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SOP: Printing Monthly Invoices for Membership Dues in GrowthZone
Purpose:
To ensure accurate and timely printing of invoices for members whose membership dues are due, following a 45-day advance invoicing policy.
Frequency:
This task should be completed once a month, at the beginning of the month.

Procedure:
1. Log into GrowthZone:
· Access the GrowthZone system using your login credentials.
2. Navigate to the Billing Section:
· From the main dashboard, go to the Billing section.
3. Run the Upcoming Billing Report:
· Click on Upcoming Billing to generate a report of members whose dues are approaching.
· Filter by the desired month 
· Example: Memberships that are due in December would be invoiced in October.
· Under Fee Item Type, select Membership Dues to ensure only membership-related fees are included in the report.
4. Prepare Invoices:
· Go to the ADD Billing tab.
· Select Pending Delivery to generate invoices that need to be delivered.
· Click Print and adjust the following settings:
· General: Ensure it is selected.
· File Type: Choose PDF to save the invoices digitally.
· Invoice Template: Select the March 2021 template (or the most current invoice template).
· Sort By: Choose Customer to organize the invoices by member.
· Select All to include all members listed for the month.
5. Download and Print Invoices:
· Once the PDF is generated, download it to your computer.
· Print the invoices using a color printer to ensure quality and clarity.
6. Print Cover Letters:
· Navigate to the Member Programs section, then Member Services, followed by Retention, then 2024, then 2024 Invoice Cover Letter
· Print a copy of the cover letter for each invoice using a color printer.
7. Check Member Information:
· Before sending the invoices, check the member’s name and address for accuracy. Ensure all data is correct in GrowthZone.
8. Get Kelly's Signature:
· Once all documents are printed, present the invoices and cover letters to Kelly for signing.
· Ensure Kelly signs each letter with a handwritten “Thanks” for a personal touch.
9. Package and Send:
· After Kelly has signed the letters, insert each invoice and cover letter into an envelope.
· Double-check that each invoice is going to the correct member.
· Mail the invoices to members as appropriate.





