	EMPLOYEE #
	NEW ECHO PARTICIPANTS PAYROLL DEDUCTION AUTHORIZATION FORM

	     
	This card is to be used by employees not currently contributing to ECHO.  Instructions on how to complete your ECHO card are on the back of the card.  As a new ECHO contributor, ECHO’s Endowment Fund will contribute $100.00 to the charity of your choice.  The organization will receive a disclosure that the donation is made by ECHO according to your recommendation.  Distribution of the $100.00 Endowment Fund contribution checks will begin in March.  ECHO will contribute $100.00 to one organization only.  If you are donating to more than one charity, identify the organization to receive the donation by checking the appropriate box at the bottom of the card.  Current ECHO members should submit changes on the “Current ECHO Member” Payroll Deduction Authorization Form.  Contact the ECHO Office at (310) 812-9933 to obtain the form.

	Complete the charity information below and/or select a General Fund 
	
	CODE
	
	WEEKLY DEDUCTION

	formcheckbox 
  Charity Name
	EDUCATION FOR THE POOR
	
	     
	
	$4

	      Branch (if applicable)
	     
	
	
	
	

	      Street Address
	3196 MARNA AVE
	
	
	
	

	      City/State/Zip
	LONG BEACH /CA/ 90808
	
	
	
	

	      Telephone #
	562-790-1772
	
	
	
	

	      Tax ID # (if available)
	202877130
	
	
	
	

	formcheckbox 
 ECHO General Fund
	Give my General Fund Contribution to: (check box below)
	
	     
	
	$     

	      Specify: formcheckbox 
Aurora, formcheckbox 
Colorado Springs, formcheckbox 
Huntsville, formcheckbox 
Los Angeles, formcheckbox 
San Bernardino,

                     formcheckbox 
San Diego, formcheckbox 
Sunnyvale/San Jose/Sacramento, or formcheckbox 
Virginia/DC/Maryland
	
	
	
	

	Employee Name:      

	Mail Station:      


I understand that by signing below I am authorizing contributions to ECHO.  

	
	
	     
	
	Total WEEKLY Deduction Amount
	$4

	Employee Signature 
	
	Date
	
	
	

	Check the appropriate box for this organization to receive the $100.00 donation. One charity per new contributor.
	formcheckbox 
  Yes
	formcheckbox 
 No


1. Complete one card per charity. The minimum deduction for each charity is $1.00 per week.

2. To make weekly payroll donations, check either General Fund and/or specify your designated, pre-approved charity or charities. 

a.  If you selected the General Fund, check your local General Fund committee box. (ECHO’s General Fund makes grants to

     charitable and non-profit organizations within their local community.  General Fund committees are staffed by ECHO

     volunteers who investigate grant-requesting organizations to ensure your General Fund monies go to worthy organizations.)
b. To designate a contribution to one or more pre-approved charities go to the ECHO website at 
http://eprocesses.st.northgrum.com/communications/echo/ (select Charity Directory, then ‘Explore the ECHO Charity Directory’), or contact the ECHO Office for an electronic Charity Directory.  Employees who cannot access Northrop Grumman’s Intranet do not have access to ECHO’s website.  Contact the ECHO Office for further assistance.  
c. Obtain the charity code.  Place the charity’s name, charity code, and your weekly deduction amount on the line labeled“     

Charity Name.”  You may designate additional charities by completing additional ECHO cards.  Photocopies are acceptable.  
d. To designate a charity not listed in the Charity Directory, provide the complete legal name, specify branch (if applicable), 
     complete address, telephone & tax ID numbers (if available).  The ECHO Office will assign a charity code after verifying the   

     organization is IRS-approved.

3. Identify the organization to receive the $100.00 contribution by checking the box on the line below your signature.   You may    
       select any IRS-approved non-profit to receive the $100.00 donation by completing an additional card, provide the charity’s 
       information, (name, address, telephone & tax ID number), enter $0.00 in the Weekly Deduction column, and check the ‘Yes’   

       box at the bottom of the card (only verified IRS-approved organizations qualify).  Staple the cards together and total the last card.  
4.
Cards must have your name, mail station, and employee number.

5.    Cards submitted by mail require your signature to authorize deductions.  Mail to ECHO Office One Space Park, Building E2 Room 10042, Redondo Beach, CA 90278.  Cards submitted by email do not require a signature.  A copy of your email will be stapled to your ECHO card to validate your authorization.  Submit electronic cards to Lorraine.Hornik@ngc.com. 
6.    Deductions are held for the calendar year and distributed the following year in February, and the $100.00 checks in March.  

7.    Employees receive a statement summarizing their tax-deductible contributions each January.

8.    Organizations receive their contribution checks and a letter acknowledging the individuals and the amount each designated.   

For further information call the ECHO Office at (310) 812-9933 or email Lorraine.Hornik@ngc.com
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