PREPARING YOUR P & E

 LIST FOR PROCESSING

1. All corrections, additions, deletions, etc., should be done in RED INK.
2. Check for appropriate mailing addresses. (Example: A bill or thank-you note can’t be sent to the home if the prospects mail goes to a P.O. Box.)

3. Every business prospect should have a contact name.

4. Leave existing request unmarked for it to remain the same for the 2006 campaign.  To change request, mark through old one and write new one above it.

5. Be sure request is not less than what was given in 2005. (You will get what you ask for.)

6. Put new prospects on separate sheet of paper with all appropriate information included.

7. Print-legibly!!! Finance support staff can’t read bad handwriting or MINDS!!!!!

