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Memo
To:	 ISR Business Office
		
From:	Ruth Philippou – SRC / SRO / SSL

Date:	September 23, 2009

Re:	Imprest Cash Fund Needed for the Description of Reading Instruction Study (DRIS) – 
[bookmark: _GoBack]Three Mailings in Fall ’09 / Winter ’09 / Spring ‘10
														


The purpose of this memo is to establish an Imprest cash fund (ICF) to mail an advance incentive payment to selected respondents for the Description of Reading Instruction Study (DRIS) on three separate dates, for three distinct mailings.

A completed Imprest Cash Fund Request Form is attached.

Our fall paper questionnaire mailing assembly will begin on October 13, 2009. We would like to send a $20 cash incentive to our three different sets of 600 teacher mail respondents in each of three separate mailings, spanning October 2009 to March 2010, for a total of 1,800 respondents across the three mailings.  The first incentive mailing (Fall ’09) will be sent on October 20, 2009; the second incentive mailing (Winter ’09) will be sent on January 19, 2010; and the third incentive mailing (Spring ’10) will be sent on March 16, 2010.

The total amount being requested is $20 x 1,800 = $36, 000.00, in the form of twenty-dollar bills.

There will be three pickups; $12,000.00 (for the Fall mailing) on the morning of October 12, 2009; $12,000.00 (for the Winter mailing) on the morning of January 11, 2010;  and the remaining $12,000.00 (for the Spring mailing) on the morning of March 8, 2010. On all three dates, the money will be picked up in person by either Ruth Philippou or Meredith House.  The fund will be transported to the ISR-Perry building in the company of a DPS police escort. Once at Perry, the fund will be stored in the safe until it is needed to be inserted into mailing envelopes. Kris Wiggins, an SRO employee, will be responsible for stuffing envelopes in Perry. Ruth Philippou and Meredith House will oversee the disbursement of all funds to Kris Wiggins.

On or before June 30, 2010, Ruth Philippou will prepare an Excel spreadsheet containing a list of all respondents (or their sample IDs) who received the $20 incentive. The spreadsheet will include the names (or sample IDs) of any respondents who returned their $20, plus any respondents whose mail was returned due to faulty addresses/non-delivery. The spreadsheet will provide the total amount of funds being returned to the ISR Business Office for credit to the Imprest Cash Fund. On or before June 30, 2010 Ruth Philippou will return any unused funds, together with the aforementioned spreadsheet that she will have prepared to summarize all disbursed and returned funds.
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