CHAPTER 8
REPORTS

Chapter 8

Reports
YOUR REPORTING
Central Committee and Residential Committee Meetings are responsible to the Appeal Chairman / Director.

Area Chairpersons are responsible to keep Residential Chairman informed of progress.

· Zone

· District

· Section

· Team Leader

If you experience any problems that cannot be solved by you or your associate, contact the person next in line up for the answer.  There is no point in wasting your precious time on it.

Each Meeting will have a predefined format for reporting purposes.  It is essential these reports be filled out accurately and in their entirety.  The reporting format for each meeting has been detailed in the section, Countdown to Appeal Day.

MONTHLY MEETINGS
· On the Day

Check on the day before, opening the Counting House, phone, security, supplies.

BANKING FACILITIES
· Deposit Books

· Money Wrappers

· Calico money bags

· Locked carry boxes for money to Bank

· Check that Bank Deposits EQUAL the total of Collector Records

· Keep a Record of Cheques included in deposits

· Organise different routes to Bank

· Security in preparation for Bank Deposits

· Computer Recording

· The success of any Computer Recording/Reporting program for the Appeal is dependent upon commencing EARLY in the year entering the names of Chairmen / Leaders level by level as each name is supplied

· This allows efficient recording / reporting on Doorknock Day

· When Collectors return, have good system in place for returned material

· Have ALL Receipt Books fully accounted for.  When a Book has not been returned, make all necessary attempts to locate it and provide a Statutory Declaration to cover this loss

· Return ALL Books within two (2) weeks of the Doorknock to DHQ in strict numerical order with Statutory Declaration Forms

· To DHQ

· Phone results to DHQ PRIOR to the deadline time so the Divisional results may be phoned through to THQ to meet media reports

· Final to DHQ.
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	THE SALVATION ARMY RED SHIELD APPEAL

DISTRICT CHAIRPERSON / DIRECTOR REPORT

(for use with 20 Team Captains, 4 Section Leaders)

RETURN TO ZONE DIRECTOR




DISTRICT CHAIRPERSON/DIRECTOR:


ZONE/DISTRICT:


	NAME OF SECTION
	TOTAL AMOUNT

COLLECTED

$             ¢
	REMARKS

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	
	
	

	Total:
	*
	


GRAND TOTAL = AMOUNT SHOWN ON DEPOSIT SLIP

This District Chairperson/Director Report to be accompanied by Section Leader’s Reports.

THIS IS TO ACKNOWLEDGE RECEIPT OF THE ABOVEMENTIONED MONEY

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Date





  Signature:      District Chairperson/Director

(-----------------------------------------------------------------------------------------------------------------------------------------------------

THE SALVATION ARMY RED SHIELD APPEAL – DISTRICT CHAIRPERSON/DIRECTOR RECEIPT

This is to acknowledge receipt of $* . . . . . . . . . . . . . .  from . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  (District) being amount collected

in the . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . District/Zone/Area/Code.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .



. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Date





  Signature:      District Chairperson/Director
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	THE SALVATION ARMY RED SHIELD APPEAL

SECTION LEADER REPORT

(for use with 5 Team Captains)




SECTION LEADER:


ZONE/DISTRICT/SECTION:


	TEAM CAPTAIN’s NAME
	TOTAL AMOUNT

COLLECTED

$            ¢
	REMARKS

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	
	
	

	Total:
	*
	


THIS IS TO ACKNOWLEDGE RECEIPT OF THE ABOVEMENTIONED MONEY

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Date





   Signature:      District Chairperson/Director

(-----------------------------------------------------------------------------------------------------------------------------------------------------

THE SALVATION ARMY RED SHIELD APPEAL – SECTION LEADER’S RECEIPT

This is to acknowledge receipt of $* . . . . . . . . . . . . . .  from . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  (Section Leader) being amount collected

in the . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Section/Zone/Area/Code.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Date





   Signature:      District Chairperson/Director
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	THE SALVATION ARMY RED SHIELD APPEAL

STATICS REPORT

(for use with Static Captains)




STATICS LEADER:


ZONE/:


	STATIC LOCATION
	TOTAL AMOUNT

COLLECTED

$            ¢
	REMARKS

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	
	
	

	Total:
	*
	


THIS IS TO ACKNOWLEDGE RECEIPT OF THE ABOVEMENTIONED MONEY

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Date





   Signature:      Static Chairperson/Director

(-----------------------------------------------------------------------------------------------------------------------------------------

THE SALVATION ARMY RED SHIELD APPEAL – STATICS  RECEIPT

This is to acknowledge receipt of $* . . . . . . . . . . . . . .  from . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  (Static Leader) being amount collected

in the . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Zone/Area/Code.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Date





   Signature:      Zone Chairperson/Director
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	THE SALVATION ARMY RED SHIELD APPEAL

TEAM CAPTAIN’S REPORT

(for use with Collectors)




TEAM CAPTAIN/ LEADER:


ZONE/:


SECTION/DISTRICT:…………………………………….
MAP No(s):…………………………………
	
	Receipt
	Books
	Total amount collected

	COLLECTOR’S NAME
	Receipt Book Number Issued
	Date Receipt Book Returned
	$              c

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	

	6.
	
	
	

	7.
	
	
	

	8.
	
	
	

	9.
	
	
	

	10.
	
	
	

	11.
	
	
	

	12.
	
	
	

	
	*
	Total:
	


I have checked the details of the Cash & Receipts and they are as stated

…………………………………………………
……………………………………….

Date
Signature (Team Captain)
THIS IS TO ACKNOWLEDGE RECEIPT OF THE ABOVE DETAILS & MONEY

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Date






Signature: Counting House Supervisor/Director


PLEASE NOTE: Attach all Collectors Record Sheets (green slip from Receipt Book) to this form.
(-----------------------------------------------------------------------------------------------------------------------------------------

THE SALVATION ARMY RED SHIELD APPEAL – TEAM CAPTAIN’S  RECEIPT

This is to acknowledge receipt of $* . . . . . . . . . . . . . .  from . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . . . . . . . .  (Team Captain) being amount collected

in the . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  . . . . . . . . . . . Zone/Area/Code.

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . .


. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 



Date





   Signature:      Zone Chairperson/Director

Return With Money
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