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from Yvonne Engel

TO:        Stephanie
               cc:  Terri
DATE:   March 9, 2010
The five highlighted items on the attached list need to be called to see if the grantee has received their check because it has not yet been cashed.
1)   In the payments tab of Gifts, search for the check number; focus on that search result (magnifying glass) and move to the requests tab.  There you will have the contact name and phone number to call.  (If not, select View from the top of the screen, then “Apply Edit Views” choose “A Regular” and then apply view, located at top of screen).
2) Ask if they can confirm that they received the check that was mailed (use corresponding date on form) or if it might have been lost in the mail.  

3) Many times they will ask to look into it, in case it got lost on somebody’s desk; sometimes they just don’t get to the bank very often.  

4) If they suspect it’s been lost in the mail, verify the mailing address as seen on the contact’s record and if incorrect take down the new address for me to enter at another time.

5) Make a brief note of the grantee’s response.
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