6 Quick Tips for Submitting Funds

1. Write your name, team, sport, and chapter on every check contribution.

2. Fill out the Participant Donor Form — making sure to write your name and circle the
sport, regional team and event you are doing. Include this form EVERY time you
mail your donations.

3. PHOTOCOPY EVERYTHING before you send it!

4. Mail your funds to Paycor in Cincinnati (mailing labels are in the pocket of your
Guide to TNTand a master for printing more if you need them can be found on the

TNT Answer Center).

5. Do not send cash or foreign currency. Please see below for how to submit these

donations.

6. Read: “How to Submit your Funds” below, for more details.

How to Submit Your Funds

“WOW! My fundraising campaign is a hit!! The funds
are coming in like gangbusters. So now what?”

The Leukemia & Lymphoma Society uses Paycor, an
accounting center based in Cincinnati, Ohio, to process all
Team In Training contributions. You will need to sort and
compile your funds according to the instructions below,
and send them to the Paycor accounting office (mailing
labels are in the kick off folder).

In order to effectively process your contributions, it is
essential that you closely follow the instructions outlined
below.

Instruct your contributors to forward all donations
DIRECTLY TO YOU. Do not have your contributors
send donations to the Society office or to Paycor.

VERY IMPORTANT: Mail Paycor only your fundraising
contributions. All other correspondence, including race
entry, payment for guests, all funds not being credited to
your fundraiser totals, should be mailed directly to The
Leukemia & Lymphoma Society, 675 North First Street,
Suite 1100, San Jose, CA 95112-5156, to the attention of
your Team In Training Staff Manager.

Handling Contributions

1. Send in your contributions early and consistently —
do not wait to turn them in! Select a day of the week
that you will sort and compile all the funds you have
received during the previous week. Tell yourself that

you will do this every, say, Tuesday evening, for the
entire season until your event. (If you do this for three
consecutive weeks, it will become a habit and you
won’t have to worry about forgetting to send in
funds—it’ll be second nature!) Credit cards and
checks expire, so you will want to send them to
Paycor as quickly as possible.

On the weekday you have designated, gather all the
funds you have received for that week and group
them according to type of contribution, i.e. check,
cash, credit card or matching gift.

Check Contributions: Write your name, team, sport,
and chapter in the memo section of each check if the
donor has not already done so. This is a safeguard to
ensure your funds are credited to your fundraising
account; or, if there are any questions, The Leukemia
& Lymphoma Society has a point of contact. **Note:
If the donor’s address does not appear on the check,
please complete a Cash Donation Form (included in
this section) to identify the name and address of your
donor so we are able to properly acknowledge their
donation.

Cash Contributions: If you have received any cash
contributions, please convert them into a check or
money order, since mailing cash is unsafe and not
advised. Complete a Cash Donation Form (included
in this section) for each donor to ensure proper
acknowledgment of their donation.

CONTINUED ON REVERSE...




*  Foreign Currency: All donations must be made in
U.S. Dollars. We cannot accept any foreign
currencies. Foreign donors should make their checks
payable to you. You will need to convert their
donations into U.S. dollars and then treat them as
cash contributions. This includes Canadian dollars.
Credit Cards are also an acceptable way to obtain
donations outside the U.S.

*  Credit Card Contributions: Complete the Credit Card
Donation Form (included in this section) for all credit
card contributions. Be careful to obtain all the necessary
information required to process the credit card, i.e. name
as it appears on the card, card number, expiration date,
etc. Also be very careful to be accurate when copying
the credit card information as errors will result in denied
approval.

*  Matching Gift Contributions: Enclose in your mailing
to Paycor the matching gift forms to be processed.
(These forms are to be supplied by the Corporate
Giving Department or Human Resources Department
of the matching organization.)

3. When gathering your checks to send, please use the
following guidelines:

* Do not staple or tape checks to donor forms. You
can use a paper clip to batch or simply fold them
inside the donor form(s).

* Do not send postdated checks - hold these in your
possession until the check date is valid.

* Do not send checks dated over 6 months old -these
checks will not be accepted and will be returned.

* Do not send donor pledge cards to Paycor — keep
them for your records.

4. ***PHOTOCOPY EVERYTHING YOU WILL
BE MAILING. #*%*

5. When you have sorted and categorized your funds
and completed all your forms, you will need to log
them for tracking purposes. A log of received
contributions is helpful in gauging and tracking the
success of your fundraising campaign, tracking who
specifically has contributed to your fundraising, and
verifying that all of your contributions have been
propetly posted to your account.

Forwarding Contributions to
Accounting Center

Once you have completed the above, you are ready to
send your contributions to Paycor. Gather your
contributions and donation forms. Then complete a
Participant Donor Form (included in the front pocket
of the folder) to be sent with your funds. This form will
identify you as a team member so Paycor knows to

credit your fundraising account. Therefore, it is crucial
that a Participant Donor Form accompany every
submission of funds. A set of labels to the Accounting
Center in Cincinnati, Ohio is included for your
convenience. Be sure to use sufficient postage.

The Leukemia & Lymphoma Society
Silicon Valley & Monterey Bay Chapter
Dept. #958

PO Box 145900

Cincinnati, Ohio 45250

Please Note: DO NOT SEND YOUR DONATIONS
VIA UPS or FedEx - they will not deliver to a Post
Office Box address. You may use Express Mail or
Certified Mail through the post office.

Please allow 7-14 business days from the time you mail in
your donations for them to be posted to your account.

Thank You’s and Receipts for Donors

If you supply us with your donors’ names and addresses
(on checks, Cash Donation Forms or Credit Card
Donation Forms), The Leukemia & Lymphoma Society
sends thank you cards to those who contribute $25 to
$100 and thank you letters to all who contribute $100 and
over. These acknowledgments, in addition to the donors’
canceled checks or credit card statements, serve as
receipts. We do, however, highly recommend that you,
personally, acknowledge all contributions you receive in
your fundraising efforts as well.

Please note: The Leukemia & Lymphoma Society does
not sell our mailing lists. Your donor’s name will be in
our database so they may be thanked for their donation
and they might receive future correspondence about The
Society or the Team In Training program. If your donor
does not want to receive additional mailings from The
Leukemia & Lymphoma Society, please black out their
address on their check. However, this also means they

will not receive a thank you from The Leukemia &
Lymphoma Society.




