Membership Solicitation Request Form


· Date of the request: _________________________

· Requestor: _________________________________

· Is the solicitation time sensitive Y/N _____

a. If yes provide the due date ________________

· Is the solicitation for:
a. Cash         ____
b. Clothes    ____
c. Toys         ____
d. Other      ____   If other please explain _______
             ________________________________________
             ________________________________________

· Donation recipient: __________________________ 

· Purpose for the donation:_____________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________

· Supporting information on the recipient: _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Will the recipient provide a receipt Y/N ______

a. If yes, provide the receipt to the financial secretary for end year reporting




**Submit the form to the Community Outreach Committee (COC)



Below is how the request will be processed:

1. The COC will review the form for completeness, alert the President & Financial Secretary and send the form with any special instructions to the Communication Liaison for membership notification.  

2. If the request is for cash and members do not wish to write the donation off on their personal taxes, donations are to be sent to the Financial Secretary, deposited and recorded as a community outreach special collection. 

3. After all monies are collected, the Treasurer will disburse a check to the targeted recipient and record the disbursement as a community outreach special disbursement. 

4. If members wish to write their donations off on their respective taxes, members should write their checks directly to the targeted recipient with no recording from Top Flight.

5. If the request is for non-cash donations and the targeted recipient provides a receipt of value, the receipt should be sent to the Financial Secretary and the Treasurer and recorded as an outreach special collection. 




