
INSTRUCTIONS FOR COMPLETING


INCOMING MEMBERS REPORT - MLO-118


1. Purpose of Form

1. Use an Incoming form for any of the following reasons:

1. To list new members.

1. To list members returning from inactive status.

1. To list members transferring from another local.

1. A Transfer Request Form, MLO-099, must also be prepared.

2. Completing Form

2. Local - NABET-CWA Local number

2. Date-Date form is being prepared.

2. Name, SS#, and Address Section

2. Required information for every member.

2. Appropriate Status Codes

2. N - New Member

2. T - Transfer Local

2. W - From Withdrawal

2. O - coming back from Out

2. L - coming back form Leave of Absence

2. DH - Daily Hire Flag

2. Mark with an "X" to indicate a Daily Hire.

2. Date Effective

2. Date membership is to become effective.

2. Employer

2. Enter one or both of the following:

2. PU Number (Processing Unit Number)

2. Company name

2. Membership Card

2. Enter one of the following in the space provided:

A = Annual Card

Q = Quarterly Card

N = No Card

2. If blank, no card will be issued.

2. Comments

2. Any special remarks about new members.  For example,

2. Initiation Fees to be deducted

2. If cards are needed immediately

2. Local Treasurer's Signature

2. Signature required by the Treasurer or another Local officer.

3. Mailing Forms

3. White Copy

3. This form is to be returned to the International Office in Washington, DC to the attention of the MEMBERSHIP DUES DEPARTMENT (7TH FLOOR).

3. Carbon Copy

3. Local's records.
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