INTAKE FORM PROCEDURE

AS OF APRIL 17, 2006

1. Anyone acting as a representative of the Foundation will complete an Intake Form, upon receipt of items given to the Foundation.

2. The original of the Intake Form remains with the item and a photocopy is given to the Administrator.

3. Administrator will compile the Intake Form and give them to the Administrative Assistant for the purpose of preparing the donation letters and for filing.

4. Administrative Assistant completes the donation form letter and mails to the donor.  A copy remains in the computer.

5. The processed Intake Form gets filed into the Intake Form Binder.

6. When the items have been archived, or cataloged, the original Intake Form is

       returned to the Administrator.  The Administrator supplies the Administrative 

      Assistant with the original forms so that the original form can be matched up

      with the copy previously placed in the binder.
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