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VOLUNTEER

HANDBOOK

Pledge form instructions

Station and pledge drive information

Thank you for volunteering with KJazz 88.1 fm

We appreciate all your hard work

KJAZZ VOLUNTEER INSTRUCTIONS AND REFERENCE GUIDE

PLEASE READ ALL INFORMATION IN THIS BOOKLET CAREFULLY, AS CHANGES ARE MADE FOR EACH INDIVIDUAL PLEDGE DRIVE

IF YOU HAVE ANY QUESTIONS ASK

JESSICA SPAULDING

VOLUNTEER COORDINATOR

AT

volunteer@kkjz.org

KJazz reserves the right to dismiss volunteers for any disruptive or disrespectful behavior.  This includes but is not limited to: not following your Supervisor’s instructions and/or the policies outlined in this KJazz Volunteer Handbook; being rude to callers, other volunteers, or staff; wandering the hallways; excessive absences.

Basic Instructions on Taking a Pledge

The pledge sheet is divided into 4 sections, “Member Information,” “Premium Selection,” “Payment Information,” “Ending the call.”  With only a few exceptions you’ll be filling out the form in this order, so in these instructions we’ll go through each section one at a time. 
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First, you’ll notice at the top right corner of the pledge form a space for the date, your name and the program hour.  The program hour is listed at the top left corner of both of the pledge room’s white boards.  This changes every hour about 5-10 minutes after the start of the hour.  

1) Member Information:
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In this section you simply go through with the member and get all their basic information.  If it sounds like they’re on a cell phone get that number first in case you get disconnected.  

Some members don’t have an email address or would rather not give it.  That’s fine.  We have a semi-monthly email newsletter that goes out to all our members and those are the only emails they will get from us.  

2) Gift Selection:
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This is the most complicated of the four sections, but don’t worry.  If you have any questions, just ask!  

Members have their choice of gifts or “premiums” to thank them for their support. If they do not want a gift be sure to mark the “No Gift” option under the unlimited gift section.  This way when we are entering the information into the computer we know nothing is missing.  

There are two types of gifts the member can take: Unlimited Premiums (such as cds or station merchandise) and Limited Premiums (also called Special Gifts or Special Premiums). 

UNLIMITED GIFTS
Unlimited Gifts are things like station merchandise, the stand-alone cds, dj packs, or iPods.  More detail about what is available at each level can be found in the handbook. 

For some station merchandise the member has the choice of sizes, logos or colors.  Each of these options is explained in the gift description in this handbook.  Where it applies, fill out the questions about the details.  All cds have KJazz codes which help us keep track when we offer multiple cds by one musician.  Include the code on the pledge form.  Codes can be found in the handbook on the stand-alone cd list and the DJ pack chart.

SPECIAL PREMIUMS
Special (or limited) gifts are things like concert tickets, gift certificates and signed cds.  These are things that we will run out of and when member asks for them you must make sure they are still available.  If available, they will be listed on the white board and you will have information about them in the SPECIAL GIFTS section of this handbook.  SPECIAL GIFTS must be paid for all at once and by credit card.  NO INSTALLMENTS, NO CHECKS.

Before hanging up with the caller make sure you get a sticker for that gift from one of the staff members.  As we run out of a special gift we’ll pull the copy from your handbook, but we can’t always get to it quickly.  Make sure you get a sticker for it.  This way we know that when we’ve run out of stickers we’ve run out of that gift.

Some members will know what gift they want when they call.  If they don’t know, find out how much they are interested in giving and flip to the section in the handbook for Unlimited Gifts so you can tell them what is available.  

PLEDGE AMOUNT

The last part of this section is where you put down the pledge amount.  Do this even if you’ve written in the gift or placed a sticker on the pledge form. 

3) Payment Information
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Payment options and disclaimers
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(Note: Not a payment option for special gifts o installments.)
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“Thanks for supporting KJazz. It may be up to 8 weeks before
you receive your premiums. Please be aware that your pledge
s non-refundable, and partially tax-deductable. Your HR
department can el you if your company will match your donation.”

[ 12 equal payments ($120 and up only)
(ONLY credit card, NO special premiums.

“Thanks for supporting KJazz. Your giifts will not be sent until
the 4th payment is received_ iPods paid with installments only
wil be sent after the 6th payment._Please be aware that your
pledge is non-refundable, and partally tax-deductable. Your HR
department can tell you if your company will match your donation.”

[ iPod down payment, then installments.
(ONLY credit card, ONLY iPods & Nanos
(Read the “All at once” Disclaimer)




The third section of the pledge form deals with how they want to pay.  Members can pay either by check or credit card.  We cannot accept checks for Special Gifts or for installments.  Special Gifts must be paid in full.  NO INSTALLMENTS, NO CHECKS!  Apologies for putting this in bold and all caps, but we hate it when we have to call back a new member and tell them we won’t be able to send them those special tickets or gift certificate.
When taking the credit card, make sure to get the expiration date.  Write clearly and double-check the number with the member.  Check to make sure the shipping address is the same as the billing address.  If it’s different, put it on the back and make a note here so we know to check the back when the form is entered into the computer.  

The second half of this section deals with how often they will pay and a disclaimer to read so they know when to expect their gifts.  There are three options, but not all of them apply for each pledge.  We’ll go through the guidelines for each here, one at a time. 

1) All at once – We like this option the best because it’s less paperwork for the station.  If the member is paying by check then they must pay all at once.  We cannot accept installments by check.  If they’re getting special (limited) gifts then they also must pay by credit card and all at once.  

2) 12 equal payments – This is the traditional installment plan.  The pledge amount is split equally over 12 payments, each at the beginning of the month.  The member must pledge $120 or more and must be paying by credit card.  We can’t accept installments for Special Gifts or the Blues Bash.  They must be paid in full.  Please make sure the member understands that we will not ship their gift until we’ve received their 4th installment.  
3) iPod down payment, then installments – This option only applies for iPods and iPod Nanos.  As with all installments, it must be paid for with a credit card.  We will send out the iPod or iPod Nano as soon as we have it ready.  Usually within two weeks of the drive.  

Because of the cost of the iPods and Nanos we have to wait to ship until we’ve received enough to cover our costs.  The member may pay for an iPod or Nano with the 12 installments payment option, but it will usually take 6 payments before we receive enough to send out the iPod or Nano.  If they’d like to receive the iPod or Nano faster they may pay a down payment and then the rest of the cost will be divided over the rest of the year.  

The specific down payments and future installments are different for each of the iPods and Nanos.  They are shown in the chart at the beginning of the iPod section of this handbook.  Of course, the member can always pay the full amount up front.   

4) Ending the Call  (Home stretch!  This is the easy part!)
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This section is pretty self-explanatory.  Find out if the member can be thanked on the air.  If they’d like, we can only thank them by first name, a nickname or anonymously by city.  If they do NOT want their name on the air, mark no and then use a highlighter to run diagonal line across the form.  This will help us to notice that they don’t want their name on the air and we’ll put the pledge form aside so it doesn’t get read.  
If there is time, ask if they have any comments the member has about the station or messages for the djs.  Thank them again, make sure they don’t have any questions and that’s it!

5) After you’ve hung up. 
Once you’ve hung up, check your form again and make sure everything has been included and the handwriting is clear (sometimes it get difficult when you’re trying to keep up with them while they rattle off their information!)  When in doubt, copy it over to a new form.  Just make sure to rip up the old one when you’re done so we don’t charge them twice.  Add details about the merchandise if needed, (color, size, etc). If you have not already, look up the cd codes and include these.  It’s very important that we get these right on the form otherwise the member may not get the correct cds.
Again, if they DO NOT want to be thanked on the air run a highlighter across the pledge form to make sure we notice it.  If they would like to be thanked in a special way (only first name for example) or would like their pledge to be announced in honor of someone we can do that.  Put their requests on a sticky note and put it on the top section with their name.  This way the djs won’t miss it.  
If the phones aren’t busy and you would like to take a break be sure to turn off your phone so it doesn’t get calls while you’re gone.  

I know it seems like a lot.  Once you’ve seen it done and taken your first pledge it will become more clear.  Of course, if you have any questions just ask us!  We’re here to make it as easy as possible for you.  

THANK YOU SO MUCH FOR VOLUNTEERING!

