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An instruction guide on how to handle your responses.
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Setting up the return address for the donor responses.
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•

How the responses are received, sorted and counted.
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•

The processing of the contents of the responses     
including handling of checks, cash and credit cards.

1.

2.

3.

4.

5.

6.



•

Focus on high touch items.
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Why these transactions must be processed separately.
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The procedures followed for preparing deposits and 

making sure all money is deposited to your account.
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•

This process provides crucial information for the 
continued success of all future mailings as well as 
building strong donor relationships.

1.

2.

3.

4.

5.

6.



•
The secure processing of donations is of 

paramount concern to all organizations. 
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•
Strengthening the relationship between the non-profit 
and the donor through a continuing “thank you” 
program.
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