Auction Invoicing Procedure for Advertisements:

1. Assign invoice #.  (Alphanumeric starting with WPA05001.)

2. Complete invoice form.

3. Make 3 copies of completed form (2 for WPA records, 1 to Development)

4. Record invoice information on tracking spreadsheet.

5. Send original invoice.

6. Once payment is received, send the extra copy of the invoice, stamped “Paid,” as a receipt to the advertiser.

Auction Class Getaway Donations:

1. Parent coordinator collects getaway checks made payable to Windrush.

2. Coordinator fills out collection form with name, check #, and amount.

3. Coordinator returns checks along with collection form to Windrush.

4. Windrush issues check to parent coordinator for amount collected, for the purchase of class getaway item(s).

