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West Region Conference 2011
PAYMENT INSTRUCTIONS FOR FUNDS OFFICE
Please give these instructions to the Funds Office contact responsible for submitting your Conference payment.
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1. Receive the hardcopy summary sheet and payments from your local PWOC. 

2. Cut one check for the full amount due. (This is the amount collected plus the amount funded by your installation, if applicable.) 
3. MAKE CHECK PAYABLE TO: CTOF 
4. INCLUDE CHECK NOTATION: (Must be included to insure proper allocation): 
PWOC West Region Conference fees/Your Installation Name/PWOC 

5. Complete the attached cover letter, include all indicated information to insure proper funds processing. 

6. REMIT PAYMENT & COVER LETTER TO: 

Trudy Wyant
Contact westfinancial@pwoc.org for the address.
7. PAYMENT: Should arrive NLT 15 October 2010 
8. INQUIRIES: Direct your inquiries regarding funding to westfinancial@pwoc.org 
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TO: Trudy Wyant, PWOC West Region Financial Liaison 
FROM: [Name of Person Submitting Funds] 
DATE: [date] 
RE: 2011 PWOC West Region Conference Registration 
Submitted on behalf of: [Installation PWOC Name] 
Check Amount: [amount] 
Acknowledgement of funds required 
Acknowledgement of funds NOT required 
Acknowledgement should be sent to: 
[Name, position] 

[Mailing address]
 Point of Contact for questions: 
[Name] 
POC email: [email] 
POC Day Phone: [phone] 
[Signature, Date]
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