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HelpSaveLife

Case Handling Procedures

This is an extract from HelpSaveLife By-Laws master document explaining the rules and guidelines on handling help requests.

4.2 By-laws on Handling Cases
This section describes a set of rules and guidelines on handling help requests efficiently. The purpose is to make sure our help reaches the very deserved beneficiaries on time and all of our members get equal opportunity in bringing up help requests.

1. We consider two types of help requests – help with medical treatment expenses and help with educational expenses for poor students.

2. We consider help requests brought forward by our members (A member is required to contribute for at least 4 help requests before bringing up a help request) only. The member should know the beneficiary through friends or relatives so that the member can confirm the request is genuine.

3.  The following documents are mandatory from the party in order for our organization to consider such a help request.

· A Letter from the party or referrer 

· Complete address of the party

· Doctor’s certificate (for cases seeking help for treatment)

· Academic Documents showing the course details/ fee details (for cases seeking help in education)

· In case of educational cases, the party is required submit the necessary documents to prove the party’s financial difficulty in pursuing the given course of study.

· For educational cases, total fees per year should not exceed Rs. 50,000.

4. Family members or relatives of HelpSaveLife executive committee members are not eligible to apply for financial assistance from HelpSaveLife.

5. Once a member received the required documents, he/she should send an email to the group (helpsavelife@yahoogroups.com) introducing the case and send the documents to the secretary/joint secretary for uploading. If there are active/pending cases, the new case will be added to the pending cases list.

6. An individual member can have only one case in pending cases list under his/her name. This way, when a member receives several help requests, he/she can do a filtering and bring up the neediest case to the group. At the same time, we always have option for emergency cases, as described in section 14 below. If a member comes across a really needy emergency case, he/she can bring that up to the group regardless of the number of cases pending in his/her name in the pending cases list.

7. We take up to 3 cases per month for collection. The cases will be put for collection in the order the requests were received. At the beginning of the month, Secretary will open up 3 cases for collection and default contributions (members can specify a default contribution amount) will be automatically applied. Members can always login to our web site and change their amount of contribution.

8. The secretary will send email notifications to the group upon opening of the cases for collection at the beginning of the month, collection reminders at the middle of the month and closing notifications at the end of the month when the collection for the cases are closed. 

9. If the total collection for a case is less than $600 and the amount requested is $600 or more, then the balance amount will be taken from HelpSaveLife’s general fund and the total collection will be made to $600.

10. Once the collection is closed, the Treasurer shall send money to recipient as DD and shall send an email to the group with the DD request information.

11. Once the money has been arranged to sent to the party, the secretary/joint secretary will move this case to the ‘Help Requests - Collection Closed’ list on our web site.

12. The regional coordinator or the member who brought up the case is responsible for getting acknowledgements /receipts from the party upon receiving the payment and send to Secretary for uploading to our web site.

13. A case is deemed closed upon the receipt / acknowledgement getting uploaded onto the site. Once the receipt / acknowledgement got uploaded to the site, the status of that case to be changed to ‘Closed’.

14. There is option for another stream of help requests where default contributions won’t be applied. If a member wants to organize an urgent collection for a help request, he/she can bring up the help request and ask Secretary to open it up as a special case. No default contributions will be applied for these requests. Member will be responsible for arranging collection for such cases. All document requirements are same as regular help requests. Collection for such help requests will be closed any time upon the request of the member and money will be immediately sent to the beneficiary.
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