How to Fill Out a Solicitor’s Envelope

1. Write in the Department Name.  For Example:  University Relations
2. Write in the Department number:    For Example: 14800
3. Choose either the Partial or Final box for the department.  If you have gathered all pledge forms from a department then mark “Final.”  If you have more forms to collect from a particular department, mark “Partial.”

4. List the names of each employee for whom you are turning in a pledge form.  Fill out across the row for employee’s pledge.   Write in the employee’s total donation amount in either the Payroll Deduction column; Cash/Check column; or the Credit Card column.  Again, write in the total deduction in the “Total Pledged” column at the end of the row.  

5. Total all columns as indicated on the “Totals” row at the bottom of the page.

6. Write in your name as the Solicitor 

7. Include a contact phone number.

8. Make a copy of the front of this envelope for your records.

9. Take the completed Solicitor’s Envelope (with pledge forms inside) to either, your Cabinet Member (Cabinet member information found on website www.uky.edu/UW); or UKUW Treasurer, Joe Bonilla in 356  Peterson Service Building.

Important Reminders:   

Please use one Solicitor’s Envelope for each department for which you are turning in pledge forms.   For example, if I have pledge forms from employees in Accounts Payable, Sponsored Projects and Payroll; I would fill out three separate Solicitor’s Envelopes that included the pledge forms from each of those three departments. 

Separate Prize Drawing cards from pledge forms.  You may place prize cards in the Solicitor’s Envelope but clip or rubber band all prize cards together.
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