
 

 
 

 

Backpack Build Instructions 
________________________________________________________________________ 

 
Thank you for using School Ready Supplies to conduct your team backpack build. The following steps 
will help with the set-up and assembly of your activity.  

 
Step 1 
Remove all chairs from the space designated for the building area. In the center of the room, set up a 
table large enough on which to place the containers of items (such as pencils and pens) or stacks of 
items (such as notebooks and folders) you will be placing in the backpacks. People should be able to 
walk around the table easily.   

 
Set up another table off to the side toward the area designated for the completed backpacks. This 
table will have index cards or note cards (whatever you are using for the personal notes to students) 
and pens/markers. You may want to use a special card that has your company logo on it. This will be 
the final item placed in your backpack before it is zipped closed and put in the designated area for 
completed backpacks. Or you can have employees write their personal note prior to the build and 
they can bring the card with them.  

 
Step 2 
Open the boxes of product – this process could take a while depending on the order size. The boxes 
and stack of backpacks should be the first item on the table followed to the right by the largest items 
and ending with the smallest items before the backpack is taken over to the smaller table for 
insertion of the note.  If backpacks are in the plastic bags within the case, remove the backpack from 
the plastic, un-zip the backpack, remove and dispose of the silica gel packet. Please open package of 
pens and other items if packed sealed together. It might be a good idea to put a quantity note card at 
each product location to remind people of how many of each item is to be placed in the backpacks (2 
notebooks, 1 pack of pencils, 3 folders, etc.) as they move around the table building their backpack. 
Hard copies of the quantity cards were provided with your order. If you need additional cards, please 
contact Kids In Need.  

 
Step 3 
Form a line in front of the backpacks. The first person in line will take a backpack and then circle the 
table putting in the correct number of items from each stack on the table. The next person in line will 
follow when the first person has advanced to the first item on the table. After the first few people 
have gone around the table, a rhythm and pace should develop that can be maintained by the people 
doing the building. One or two people should be designated as monitors who will keep an eye on the 
supplies and replenish the boxes and stacks of items on the table as needed.    

 
Step 4 



When all the items are placed in a backpack, the person then goes to the smaller table to write a 
simple message on the cards you are using for this purpose.  Example:   

● “I hope you enjoy your new backpack and school supplies!”  
● “Have a fantastic school year!” 

Notes will add personal touches to the backpacks you are donating and will be another 
indication to the students that you care about them. The individual writing the note will decide 
how or if to sign the note with his or her name. 
 

Step 5 
After placing your note in the backpack, zip it closed and take it to the area designated for completed 
backpacks. One or two people from the team should be in this area packing up the backpacks and 
keeping a count of how many backpacks have been completed. If using boxes provided by Kids In 
Need Foundation, there will need to be a station set-up to assembled the boxes. You should be able 
to fit 9 filled backpacks into each box.  
 
Additional Reminders 
- Be sure to have plenty of these items on hand prior and during the build 

o Box Cutters / Scissors (to open the bulk school supplies)  
o Trash and Recycle Bins  
o Shipping Tape (to assemble boxes for the filled backpacks)  

  
 

*Team Building  
While this project is meant to be a backpack building activity to help provide free school supplies for 
students in need, it is also meant to be a team building project. It usually doesn’t take very long for 
people to start talking about their childhood memories of school supplies when they start working 
with them. The sights, smells, and textures tend to stir the senses.   
 
Here are a few questions the team leader can ask each person as they begin the build, to get the 
memories flowing and get the team engaged -- with the project and with each other.  

 
1. What was your favorite school supply item from grade school? 
2. Who was your favorite elementary school teacher? 
3. What kind of glue did you use in school? 
4. Who did you go shopping with for school supplies? 
5. What was your favorite subject in school? 
 


