Dues Payment Step by Step
by Marge Threewit, Arizona State Organization Treasurer
· Chapter treasurers should collect all 2020-2021 dues by June 30
· Chapter treasurers MUST be sure their information is accurate on the DKG International website.
· Chapter treasurers may start going to the International website to begin the dues paying process after April 1.  You can wait until you have most of your members paid.
· Sign in with ID number and password, then double click on your first name to check your information
· Select Chapter Connect
· Click on Pay Dues
· Click the “Manage” button under the Orders column
· Select the members for whom you are submitting payment; click the box next to each name
· Verify the amounts listed in the box to the right is correct
· Click on the blue button, “Create Order”
· Review all details; if something is incorrect, click the “back” button
· If all is correct, check the box that indicates you have reviewed and confirmed the information
· Dues for Active Members - $40 for International and $25 for State

· Dues for Reserve Members - $20 for International and $10 for State
· After you have checked the box, click the “Submit” button; REMEMBER once you click “Submit” you cannot make changes
· Once processed you will see a screen with your order number, the amounts to pay to Arizona State DKG and to International
· Print three (3) copies: one for your files, one for Arizona DKG and one for International
· Submit payment to International:
· Make one check payable to DKG International for the amount listed for International dues on the order 
· Write the Order # on the memo line
· Mail with a copy of the order to:
DKG International
416 W. 12th St.
Austin, Texas   78701
·  Submit payment to Arizona State DKG
· Make one check payable to Arizona State DKG for the amount listed for State dues on the order
· Write the Order # and your chapter name on the memo line
· Please also include in your check Arizona State DKG fees
Scholarship: $1.00 per active and reserve members

$2.50 for each new member

· Mail the check with a copy of the order to:
         

Marge Threewit


1413 W. Piute Ave.

Phoenix, Arizona 85027-4616

DUES COLLECTION TIMELINE
June 30 – Member dues collection deadline (chapter). Begin collecting in April, May and June for 2019-2020 membership year.

April 1 -– Chapters begin sending dues to International and State Organization (separate checks to each entity for respective portion). You do want to send most of your members’ dues at a time.  Just stragglers would be paid after the main payment.
August 1 – Automated notices are emailed to members whose dues have not been paid.  Email reminders will also be sent to all treasurers to remind them to reach out to members who have not paid dues.

September 1 – Second automated notices are emailed to members whose dues have not been paid.  Email reminders will also be sent to all treasurers to remind them that members who have not paid dues will be dropped on October 1 if dues are not received.

October 1 – Members who have not paid dues will be dropped
 PAGE 
1
June 2020


