The San Francisco School 31st Annual Walkathon & All School Picnic 

Pledging & Billing Guidelines: 
www.sfschool.org/walkathon 

We want to continue to promote the school’s mission of environmental conservation through our Walkathon Pledging & Billing process. We hope that this year you will take advantage of the documents and templates on the Walkathon website and conduct much of your family pledge collection through email.  Donors have the option to enter and pay their donations directly through our website, saving time and paper (an estimated 3,000 sheets of paper could be spared for the 2011 Walkathon!) 

Copies of all billing materials can be found online at www.sfschool.org/walkathon, and if hard copies are needed, they are available at the Walkathon Materials Station located near the front desk.
	Walkathon Materials Station at Front Desk Includes: 

Pledge Cards, Sponsorship Letters, Billing & Thank You letters

Mailing Envelopes, Remittance Envelopes

General Event Information


Please read over the following pledging and billing guidelines.  Your 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.   
Using the templates online at www.sfschool.org/walkathon, please contact friends, family and co-workers and ask for their support of our annual Walkathon.  You may download hard copies of the Sponsorship Request Letter for mailing, or cut and paste the email request template provided. 

We ask that you still fill out a pledge card for each family participating (or for each student if pledges differ).  Please include as much information on each sponsor as possible (full address, zip code, etc.) and write each name legibly.  This will help us track the pledges and donations we can expect to receive following the Walkathon. 

Sponsors may enter/complete their giving online at www.sfschool.org/walkathon.  
· Flat Donations can be completed online before and after the Walkathon

· Pledges per Lap can be completed online after the Walkathon 

2. Before Walkathon day, decide which billing method you will use to collect your pledges: 
· Self Billing:  Turn in family pledge card(s) at Registration on the day of the event, and let volunteers know that you are choosing Self Billing. After the walk, record the number of laps your student(s) completed and compute the total bill for each donor yourself. This can be done at home immediately following the Walkathon, using hard copies on website, or through email. Please send billing reminders as soon as possible so donors can make their payments to the school.  
· School Billing: Turn in family pledge card(s) at Registration on the day of the event, and let volunteers know that you are choosing School Billing. For paperless billing, please include all sponsor email addresses; otherwise, please complete hard copies of billing materials for the school to mail to your sponsors. At the end of the walk, tell volunteers the number of laps your child completed – the school will compute and mail/email your sponsors to let them know how much is owed and how they can make their payments.  
Organize all materials in advance, and bring your completed information on the day of the event.  
3. Ask Emily if you have any questions or thoughts about the Pledging & Billing Process. 
egarlock@sfschool.org or 415.239.1475. Thank you for your cooperation!  
