The San Francisco School 27th Annual Walkathon & All School Picnic 

Billing Information & Guidelines

Please read over the following billing guidelines; everyone’s cooperation will ensure that the Walkathon billing process will run as quickly and efficiently as possible!  

1. Prior to the day of the Walkathon, each family should gather pledges and/or flat donations for each student participant.   

Fill out a pledge card for each student participating – please include as much information on each sponsor as possible (full address, zip code, etc.) and write each name legibly.    

· Pledge cards and all other Walkathon materials can be completed online at www.sfschool.org/walkathon!   
2. Organize all billing materials in advance of the Walkathon. 
Billing sets are included in this packet.   A set consists of a billing letter for each sponsor, a remittance envelope for the sponsor’s payment, and a mailing envelope. Please complete a billing set for each sponsor.  Do not stuff and seal envelopes (the number of laps and amount owed still has to be determined on Walkathon Day).  If you have one donor pledging for more than one child in the family, please use only one envelope for all billing forms.

This can be a fun project for the children, so have them do as many of these tasks as they are able. They can fill in their names, sponsor names, the amount pledged per lap, add a personal note and/or drawing to the letter, or address mailing envelopes to their sponsors!

3. Bring your completed packet with you on the day of the event.  Everyone must turn in their Pledge Card on Walkathon Day.  The Development Office will need a copy of each pledge card to use as a reference when donations are mailed to The School.  If you want a copy of the pledge card for your records, please make it before Walkathon Day.  Any unused Walkathon materials should be returned to the Development Office for use in future Walkathons.
4. There are two options for billing.  At registration, please indicate which you prefer:  
a. School Billing: Turn in your completed billing packet (billing letters with corresponding pre-addressed envelopes) and pledge card at registration.  At the end of the walk, tell volunteers the number of laps your child completed; The School will compute and mail completed billing to your sponsors.  

OR
b. Self Billing:  Turn in each pledge card and let runner registration volunteers know how many laps your child completed.  Record the number of laps on your billing paperwork and compute the total bill for each donor yourself.  This can be done at home immediately following the Walkathon.  It is important to send billing reminders as soon as possible so donors can make their payments to The School.  

Thank you for your cooperation with this process.  If you have any billing questions or concerns, please contact Emily at esweet@sfschool.org or 415.239.1475.
