
Example here. 

 

Insert Donor Contact Information Sheet 



 

Adding Received Donations into Darla’s 
Room Inventory

1. Pull from boxes/
Room Ready’ shelf in the Creative
time, make sure to grab 
Sheet as well.  

2. Bring all items to Darla’s Room.  It is helpful
all items on th

3. Find the correct box for each it
items go in each box
inventory sheet
Name/leave student

4. Place the inventory sheet back in 
newly added item(s)

5. Repeat steps 3 and 4 for the remaining items.  
6. Next, place the

blue file folder
left hand drawer

7. When you are finished, please p
the box/basket(s) back int

 

 
 
 
 
 
 
 
 
 
 
 
 

Adding Received Donations into Darla’s 
Room Inventory: 

Pull from boxes/baskets of donations from the ‘
Room Ready’ shelf in the Creative Workroom.  At this 

ake sure to grab the Donor Contact Inform
Sheet as well.   

l items to Darla’s Room.  It is helpful
the gray rolling cart. 

the correct box for each item.  Determine how many 
items go in each box, and fill out the corresponding 
inventory sheet transaction. (Initials/Date/Donor 
Name/leave student name box blank/# Received) 

inventory sheet back in the box along with 
newly added item(s). 

t steps 3 and 4 for the remaining items.  
the Donor Contact Information Sheet in

file folders in the desk in Darla’s Room (bottom, 
left hand drawer.)   
When you are finished, please put the cart away and p

(s) back into the Creative Workroom

 

Adding Received Donations into Darla’s 

baskets of donations from the ‘Darla’s 
At this 

Donor Contact Information 

l items to Darla’s Room.  It is helpful to place 

etermine how many 
and fill out the corresponding 

Initials/Date/Donor 

box along with the 

t steps 3 and 4 for the remaining items.   
r Contact Information Sheet in the 

in the desk in Darla’s Room (bottom, 

the cart away and put 
Workroom. 



 

Inventory Co
Where do I find the 
Inventory Count Sheets wi
Once you have opened this folder, there will be a
inside labeled, “Inventory Count Sheets.”  There are several 
different files for the various items we store in Darla’s Room.  
Each file will need to be printed off every month before doing the 
inventory count.   
 
What if we add a new box to the shelves?  Where do
get the inventory sheet for it? 
label for the box?
If you are comfortable working with Word document tables, you can 
add it yourself.  You will need to copy and paste one of the current 
inventory sheets and paste it into the correct
Edit the contents of the shee
you have just added.  Make sure to notify the C
addition(s.)  If you have trouble adding the new sheet or you don’t 
know how to please contact 
 
What if we accidently write the number or some other 
piece of information wrong while recording any type 
of transaction on the inventory control sheets?
You will need to have a Project Leader review your work and they 
will help you make the necessary adjustments. 
 
What if a count is off when we do the Monthly 
Inventory? 
Record exactly what you count
will help you make any necessary changes. 

 
 
 
 
 
 
 

 

Control and Count FAQ’s
Where do I find the new Inventory Count Sheets?
Inventory Count Sheets will be found in the “Inventory” folder.  

this folder, there will be another 
labeled, “Inventory Count Sheets.”  There are several 

different files for the various items we store in Darla’s Room.  
Each file will need to be printed off every month before doing the 

What if we add a new box to the shelves?  Where do
get the inventory sheet for it? Where do we get the 
label for the box? 
If you are comfortable working with Word document tables, you can 
add it yourself.  You will need to copy and paste one of the current 
inventory sheets and paste it into the correct order in the file.  
Edit the contents of the sheet to match the items in the box that 

dded.  Make sure to notify the Coordinator of the 
addition(s.)  If you have trouble adding the new sheet or you don’t 

please contact your Project Leader or the Coordinator.

What if we accidently write the number or some other 
piece of information wrong while recording any type 
of transaction on the inventory control sheets?
You will need to have a Project Leader review your work and they 

l help you make the necessary adjustments.  

What if a count is off when we do the Monthly 

Record exactly what you count, notify the Project Leader and they 
will help you make any necessary changes.  

 

and Count FAQ’s 
Inventory Count Sheets? 

” folder.  
 folder 

labeled, “Inventory Count Sheets.”  There are several 
different files for the various items we store in Darla’s Room.  
Each file will need to be printed off every month before doing the 

What if we add a new box to the shelves?  Where do we 
Where do we get the 

If you are comfortable working with Word document tables, you can 
add it yourself.  You will need to copy and paste one of the current 

order in the file.   
t to match the items in the box that 

oordinator of the 
addition(s.)  If you have trouble adding the new sheet or you don’t 

the Coordinator.   

What if we accidently write the number or some other 
piece of information wrong while recording any type 
of transaction on the inventory control sheets? 
You will need to have a Project Leader review your work and they 

What if a count is off when we do the Monthly 

, notify the Project Leader and they 



 

Monthly Inventory 
1. Prepare and print off a new set of inventory count 

sheets.  
a. Go to the Inventory folder on the desktop. Here you 

will find the inventory sheets for all of the items 
in Darla’s Room. (Male clothing, Female clothing, 
Winter Wear & Socks, Shoes, Miscellaneous Items, and 
School Supplies.)
i. Input the correct 

into all of the inventory count sheet files 
before 

ii. Once all inventory ending dates are in, you are 
ready to print the files.

1.

2.

2. Once you have al
are ready to begin the actual count.

a. I would recommend using the gray cart as your ‘set 
up’ station.  

3. Decide what section of items you will start with.  
a. The inventory count sheets should be in the same 

order as th
keep the sheets in the same order
print off 

4. Your task here is to
record that number.  
specialist will fill everything 

a. On the inventory count sheet, there is an entry 
point labeled
will record your 
sure to include your initials once you have written 
down the ending count number.  

 

 

5. Once the 

Continue to page 36 for the final steps.

Inventory Count 
print off a new set of inventory count 

Go to the Inventory folder on the desktop. Here you 
will find the inventory sheets for all of the items 
in Darla’s Room. (Male clothing, Female clothing, 
Winter Wear & Socks, Shoes, Miscellaneous Items, and 
chool Supplies.) 

Input the correct inventory period ending
into all of the inventory count sheet files 
before you print.   
Once all inventory ending dates are in, you are 
ready to print the files. 

1. Considering you are printing a large 
quantity of pages, you need to check the 
printer to ensure there is enough paper 
before printing.   

2. Be considerate of the other people using 
the machine.  Try to print early in the 
morning or later in the day when there is 
less ‘traffic’ at the machine.   

Once you have all of the inventory sheets printed, 
are ready to begin the actual count.   

I would recommend using the gray cart as your ‘set 
up’ station.   

Decide what section of items you will start with.  
The inventory count sheets should be in the same 
order as the boxes on the shelves.  You will need to 
keep the sheets in the same order in which they 

 throughout your count.  
Your task here is to count the items in the box and 
record that number.  (A supervisor or inventory 
specialist will fill everything else out later.)

On the inventory count sheet, there is an entry 
labeled, Ending Balance.  This is where you 

will record your actual count.  Next to this box, be 
sure to include your initials once you have written 
down the ending count number.   

Continue to page 36 for the final steps.

 

print off a new set of inventory count 

Go to the Inventory folder on the desktop. Here you 
will find the inventory sheets for all of the items 
in Darla’s Room. (Male clothing, Female clothing, 
Winter Wear & Socks, Shoes, Miscellaneous Items, and 

inventory period ending date 
into all of the inventory count sheet files 

Once all inventory ending dates are in, you are 

Considering you are printing a large 
you need to check the 

printer to ensure there is enough paper 

Be considerate of the other people using 
the machine.  Try to print early in the 
morning or later in the day when there is 
less ‘traffic’ at the machine.    
l of the inventory sheets printed, you 

I would recommend using the gray cart as your ‘set 

Decide what section of items you will start with.   
The inventory count sheets should be in the same 

You will need to 
in which they 

the box and 
(A supervisor or inventory 

else out later.)  
On the inventory count sheet, there is an entry 

.  This is where you 
count.  Next to this box, be 

sure to include your initials once you have written 

Continue to page 36 for the final steps. 



 

box count is complete and 
you will set up the new inventory sheet to place
box.  

a. Here, you will fill out the 
with the number
transfer the old sheets 
sheets Beginning Balance. 
include your initials beside this box.  

6. Continue recording the ending balances, beginning 
balances (on the new sheets), and switching out the 
inventory balance sheets 
until all are complete.  

a. When you are finished 
inventory sheets
together, and bring 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

JoAnn Fabrics 

x count is complete and the Ending Balance is recorded
you will set up the new inventory sheet to place

Here, you will fill out the Beginning Balance 
with the number of items you have just counted
transfer the old sheets Ending Balance to the new 
sheets Beginning Balance. Again, make sure to 
include your initials beside this box.   

Continue recording the ending balances, beginning 
balances (on the new sheets), and switching out the 
inventory balance sheets for all boxes in Darla’s Room 
until all are complete.   

When you are finished counting all, stack the old 
inventory sheets neatly, rubber band or clip 
together, and bring them to the Coordinator

JoAnn Fabrics Pick-up  

 

is recorded, 
you will set up the new inventory sheet to place in the 

Beginning Balance box 
counted—i.e. 

Ending Balance to the new 
Again, make sure to 

Continue recording the ending balances, beginning 
balances (on the new sheets), and switching out the 

Darla’s Room 

tack the old 
neatly, rubber band or clip them 

to the Coordinator.  



 

 

We have the pleasure of partnering with Kids In Need 
Foundation (KINF) and JoAnn’s Fabrics of Joplin.  Each month 
JoAnn’s determines various pick-up dates.  We are responsible 
for picking up the items from the store, delivering them to 
the Creative workroom, sorting the items, recording the price 
value of each item received, and organizing the items for 
Teacher Supply Giveaways that we host throughout the year.  
Due to the random pick-up dates, we do not have set days or 
times that the Giveaways are conducted.   
 

1. The Coordinator will notify the Creative Work Room Team 
when the pick-ups are ready.   

a. Designated person(s) will be assigned to pick-up the 
items from the store as well as fill out the 
necessary paper work upon pick-up. 

2. Once the items have been delivered to the Creative 
Workroom, sorting and organizing can begin. The delivery 
person(s) will need to communicate this information to 
the Coordinator as well as the sorting person(s). 

a. When sorting and organizing, the person(s) will need 
to fill out the Initial Count JoAnn’s Fabrics sheet 
to 
record 
all 
items 
received.  
 

 
b. When the Work Room is at MSC (Max Storage Capacity), 

a Teacher Supply Giveaway will be scheduled and then 
conducted. 

a. To prepare for the Teacher Supply Giveaways, 
see Guidelines on page 40. 

 
 

 
 
 
 

 
 

See pages 38 and 39 for directions on 
how to do this correctly. 



 

JoAnn Fabrics
Guidelines  

1. Verify that the donations from JoAnn’s have indeed 
been picked up and delivered to the 
workroom. 

2. Upon verification, the Initial Count Crew can set a 
time that works well for them during
(8 a.m.-5 p.m.)

a. Please ma
time and date that you will be meeting.

3. Gather Initial Count Sheets
counting begin!  
 

 
 

a. Each item 
that JoAnn Fabrics
price tag attached.  Use this dollar
when re
i. 

4. Once the team has recorded all items
prices, total up each she
‘total’ line. 
 
 
 

5. Place finished Initial Count Sheets 
paperwork that the Deliverer of Donations left with 
the boxes and bring the paperwork packet 
Assistant Coordinator

 
 
 
 
 
 
 
 
 

See Page 39

Fabrics Initial Count 

Verify that the donations from JoAnn’s have indeed 
been picked up and delivered to the Creative 

oom.  
Upon verification, the Initial Count Crew can set a 

t works well for them during our open hours.
5 p.m.)   

Please make sure to notify staff members of
time and date that you will be meeting.

Initial Count Sheets and pens and let the 
counting begin!   

Each item 
that JoAnn Fabrics has donated should have a 
price tag attached.  Use this dollar 
when recording the item’s price.   

 If any item does not have a price tag, you 
will need to estimate a dollar amount for 
the item.   

1. Consult the Project Leader(s) if you 
need help with this.  

Once the team has recorded all items and their 
total up each sheet at the bottom in the 

‘total’ line.  

Place finished Initial Count Sheets along 
paperwork that the Deliverer of Donations left with 

es and bring the paperwork packet to the 
Assistant Coordinator.   

If you need more Count Sheets, 
make copies before you begin!

See Page 39 for Initial Count Sheet E

Initial Count Sheet Example

 

Verify that the donations from JoAnn’s have indeed 
Creative 

Upon verification, the Initial Count Crew can set a 
open hours. 

sure to notify staff members of the 
time and date that you will be meeting. 

and let the 

has donated should have a 
 amount 

If any item does not have a price tag, you 
will need to estimate a dollar amount for 

Consult the Project Leader(s) if you 

and their 
et at the bottom in the 

along with the 
paperwork that the Deliverer of Donations left with 

to the 

If you need more Count Sheets, 
make copies before you begin! 

for Initial Count Sheet Example. 

Initial Count Sheet Example 



 

 

 

 



 

 

Teacher Supply Giveaway Guidelines 
1) The Creative Workroom Team needs to notify Dale and 

Melissa when the Creative Workroom is at MSC (Max Storage 
Capacity.)  

2) The Assistant Coordinator will then determine a date(s) 
and time(s) to conduct a Teacher Supply Giveaway. 

a. Once he has set the date, volunteers and teachers 
will be notified accordingly.  

3) On the day(s) of the Giveaway, volunteers will need to: 
a. Arrange the organized boxes on the worktables for 

the easiest possible access for the Teachers. 
b. Gather pens and markers (at least 30 of each). 
c. Print/have at least 200 Teacher Supply Giveaway 

Sheets for the Teachers to fill out after they have 
selected items. 
i. Also, prepare workstations for the teachers to 

do this. 
d. Be prepared to help wherever is needed!   

 
 
 


