Audit Reports

Fill out completely (District, Division, Community)

Make sure the money is stapled, not clipped to the back of the pledge card.

Make sure that everything is securely attached with a paperclip or a binder clip. 

Make sure that the names listed on the audit sheet are in the same (alphabetical) order     as the pledge cards.

If someone pledges twice, make sure to put on the card whether it is a DUPLICATE pledge or it is an additional pledge.

Pledge Cards and Family Enrollment

Make sure that all stubs are torn off the pledge cards. That way no checks are torn during auditing.

Make sure all information on the card is filled out (ID#, District, Division, Name, Address, and Phone Numbers).

Put when they want to be billed on the pledge card. Do Not put ASAP that is not a date.

If they are using a credit card as the method of payment, make sure the expiration date is listed on the pledge card.

On the pledge card if they are Do Not Bill, write DNB on the card.

Make sure that the ID# is listed. If they are a new prospect, write NEW on the card. If they are new, they must have an address.

On family enrollment cards, make sure to write the District and Unit.

Volunteer Enlistment Forms

Make sure they are filled out completely.

Make sure the ID# is written on there. If they are New put New.

The worker also has to work in the same Community and Division that they contribute to.

Make sure that your lists are cleaned up every year. Because the people that work this year may not work next year and unless you change it, they will carry over on their own.

P&E

Explain what all of the things are.

Make sure all changes a re made in RED ink

Billing

Done on the 1st 

The bills are sent out according to the date that is on the card.

Re bills are done at the same time.

If they want a payment schedule put that on the pledge card.

