To:  	GOTV Staff


From:  	GOTV DIRECTOR	


Date: 	


Re:  	Staff Information and Procedures








Pay:	


You will be paid $10 dollars an hour (non withholdings). You will be paid (Determine your pay schedule)





PLEASE NOTE:  If you fail to pick up your check by the designated time, we will MAIL it to the address indicated on your TAX FORMS.  We will NOT responsible for lost checks once they have been mailed.





Taxes:


- You must fill out tax forms.  These forms include W-4 Federal form - Before legally receiving a paycheck, you MUSThave all the tax forms filled out completely and employment eligibility documents (ID) must be on file.  


If you have questions about how to fill out these forms or what any form is used for, contact the staff.





Gas Reimbursement:


Staff may receive $10.00 gas reimbursement if you use your car for GOTV efforts.  You receive authorization from an authorized staff person before you can a receive gas reimbursement.  Only one gas reimbursement request will be approved per day except in special circumstances.





Work Days/Hours:


For now, staff will work Monday through Friday from 9:30AM – 5:30PM. The times and days are subject to change as the project continues (we will stay within a 4-6 hour work-day)!!!  We will inform you about any changes as soon as possible.





All staff members are expected to be on time, attend all trainings, and canvass allassigned areas.  There will be a quality control system.  Incomplete canvass areas or “skipping out” will be grounds for termination.  





Supervision:


All Voter Registration Staff will report directly the GOTV Director .  If you have a questions or concerns about a work policy, a co-worker , or your assignment you should contact the GOTV Director. 
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