
 
 

School Supply Commitment  
Please complete the following information if you are interested in helping students in Metropolitan 

Nashville Public Schools get basic school supplies. 
Organization Name: 
 
Contact Name: 
 
Address: _________________________________________________________________ 
 
Telephone:                                            E-mail: 
  

School Supply Donation: 
Yes, our organization is interested in donating supplies directly to our partner school.  We 

pledge to collect ______________ (dollar value of supplies) and deliver them to: 

                                                                                                                    school(s).          
    

LP PENCIL Box Store:       
Yes, our organization is interested in donating school and/or office supplies for the LP PENCIL 

Box store where elementary, middle and high school teachers in Metro Schools can shop for 

free.  We pledge to hold a collection drive/purchase and deliver items to the store by                                                      

_____________(date).    

or  make a financial contribution of $                to purchase supplies for the LP PENCIL Box 

store.         
 

Individual School Backpacks: 
Yes, our organization is interested in donating student backpacks with supplies.  We pledge to 

collect ________ # of backpacks and deliver them to: 

                                                                                                                     school(s).                                   

or  make a financial contribution of $                  ($12.50 per student backpack) to the LP 

PENCIL Box to purchase individual backpacks with supplies for students at our selected 

school(s). 
 

Classroom Supply Boxes: 
Yes, our organization is interested in donating classroom boxes.  We pledge to collect _______ 

# of classroom boxes and deliver them to:  

                                                                                                                        school(s).                                   

or  make a financial contribution of $_________ ($50.00 per classroom box) to the LP PENCIL 

Box to purchase classroom boxes for our selected school(s).                                                                                                
 

Please fax or e-mail this form to Sarah Killpack at 254-6748 or skillpack@pencilfd.org. 



 

 
 

Conducting a Successful School Supply Drive 
 

Each year, teachers personally spend hundreds of dollars for much needed supplies for their 
impoverished students.  PENCIL in collaboration with LP Building Products and Metropolitan 
Nashville Public Schools has established the LP PENCIL Box  (LPPB), a free teacher supply store 
to provide the basic items essential to students’ success. 
 
Your organization will make a great contribution to our efforts by: 

1. Collecting and donating individual backpacks full of supplies for needy students at your partner 
school (see attached list of suggested items) or make a financial contribution to LP PENCIL 
Box ($12.50 per student backpack).  

2. Collecting and donating classroom boxes for teachers at your partner school (see attached list 
of suggested items) or make a financial contribution to LP PENCIL Box ($50 per classroom 
box). 

3. Donating school and office supplies to stock the LP PENCIL Box, which allows teachers to 
shop for classroom supplies, or make a financial contribution to purchase essential classroom 
items.  

 
Getting Started  

1. Fax or email the attached form to Sarah Killpack at 254-6748 or skillpack@pencilfd.org if you 
would like to collect or purchase individual backpacks and classroom boxes or host a supply 
drive. 

2. Choose the length of time and the dates for the supply drive (2-4 weeks recommended). 
Students go back to school on Monday, August 11 . 

3. Determine the focus of your drive, whether it will be a general collection of items for the LP 
PENCIL Box or for the individual backpacks/classroom boxes. 

4. Decide what kind of collection containers you will use.   

5. Establish a goal for your supply drive, based on the number of staff members participating 
and/or the participation of the general public. You might consider holding challenges among 
departments or floors to see who can collect the most supplies. 

6. Spread the word that you will be collecting supplies for LPPB. Send out e-mail announcements 
(see Sample 1) to your staff, associates and anybody else that you feel might wish to 
participate, put up posters (see Sample 2) in your building where they will be highly visible and 
announce your school supply drive in staff meetings, in your organization’s newsletter and on 
its website. 

 
 



Supply Drive Checklist 

1. Fax or email attached form to LPPB to let us know of your interest in collecting school 
supplies. 

2. Establish dates, what supplies to collect, and the collection goals for your school supply     
drive. 

3. Put up posters and notify colleagues about the drive. 

4. Send out memos or e-mails announcing your drive’s kick-off. 

5. Communicate information about LPPB so that potential donors know the purpose and 
importance of their involvement. www.pencilfoundation.org 

6. Place appropriate signage near or on collection bins. 

7. Monitor drive progress and contact LPPB staff with any questions or concerns. 

8. Update contributors throughout the supply drive regarding progress as you near your goal. 

9. Remind potential contributors one week before that they have just a week to make 
donations. 

10. Inform LPPB staff at the conclusion of your drive to arrange delivery.  

11. Make this event fun for all your contributors, be creative and celebrate your success. 

After LP PENCIL Box  receives and inventories the supplies your organization has collected, a 
letter confirming your supply donation, and a tax letter will be sent to you for your records.  Your 
organization will receive publicity as an LP PENCIL Box Partner through publications, reports, and 
signage in the store. 
 
 

 
 

 
 
 
 

LPPB CONTACT 
Sarah Killpack 
615/974-0438 

615/254-6748 fax 
skillpack@pencilfd.org 

www.pencilfoundation.org
 
 



 

 
MNPS School Supply List for Student Backpacks 

 
If your organization is interested in donating student backpacks to school(s), you should collect or 
buy the supplies, package the supplies in a backpack (not supplied by PENCIL), and deliver the 
supplies to your chosen school(s). If you organization does not have a partner school(s), you can 
deliver the student backpacks to LP PENCIL Box where they will be distributed. 
 

Elementary School (grades pre-K through 4)  
Backpack 
Bottle glue 
Box of Tissues 
Crayons (24 count) 
Notebook paper (wide rule or primary 
tablet) 
10 Pencils (#2) 
Pencil box or pencil pouch 
Plastic Ruler (inches & centimeters) 
Scissors (blunt edge) 
Washable markers (8 count) 
 
Middle School (grades 5-8)  
Backpack 
Colored pencils (24 count) 
Glue stick 
Notebook paper (wide rule) 
10 Pencils (#2) 
10 Pens (blue or black) 
Plastic Ruler (inches & centimeters) 
6 Pocket folders with brads 
3 Spiral notebook (single subjects) 
Washable markers (8 count) 
 
High School (grades 9-12)  

 
 
 
 
 
 
 
 
 
 

 
 

Backpack 
Colored pencils (8 pack) 
Graph paper 
2 Highlighters 
Notebook paper (college rule) 
10 Pencils (#2) 
10 Pens (blue or black) 
Plastic ruler (inches/centimeter) 
6 Pocket folders with brads 
3 Spiral notebook (single subjects) 



 
 
 

MNPS School Supply List for Classroom Boxes 
 
If your organization is interested in donating classroom boxes to school(s), you should collect or 
buy the supplies, package the supplies in a box (not supplied by PENCIL), and deliver the supplies 
to your chosen school(s). If you organization does not have a partner school(s), you can deliver the 
classroom boxes to LP PENCIL Box where they will be distributed. 

 
Elementary School (grades pre-K through 4)  
 

 
Middle School (grades 5-8)  
5 Boxes of Tissue 
5 Colored Pencils (24 count) 
5 Dry Erase Markers 
10 Glue Sticks 
5 Hand Sanitizer or Liquid Soap 
10 Highlighters 
40 Pencils (#2) 
20 Pens (blue or black) 
10 Pens (red) 
10 Plastic Rulers (inches & centimeters) 
10 Spiral Notebooks (single subjects) 
 
High School (grades 9-12)  
5 Boxes of Tissue 
5 Colored Pencils (8 or 24 pack) 
5 Dry Erase Markers 
5 Hand Sanitizer or Liquid Soap 
10 Highlighters 
40 Pencils (#2) 
20 Pens (blue or black) 
10 Pens (red) 
10 Plastic Rulers (inches & centimeters) 
10 Spiral notebooks (single subjects) 

 
 

5 Bottles of Glue 
5 Boxes of Tissue 
5 Crayons (24 count) 
5 Dry Erase Markers 
10 Erasers 
5 Glue Sticks 
5 Hand Sanitizer or Liquid Soap 
40 Pencils (#2) 
10 Pocket Folders with brads 
5 Plastic Rulers (inches & centimeters) 
5 Scissors (blunt edge) 
5 Washable Markers (8 count) 
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Office Supplies 
 

�  Clipboards 
�  Paper clips 
�  Paper towels 
�  Post-it notes 
�  Staplers and staples 
�  Tape 
�  Three-ring binders 
�  Tissues or wet wipes 
�  Transparencies 
�  File folders 
�  Index Cards 
�  Hole punch 
�  Desk organizers�

�
�

 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Teacher Wish List 
Your donations for LP PENCIL Box can include many items. Teachers need basic school supplies for their 

economically disadvantaged students, but they can also use surplus office supplies, decorations for 
classrooms and other miscellaneous items. It’s amazing how creative they can get with items you may 

consider tossing!  We are constantly filling the store with the following items: 

Basic School 
Supplies 

 
�  Pencils 
�  Pens  
�  Paper (all types) 
�  Dry erase board 

products 
�  Erasers 
�  Flash cards 
�  Book bags or backpacks 
�  Books 
�  Scissors (blunt tip)  
�  Spiral notebooks 
�  Rulers  
�  Pencil box or pencil pouch 
�  Pocket folders 
�  Poster board 
�  Washable markers 
�  Maps 
�  Highlighters 
�  Glue 
�  Crayons 

 
����

�

Arts & Crafts 
 

�  Yarn 
�  Art shirts 
�  Art posters 
�  Seasonal 

decorations 
�  Paint 
�  Paint brushes 
�  Colored pencils 
�  Letter stencils�

Miscellaneous  
 

�  Athletic equipment 
�  Science supplies 
�  Fabric samples 
�  Wallpaper samples 
�  Carpet squares 
�  Paper towels 
�  Tissues 
�  Liquid soap or hand 

sanitizer 
�  Containers or Ziploc bags�
�  Magazines (used or new) 
�  Old Tennis Balls 

 

Awards & Incentives 
 

�  Stickers 
�  Games 
�  Educational toys 
�  Journals����
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Sample 1  
E-mail Message to Colleagues  

Regarding Your School Supply Drive 
 
 
 
Dear [Employee’s Name] , 
 
We need your help!  There are students in our community who cannot afford basic school supplies.  
Every day teachers are forced to dip into their own pockets to buy classroom supplies for their 
neediest students.  We will be supporting these teachers and children in need by collecting new 
school supplies for PENCIL Foundation’s LPÒÒÒÒ PENCIL Box , a free teacher supply store that 
provides essential classroom items for Metropolitan Nashville Public Schools.  
 
In Davidson County, 72% percent of the 75,000 students in our public schools are economically 
disadvantaged and don’t have the necessary school supplies required for learning.  It is estimated 
that teachers spend an average of $500 to $1,000 of their own money to buy school supplies for 
their students 
 
To help needy children in our community, we will be collecting new school supplies from [DATE] to 
[DATE] .  A collection bin will be located [fill in location(s)] .  
 
Suggested basic school supplies include: pencils, colored pencils, washable markers, crayons, 
blunt edge scissors, glue sticks, school glue, rulers, notebook paper, erasers, and backpacks.  
 
Thank you, 
 
Your Name 
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Sample 2  
Flyer to be Posted in Public Areas 
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