SCHOLARSHIPS FORM CHECKLIST

Fill out scholarship form.  
One form for adult, one form for child.  
Be very clear what they are using it for ex one month adult membership, swim lessons, level 1.  You will probably have to contact the applicant.
Before it goes in the computer to register you should have their co-pay-%20
Once you get co-pay ask Sue for a check for the CCBA portion.
Pay/register for the person with their money and CCBA’s check.
If you feel they can’t afford to pay the 20% get KA signature on form to OK this.
Only scholarship money for what they sign up for, no money to be put on account credit.
Give Sue the scholarship form ONLY
Make a copy of the scholarship form and put any required attachments, check stub and receipt together, stapled and put in the “staff form” drawer in the 3rd floor office. 
