
Formatting Tips 
 

 
 

� To enter a family name (such as “The Smith Family”), space the family name among columns A, B and D as 
shown in row 3 above.  

 
� To honor a company or organization, use the Company/Organization Name column (F) as shown in row 4 

above. Your card will state that your donation was made in honor of that company/organization.  
 

� A first and last name are not required if the Company/Organization Name (column F) field is completed. 
However, we always recommend including a name in the Address Continued field so your card will be delivered 

to the correct area of the company.   

 
� To honor an individual at a company address, do not use the Company/Organization Name field. Instead, put 

the company name in the Address Continued field as shown in row 5 above. Your card will state that your 
donation was made in honor of that individual.   


