Vienna Relay For Life 

Turning In Team Donations
Team Captains should follow these procedures when turning in money to ACS:
1. When team members turn in their fundraising money to you, please verify that they have already entered the donation information into the website (using the “Enter Offline Donations” feature).  They must do this to ensure proper credit for the donations collected.  Note that Luminary Sales and Team Registration money should not be entered into the website, as they are recorded separately.
2. Carefully fill out the Team Accounting Sheet with all necessary information.  
· Please be certain to sign the bottom of the form, double-check the Grand Total, and verify that all the money received from team members actually matches the total amount specified.  Accurate and complete forms helps ensure that your team’s fundraising is properly credited!
· Donations raised by a single team member should be recorded in the “Individual Money Raised” column of the Team Accounting Sheet.  
· For general team fundraisers in which more than one person participated (e.g., bake sale, car wash), the money should be equally divided among all participants.  List each team member on a separate row on the form and use the “Team Money Raised” column to specify the amount allocated to each.  If the total divides unevenly, credit yourself with the excess remainder.  
Unfortunately there is no way to enter General Team Donations into the website, so ACS will handle the data entry and allocate the specified amount to each team member.  But as the Team Captain, you must be sure to properly fill out the Team Accounting Form.
· Please enter each matching gift on a separate Team Accounting Sheet (without any other donations) since there is often a delay in receiving and processing these funds.
3. Enclose the Team Accounting Sheet (white and yellow copies), along with the money collected, in a Team Captain Remittance Envelope.  Remember to fill in the Totals on the front of the envelope.  The yellow copy will be returned to you at the next Team Captain’s Meeting.
4. Turn the Team Captain Remittance Envelope in during a Team Captain’s meeting or drop it off at the ACS office at 124 Park Street, Vienna.  If you are a Madison team you can turn in your Team Captain’s Remittance Envelope to Mrs. Kravitz.
