                         PIMC Solicitation Guidelines & Procedures
Parents/Solicitors

1. Obtain Solicitation Package composed of solicitation letter, sponsorship contract and DepEd memo from MTG Centers or from Miss Lani Gusi through email address:  mhilesgusi@yahoo.com.ph,   mobile number 09162387212 and landline number  6824548 For better letter presentation, you may send the name(s) of prospects with their corresponding addresses so Lani can prepare the letter accordingly.
2. Send hard or soft copy of the Solicitation Package to your prospects.

3. Once your prospect decides to donate, please inquire if he needs a Certificate of Donation for tax exempt privileges for his donation.  If yes, then check should be payable to Ayala Foundation, Inc.  If no, then check should be made payable to MTG Philippines.
4. Make sure you get the sponsorship contract form together with the check payment. For donations P50k and above, secure the soft copy of the sponsor’s advertisement layout for the souvenir program.  Do not forget to indicate solicitor and MTG Center in the sponsorship contract form.
5. For checks payable to Ayala Foundation Inc., send the documents and check to Miss Lani Gusi at DEECO.  
6. For checks payable to MTG Philippines, deposit the check to BPI Current Account No. 3211-0846-92. Indicate the name of sponsor , solicitor and MTG Center in the deposit slip.    Send original copy of the deposit slip together with the sponsorship contract and advertisement layout to Miss Lani Gusi at DEECO.
MTG Center
1. Actively help in the distribution of Solicitation Package to the MTG students and parents.

2. Take note of all solicitations made by students and parents belonging to Center.

3. Follow the same procedures for documents/checks submitted through the Center.

4. Report and ensure that all solicitations of the Center and solicitors are properly recorded in the DEECO Center

DEECO Center
1. Prepare and send  Solicitation Package for distribution to MTG parents and students.
2. Record all solicitations per center and per solicitor in the prescribed form.

3. Send all checks with proper transmittal slip to Ayala Foundation Inc. at the 10th floor. BPI Building, 6768 Ayala Avenue corner Paseo De Roxas, Makati City.  Record and monitor all donations coursed through Ayala for the issuance of Certificates of Donation.
4. Deposit all checks payable to MTG Philippines to BPI Current Account No. 3211-0846-92

5. Send list of sponsors with corresponding advertisement layout, if any, to Edmond Reyes through email address: emondreyes@gmail.com. 
6. Send Weekly report to Executive Committee and Solicitation Committee.
