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At the Post Office, pick up the USPS Customs Declaration and Dispatch Note—CP 71 form.  This will need to be filled out in quintuplicate (5 copies).  


On the Custom’s Form, in the section titled Detailed Description of Contents write: “Bonafide gifts for use by military personnel” in addition to a basic description (i.e. snacks, games, hygiene products, candy, etc.).  Apparently, this can help a package clear customs more quickly.


If reusing a box, ensure that any writing or logos on the box are covered up or blocked out.  


Put return address in the left-hand corner on the top of the box.


Put addressee information in the center on the top of the box.


The Customs Form (see above) will be attached to the box(es) at the Post Office, as the postal clerk will have to sign and stamp the forms before attaching.


Use Parcel Post.  This usually takes 5-7 days, so Priority Mail is not necessary.


Please note that the Post Office will not mail packages that weigh more than 70 lbs.


18” X 18” boxes cost approximately $16 per box to send.





 Needed Supplies





#20 paper bags (slightly larger than a shoebox) OR small wastebasket trash bags


Gallon-sized zip lock bags


Packing tape


Black permanent marker(s)


18” X 18” boxes (available at office supply stores such as Staples or some Post Offices)





Salutation: Dear Soldier


In schools, teachers must read all letters to ensure that students do not include personal information, such as their addresses. 


As the purpose of a care package drive is to boost the morale of troops, please ensure that letters are supportive.


Feel free to personalize letters.  Writers can tell soldiers generally about themselves, talk about sports, etc.  








What to Expect:


A school with 400 students usually generates two pick-up truck loads, (although there can be less participation with older students).


It takes approximately 2 hours to assemble care packages, once items have been collected.


Items to Include:


See item list at � HYPERLINK "http://www.necfom.org/itemlist.html" �http://www.necfom.org/itemlist.html�


Female soldiers are often forgotten, since most people continue to think of men when they think about soldiers.  Female soldiers like nail polish, hair products, magazines that appeal to women, �and other feminine items


Soldiers prefer magazines about sports, cars, families.


Ideally deodorants should be unscented.  


International prepaid calling cards are welcome, AT&T is best.  


Generating “Buzz”:


Advertise, write a press release, contact local businesses, notify parents and students, and come up with an innovative fundraiser to defray shipping costs.  


If members of the press will be talking to students or taking pictures, be sure to check with your school to determine if consent forms are required.  


Canned goods and other items may be obtained from local grocery stores as donations or may be brought in from home.


Students can collect magazines, newspapers, and books from home and many times from offices such as doctors, dentists, etc.  Old toys in good condition can be donated to be given to Iraqi students from the soldiers.








NECFOM can be involved a little or a lot.


NECFOM can provide information about running a successful care package drive and addresses to which you can send packages.


If you want NECFOM to come to your school on the day the care packages are to be assembled:


contact them to determine a date and time for them to come to your school 


a couple of days before care packages are to be assembled contact NECFOM with an estimate of how many grocery cartloads of goods have been collected.  


If NECFOM comes to your school on the day care packages are being assembled, they will provide all materials, collect the boxes, take them to the Post Office, and pay for postage.  Anyone who can help load them onto the truck would be appreciated.


Schools and organizations are welcome to raise funds to buy their own materials and/or to offset shipping costs.  This will allow NECFOM to help other schools and organizations.  Donations are also gratefully accepted and will be used to facilitate other care package drives.





How to Get NECFOM Involved





Collect items from list for 2 or 3 weeks prior to the date for assembling care packages.


Have students draw picture and write letters/cards for the troops.


Keep collected items in a secure area.


Teachers should inspect all goods to ensure appropriateness.  In general, try to avoid pork products.  Magazines should not be more than 3 months old unless the information is timeless.  Please don’t send textbooks or romance novels, strongly religious items, or x-rated materials.


On the day the care packages are to be assembled, move all items into a large space with tables (i.e. a cafeteria, large classroom).


Usually, no more than 20 volunteers are necessary.


Organize items by category.


Put anything scented or that could leak into the zip lock bags.  Common items that should be put into zip lock bags include: soaps, shampoos, antibacterial soap, lotion, batteries, etc.  


If the zip lock bag is not completely filled and there is excess plastic, fold the bag over and tape it down so that the package is secure.  


Put some items from each category into each bag.


Fill the bags to about ¾’s full


If items in the bag are for a female soldier, write female on it.  If items are for a male soldier, write male on it.  If items could be given to any soldier, don’t write anything on it.


Evenly distribute any letters among the boxes


In addition, a letter should go into each box that has contact information identifying the faculty member in charge of the event and the school.  The note should ask that soldiers send thank you notes and all correspondence to this contact person at the school and this contact person will be responsible for sharing those with students.  If NECFOM comes to the school, they can provide the note. 


Assemble boxes. 


10-12 care packages will generally fit in each box.


It is best to have no more than 3 students who can print clearly to address the boxes.


Keep in mind that the packages will get thrown around.
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