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��Introduction

This resource binder was created by Brian Hargreaves, head Community Associate (CA) of Rains Houses. It is in the process of being edited (so far) by Pai-Ling Yin, Graduate Student Programming Board (GSPB) Co-Chair, so please join me in making it more useful for our group. It was established with a few goals in mind:

To put everything in one place to help GSPB with organization and efficiency.

To suggest a process for setting standards and expectations for functioning as the GSPB programming team.

GSPB is our program to develop, improve, and, most of all, to enjoy. We will define it ourselves, in an effort to serve the goals of the GSPB while balancing time we need personally and academically.  

GSPB Mission Statement�xe "Mission Statement"�

The following mission statement summarizes the current mission statement on the GSPB website (www.stanford.edu/groups/gspb):

We aim to enhance the quality of life for graduate students through programming in the form of large and small social events and educational/informational activities. We hope to network graduate students through our own direct programming and through coordination and promotion of existing University programs and activities.

A Brief History of the GSPB (probably incomplete) �xe "Brief History"�

The Graduate Student Programming Board was started out of money given by Peter and Nancy Bing to promote graduate student life. Graduate students were invited through the Dean of Students to sit on a board and determine how the money should be spent. Grad Night at the CoHo, GOALIE, tax advice seminar, and lottery dinners were just a few of the events produced (check “events” at our website for more examples). The funding for GSPB now comes from the University out of the Dean of Students Office. Christine (Chris) Griffith, Associate Dean of Students for Graduate Student Life, is our link to the Dean of Students office. Thom Massey works closely with families, and he is our current link to the Parent Network (parent-net@lists), with whom we try to work with in our programming efforts.

�Acronyms/Terms (probably incomplete) �xe "Glossary"�

A3/A-cubed (Asian American Association)

ASSU (Association of Students of Stanford University) - The ASSU organizes many events on campus and sponsors many different clubs and groups, and serves as the “student government,” primarily for undergraduates.

BGSA (Black Graduate Student Association)

The Buttery - The kitchen across the courtyard from Hacienda Commons, where a lot of dances take place, in Rains Houses.

CLGSA (Chicano Latino Graduate Student Association)

CAs (Community Associates) – These people do all the social programming in the graduate residences of Rains, Crothers, Cro-Mem (Crothers Memorial), Lyman, and EV (Escondido Village). EV includes families and couples. There are no CAs in the subsidized off campus apartments. GSPB and GSC try towork with them as well on programming.

CAPS (Counseling and Psychological Services) – Part of Cowell Student Health Center, it offers a variety of health-related programs such as courses and counseling.

CoHo (Coffee House) – Currently closed for renovation until early December.

EANABs (Equally attractive non-alcoholic beverages)

Flicks – Movies are shown at Memorial Auditorium for cheap on Sundays at 7pm and 10pm.

GSC (Graduate Student Council) – The student government at the graduate-student level.  Now funded through ASSU fees from graduate students, the GSC are advocates for graduate students, and fulfill some of the ASSU duties at the graduate level. GSPB works closely with GSC on programming.

GSPB (Graduate Student Programming Board) - The GSPB chairs are paid positions, but the rest of the members are volunteers.  They organize social events designed to appeal to all graduate students on- and off-campus.

GWN (Graduate Women’s Network)

I-Center/Bechtel - Bechtel International Center offers services to international students at Stanford, including social events.  Their events and services are open to all students.

LGBCC (Lesbian Gay Bisexual Cultural Center)

Point-Person – Person who oversees a large event which is organized by GSPB

SNAGS (Stanford Native American Graduate Students)

�Expectations

The purpose of this section is to try to outline some of the basic expectations of members of the GSPB.  Since most of us are volunteers, these are just guidelines which we need to define and agree to as a group.

Basic Expectations

Handle Money Responsibly.  Keep receipts, don't abuse it! Chris Griffith alone has signing authority over our money.

Treat People Respectfully.  This goes for each other and all the people we deal with in our capacity as GSPBers.

Keep Up with Meetings. Even if you can’t come to the meetings, please read the minutes, attend the events you can, and sign up to help out for an hour (at least!). 

Programming�xe "Programming"� Expectations

The number of events that we organize will be a function of our money, person power, and time. Historically, GSPB has been quite active. Five committees were formed at our last meeting to divide up the programming responsibility. Committees come together at our weekly meetings to discuss needs in programming that need to be filled and ideas for how to do that. Within the committees, members should divide up the job of researching what ideas have already been done on campus but have not received enough publicity. Committees should then figure out how to publicize those events or how to execute the ideas that have not yet been done. Committees should then report back to the GSPB on with a budget and personnel proposal and a point-person to supervise. Then we all agree and chip in to make it happen!

Big Events 

Typically there are one or two big events every quarter, such as Carnival.  In general, everyone should try to make a fair contribution to all of these events.  This can be helping out with flyers, shopping, and/or helping at the night.  You should try to vary your contribution from one event to the next so that the same people don’t always do the same tasks (such as cleanup, of course). Ed Feng (efeng@leland) is our current point-person at large. Our next big event will be Halloween, co-sponsored with the GSC and the EV CAs. Events to come/suggested are party with Lyman CAs, large dances, Grad Night at Flicks, Grad Night at CoHo, Toga, Battle of the Bands, Carnival with the Caribbean Students, International, formal cocktail & jazz….

Off-campus/Small Events 

These would allow graduate students to get to know each other more intimately. Lottery dinners, organized outings to sporting events, or playing sports, or community services (Beverly Purrington (btp@leland)), or to places in California. So far, Dave Robinson (dbr@leland) has been doing the most work on this. Jeff Huynh (jhuynh@leland)  is our contact person for this.

Discussions/Seminars 

So far, this committee seems have three areas: fiscal, personal, and dialogue. Marian Lenz (mlenz@stanfordalumni.org) is heading up the fiscal seminars to educate graduates on financial matters. Jennifer Evans (jevans@leland) is heading up seminars on topics such as library use, procrastination, stress, dissertation, job market, grant proposals, procrastination, relationships, etc.). Venus Opal Reese (opal@leland) is heading up 6 dialogues on race and discrimination. Deede Liu (ddliu@stanfordalumni.org) has offered to be the coordinating liaison between these three point-people and the relevant campus organizations.

Regular Space 

Charles Watson (cwatson@csli) and Sriram Vishwanath (sriram@leland) are the current point-people. Charles will be working on establishing some off-campus locations as regular bars and pubs where grad students know that they can find other graduate students hanging out on a given night. Sriram will (probably) be working on other types of regular common space(TV lounges, etc.), hopefully with Russ. A regular coffee-house is also an idea.

Web/Coordination

Dan Savage (whimsical@aol.com) is our point-person for revamping our web site and really publicizing it as THE place to go to get linked up to all the other resources, organizations, and services on and off-campus for grad students. There are plans to use this as our strongest tool to coordinate between campus organizations. We hope to have a very interactive site, with sign-up sheets to volunteer and help out with our programming, an interests database to search for other grad students interested in the same things you are, and maybe even a chat room.

Team Expectations

GSPB needs to function as a team, which is generally what makes being on GSPB fun and worthwhile.  The more we spread the workload, the less each of us has to do individually and the more we can do as a board.

Within our committees, we may want to spend a bit of time brainstorming a list of expectations we have of our committee members and the co-chairs and other committees. A few basics to think about:  

Be open-minded to each other and ALL ideas.  

Attend the events of other committees (as well as your own!).  

Throughout the year, try to sign up to work an event with someone new!

Ethics�xe "Ethics"� Questions

Our board has a substantial amount of money which is supposed to be spent on programming and our own team-building as well (we want to sustain the energy and growth of GSPB!). What are the larger guidelines by which we should make our decisions when trying not to abuse money in spending for our events?

A helpful answer to many ethics questions is the following statement:  If you and your group would feel comfortable with the general public knowing about it, then it is probably okay.  Clearly, we may not always agree, but this is a start.

The following are some examples of ethics questions and answers.

Can I take part in the event without paying what other participants pay?  Short answer is “No”.  You should generally pay what it costs for any other participant to attend the event.  In some cases, an external organization may offer a free spot in return for some effort, and in these cases it's probably okay.

Can I take leftover food home to use?  Short answer is yes.  A better answer is, try offering the food to residents and then take what's left.  Also, can it be used at a later event?  If so, that's probably better.

Can I invite my friends to my food events?  Probably, if it's only a few and the total cost of the event is not affected.

Can I reserve spaces for friends on trips that I organize?  Yes, if there is not high demand. However, in cases like lottery dinners, reserving spaces for friends may not be appropriate (especially if GSPB is footing the bill). You should definitely be able to reserve a place for yourself if you are running the event.

Dealing with Situations

There may be conflicts at large or small events which you may be called upon to resolve. A good rule, is, when in doubt, ask your other GSPB members to help you! This includes Chris Griffith and Thom Massey. You should also feel free to call the police about any suspicious activity. We are responsible for the physical environment we utilize when we hold events and the safety of participants (up to the conditions of any waivers they may sign), so be safe rather than sorry.

Facilities�xe "Facilities"� Expectations

Cleanup after events is very important! If we don’t  do an adequate job, we will get billed for Stanford Facilities to clean-up, and this could eat a lot out of our budget, implying less programming. Be sure to have an adequate number of people ready to clean-up.�Event Planning

This section provides a sample of types of events and some of the considerations apply to them.

General Event Planning

There tend to be three phases to most events:  the idea, the planning, and the implementation.

Idea Phase

This is the creative part where you think about why this is a great event and how you want it to look and feel.  This phase consists of getting ideas from the whole GSPB.  Talk to your friends for other ideas.  Your friends might be willing to help you organize an event that they helped inspire!

Planning Phase

In general, when you plan an event, you should ask the following questions:

When should we have the event?  Timing is important, with respect to seasons, the academic quarter, holidays, and the day of the week. 

Where should we have the event?  Considerations here should include the number of people you expect, the group to which the event will appeal, the possible weather, and the type of event.

Who will it appeal to?  Throughout the year it is nice to have different events that will appeal to different groups of people.  

What will it cost?  Try to think about the cost of the event, and where other resources might be tapped for funding.  Consult other GSPBers for advice on what things cost, or just pick up the phone and price things from the yellow pages.

How many will attend?  Talking to experienced GSPBers or looking at records of previous events may help you estimate this.

What effort will it require?  Early on, think about the time requirements to stage the event.  How many GSPBers will help you with it?  How many volunteers might you be able to recruit from other campus groups that would have an interest in co-sponsoring the event? How many people can you recruit off the GSPB mailing list? Try to divide up the tasks carefully. 

When and how should we publicize it?  Timing of publicity is important:  too early and people forget; too late and they’re already busy.  For smaller events, e-mail alone may be good in that it helps reduce the number of people who attend.

Implementation Phase

From here it’s a question of implementing the event.  The following are tasks that tend to apply to many events, and some considerations.  Think about how the tasks are divided, and make sure everyone who’s involved knows what’s going on.

Publicity.  Make sure it happens early enough.  

Shopping.  Try to do this ahead of time, or combine it with other trips

Food.  (if applicable.)  Think about calling a day or more ahead to inform the place where you make the order when you are planning the event.  They’ll give you a good idea of when to place the actual order.

Setup.  Make sure you have enough time for this!  Barbecue coals take about half an hour to get going.  Ice baths will cool drinks in about half an hour.  Get help from other people, especially early on.  Pull over a recycling bin so that you don’t have to pick up as many cans or bottles after the event.  The same goes for trash cans. For larger events, we need to put in a request to rent these. (see section on event resources)

During Events.  Consider putting out consumables in phases to avoid the mad rush that tends to happen.  Be sociable, of course!!

Cleanup.  Try to get participants to help you with this.  Getting people to bring their own plates/cups (where possible) is environmentally sound and means they do most of the cleanup themselves!



Large Events�xe "Rains-Wide Events"�

Considerations for organizing include the following:

Delegating Tasks.  The point person should try to enlist as much help as possible.  It is up to both the point person and the person doing the task to make sure that the requirements for the task are clear.

Itemizing Tasks.  Figure out what needs to be done, and attach time requirements (when and how long) to each task.

External Funding/Collaboration.  Should we ask for funding and collaboration from the GSC, CAs, or another organization?  Consider having a person from each organization to direct that organization’s contributions.

Separate Meetings.  Usually it is beneficial to have a meeting to discuss how the event is to be organized and run, outside of regular GSPB meetings.  This allows more time for communication of tasks and other details to be discussed.

People-Hours.  A simple way to determine the required contribution of each staff member.

Alcohol�xe "Alcohol"�.  At large events you must check the age of all people to whom you serve alcohol.  You should obtain and use wristbands.  This is because you are unlikely to know all the participants in the event.

Publicity.  Make sure to get flyers out to people early.  Include the what/when/where of the event, a contact for information, and remind people to bring ID if necessary.

Book the Facility.  Large areas outside of the residences must be booked early through the Scheduling Office in Old Union (see event resources). Residence common areas must be booked (early as well) through the appropriate residence office.

Security.  If the event is very large, hiring security may be a good option. You can always notify the police early of an event, and call them if there is any trouble.

Noise.  Having a big party the night before the bar exam or medical boards may not be the best idea!

Off-Campus Events�xe "Off-Campus Events"�

Here are some considerations for off-campus events:

Transportation.  Can the participants drive?  (See the section on Liability�xe "Liability"�).  Do we reimburse the participants for gas expenses?  Do you need to organize rides, or can this be done on the day of the event?

Maps.  It always helps to give drivers good directions to where they’re going!

Payment.  Get payment early, if required.  Specify your refund/cancellation policy early – usually you will want a “no refunds” policy to keep yourself sane when people cancel. 

Reservations.  You probably always want to make some kind of reservation for your group.  

Backup Plans.  Try to consider things that can happen:  That whale-watching trip could be cancelled due to rain.  Do you have a way for the company to notify you in time to cancel the trip?  Are there other things you can do in the area?

 

Advance-Planning Events

The events planned obviously differ somewhat from year to year.  However, there are many things that are relatively constant which require advance planning.  Some of these are listed below.

Event�When�Notes��Theatre Tickets�All year.�For larger productions, or group tickets, you should try to order as much as a few months in advance.��Ski Trip�Late January�Bookings usually are made in October.  Discounted lift tickets must be ordered in October for Squaw Valley.��San Jose Sharks season tickets.�October through April.�Tickets must be purchased by the end of June of the previous year.��Ano Nuevo Elephant Seals�February / March�Trips to see the elephant seal mating fill up months in advance.��Yosemite Trips�Usually Spring�Reservations should be made several months in advance.��Habitat for Humanity�Anytime, but booked this quarter�Usually you must let them know a few weeks in advance to bring a group.��

Some Sample Events

Included are estimates for the cost of the event and the number of participants. Realize that for a GSPB sponsored event, these numbers need to be multiplied by possibly a factor of 10.

Event Description and Comments�Cost�#Participants��Pizza Dinner.  Takes about an hour before event to organize.  Not particularly cheap.�$250�30��Bagel Brunch.  Can be very simple with bagels and juice.  Very cheap, and tends to be popular.�$80�30��Pottery Painting.  Quite easy.  Appeals to quieter crowd.�$150�10-15��Study Breaks.  Often these are run during dead week or finals week.  Usually consist of desserts and snacks.�$200�50��Beppo Dinner.  Not cheap, but popular.�$400�20-25��Barbecue.  Takes someone to cook burgers, but this is probably the cheapest dinner event you can have.�$200�60��Kayaking Trip.  Allow all day for this one, and takes a reasonable amount of organizing.�$30 each.�Flexible.  20+��Ski Trip.  Large amount of organization and planning.  Usually provide accommodation, and one meal.�$50 each.�30-50��Habitat for Humanity.  (Taking a group to help out building houses.)  Cost is for food, which we frequently provide.�$150�15-20���Alcohol Policy�xe "Alcohol"�

At many events, we will want to serve alcohol, primarily because people like it.  However, there will also be times when we should consider not serving it, or serving only limited amounts.

There are some things to note about serving alcoholic beverages at events, many from the Stanford Party-Planning Guidelines. Remember, quality counts more than quantity: Gordon Biersch Marzen, not Bud Light.

Charging Admission.  Without a liquor license, we are not allowed to charge admission to any event where alcohol is served.

Food.  Food must be served whenever alcohol is served.

Minors.  Serving alcohol to minors is illegal.  More importantly, our liability�xe "Liability"� for any problems occurring increases tremendously if we have provided alcohol to any minors involved.

EANABs.  All events should offer equally attractive non-alcoholic beverages. Quality is important (no “Safeway Select Cola”).

Alternate Focus.  It is a good idea to ask whether alcohol is the prime focus of the event.  If so, you may be attracting the wrong crowd.  If people spend the entire time of a party in the beer line, then it’s possible that the party isn’t so good.

Cool Down.  Consider not serving alcohol during the last hour of an event.

Over Consumption.  Refuse alcohol to obviously intoxicated people.  

Publicity.  Technically, alcohol should not be mentioned in the publicity for an event.

�Communication

Communication between GSPBers and participants happens in many ways, including meetings, phone calls, email, and the web.  Although most people are familiar with email and the web, experience has shown that it is worth thinking about them here. Email and the web can be very efficient ways to transfer information.  

Meetings�xe "Meetings"�

GSPB meetings are the primary method of planning and communication between members.  

Purpose

The purpose of having GSPB meetings is so that we can work as a team.  In short, there are four goals for each CA meeting:

Discuss ideas and issues adequately, allowing enough opinions to be heard.

Resolve issues and actually end with a concrete plan for event ideas.

Finish the meeting in a reasonable time.

Socialize a little and have some fun along the way.

The  co-chairs attempt to provide a forum where these goals can be met.  However, it is everyone's responsibility to do their part to meeting these goals.  

Agenda

Eventually, meeting agendas will be e-mailed out before the meeting.  

Responsibilities

Again, everybody has a responsibility to helping make meetings a pleasant, productive experience.  Below are listed, again, the goals of meetings, and some ideas of what is required to meet them.

Goal�Responsibilities��Adequate Discussion�Give others the chance to speak first.

Don't interrupt people or cut them off without good reason.��Productivity

�Come prepared to talk about the topics.

Bring your calendar.

Discuss details outside the meeting unless they pertain to everyone.��Efficiency�Adhere to required time estimates.

Always submit items to the agenda (e-mail pyin@leland or dbr@leland).

Try not to prolong discussions unnecessarily.��General Courtesy�Discuss controversial issues with someone before bringing them up at a meeting.

Don't have side discussions when someone is talking to the whole group.��Socialization�Socialize before and after meetings when possible.��Meeting Minutes

Meeting minutes are taken during the meeting, and will be sent out over email to gradprogram@lists.  If you miss a meeting, please read the minutes and comment to the appropriate people if applicable. Please also sign up to help out for events even if you can’t make the meetings.

Email�xe "Email"�

Email is a way of sending a message to one or more people privately.  Each email message has a subject line, which should describe the contents or body of the message.  Many people receive over 50 email messages each day.  It can take quite a bit of time to read and respond to them.  Being considerate of this will help you to use it more effectively.  Some useful considerations for using email follow. 

Always use good subject lines.  It’s a courtesy, and it can be annoying when the sender doesn’t bother to use them.  Consider the fact that the recipient may be receiving 60 messages each day!

Try to respond to email messages promptly.  The “I’m working on it” or “I think I can make it” response is better than no response.

Emotions are hard to express in email.  If you have doubts about how what you send will be received, try a phone call.  Also, if an email conversation has gone out of control, consider a phone call.

If in doubt, don’t send the email.  If you are upset, don’t send the email.  Consider typing up email messages and sending them to yourself or saving them to send later if there is any chance that what you send is inappropriate or may annoy the recipient.

People tend to abuse email from time to time.  Rarely does it pay to express your objections over email.  Learn to delete offensive messages rather than perpetuating them.

Be considerate when sending email to groups or when responding to groups.  Don’t send stuff to a group when it applies to only one or two people.  Please treat gradprogram@lists as an annoucements forum, rather than as a discussion forum. As we need more discussion over e-mail to occurr, Dave or I will create a working-members list for GSPB. 

Use the carbon-copy (cc) feature.  If someone asks for a response from you and someone else, copy the other person with your response to save him or her from spending more time than they need to respond.

Many of these were taken from a great reference  by Nick Parlante, page 3 of the following:

http://cse.stanford.edu/class/cs193i/handouts983/10%20Misc%20Services.pdf

�Logistics

Budget�xe "Budget"�

Reimbursements and Forms

Most CAs tend to spend money using credit cards.  You can usually get the reimbursement before your credit payment is due.  Furthermore, if you lose a receipt, you can submit a copy of your credit card bill as a last resort.  Finally, if you make a habit of using only your credit card, you can more easily check that you have been reimbursed for all expenses.  

Event�xe "Facilities"� Resources

Facilites

Residences, Campus Buildings, Open spaces,…

How and What to Reserve



Liability

There are often times when you should think about liability during GSPB activities.  GSPB is covered by Stanford for possible litigation regarding events which they run.  The purpose of this section is only to point out situations where liability should definitely be considered.  Where necessary, we can talk to administrators about how best to handle liability issues for a particular event.

Alcohol and Liability

GSPBers should follow the Alcohol Policy Guidelines seriously.  The liability increases tremendously whenever under-age drinking, drinking while under the influence of alcohol, or over consumption are factors in any accident.

Waivers

The following are some examples of situations where waivers should be considered.  These can be obtained through various offices on campus (see event resources).

Pub-crawl events where groups are outside of licensed premises.

Trips where participants are asked to drive.  In all cases, drivers should be made aware that they need to have insurance to cover their passengers.  

Events where participants are in potentially injurous activities.  Possible examples include hiking, rafting, jumping in the bouncy castle.

Things to Avoid

The following are some things to avoid doing, which are worth thinking about:

Avoid instructing people in an activity – leave that to professionals.  An example may be that you or a participant may offer to give ski lessons on a ski trip.

Be careful how you sponsor events organized by others (like another campus group). Ensure that the organizers are aware of the alcohol rules.

Consider referring people to other sources of information.  It seems extremely petty, but giving incorrect information can actually lead to litigation.  In fact, simply recommending that someone go “for a bike ride up Page Mill Ave” can put you or Stanford in a position of liability if that person has an accident there.  

Final Notes

Liability can be a frustrating issue, with so much litigation around us.  If we were to cover ourselves (Stanford) completely for all possibilities, we probably couldn’t even host a pizza dinner!  Think about liability from time to time, and talk to other GSPBers or Chris Griffith when you have a concern.  



Personal Mission Statement�xe "Mission Statement"�

Write, in one or two sentences, what you think is your personal “Mission Statement�xe "Mission Statement"�” for GSPB and your involvement.  



��������



Write modifications or comments to this statement as the year goes by.  This will be helpful for next year, and hopefully will be useful to you.



��������������������Event Ideas

Use these pages to note ideas for events that you might like GSPB to run in the future.



��������������������������������������Spending Records

Use this table to keep track of money spent, so that you can confirm that you have received the reimbursement.  It also helps create institutional memory for event planning. 

Event or Expenditure�Date�Amount�Reimb. form Submitted�$$ Received�Notes�������������������������������������������������������������������������������������������������������������������������������������������������������������������Notes on Additions or Changes for this Binder

Use these pages to note ideas or improvements to this binder.



������������������������������������GSPB Reimbursement Form (Sample)



Event Date:  10/7/98	Location:   The Buttery	#Attending:    24

Attach program flier if available. Please provide detailed breakdown of receipts submitted and purpose of purchases if possibly unclear.

Description:		Games Night



Feedback from Participants:		Great.  They liked the small size.





Other Comments: 		Pizza came a bit late.  Not surprising as it was a Saturday.





Reimbursement Amount:  $ __120.00____



Check payable to (please print)    Mark Phillips

Please attach all receipts to back of this form with amounts circled.



Any funding from other sources? Please describe: ________________________________

�����_____________________________________________________________________________



Signature:  __M.Phillips________________________	Date:  _10/10/98_

-  -  -  -  -  -  -  -  -  -  -  -  -  -     Office Use Only    -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  - 

Check #:  _____	Date Processed:  _______	Amt:  _______	Processed by:  _______

Comments:

GSPB Reimbursement Form



Event Date:  ��_______	Location: ���_________________ 	#Attending:  ��________

Attach program flier if available. Please provide detailed breakdown of receipts submitted and purpose of purchases if possibly unclear.

Description:		



Feedback from Participants:		





Other Comments: 	







Reimbursement Amount:  $ _________________



Check payable to (please print)    ___________________________________

Please attach all receipts to back of this form with amounts circled.



Any funding from other sources? Please describe: ________________________________

�����_____________________________________________________________________________



Signature:  ____________________________________ 		Date:  _________________

-  -  -  -  -  -  -  -  -  -  -  -  -  -     Office Use Only    -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  - 

Check #:  _____	Date Processed:  _______	Amt:  _______	Processed by:  _______

Comments:
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