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 MEMBERSHIP DUES OVERVIEW 
 
Section 10 of the UOPM contains information on membership dues. There are four major 
subsections. Below is an outline which shows what is covered in this section. 
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for Change in Dues Deduction ...................................................................... MLO-111 
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 DUES ACCOUNTING 
 
There are four types of dues payments due the International -- Per Capita, Defense Fund, Members Relief Fund and 
Initiation Fees. Details about each are given below. 
 
PER CAPITA 
 
The International's portion of dues collected is called per capita. Per capita is due the International for everyone who 
pays dues or fees. This money is used to operate the Union. 
 
Our current per capita rate was established by the 1979 Convention along with the two-hour minimum dues. 
 

"...Resolved that effective September 1, 1979, the minimum membership dues payable by each member of the 
Union per month shall be equal to two hour's pay, based on an hour's pay as determined by dividing the 
individual member's basic weekly wage by forty hours;" 

 
"...that effective September 1, 1979, every Local shall pay to the International Union as per capita dues an 
amount equal to forty percent of minimum monthly membership dues for each person required to pay dues to the 
Local..." 

 
Each employee's weekly base wage must be determined before per capita can be calculated. The weekly base wage 
is calculated as follows: 
 

Full-Time Employees - If an hourly rate is maintained rather than a weekly rate, multiply the hourly rate by the 
basic number of hours worked. 

 
Part-Time Employees - Use the hourly rate normally paid to a full-time employee in the same job title and 
multiply that rate by the number of hours normally worked each week. 
 

Wage Incentive and Piece-Work Employees - Use the employee's basic hourly rate excluding piece-work or wage 
incentive earnings and multiply that rate by the basic hours of work. 
 

Commissioned Employees - The deduction is based on the top rate of the highest paid non-management person 
in the Business Equipment Sales Classification in the city where the Directory Sales Rep is headquartered. If 
there is no such classification in the headquartered city, then use the city that has Business Equipment Sales 
people in a like class town within the same company. This is for premise people only. Non-premise people pay 
on their base wage. 

 
Retired Members - Multiply the total monthly pension from the company by 12 (months) and divide by 52 
(weeks). 

 
Annual Base Wage - Divide by 52. 

 
Monthly Base Wage (12 payroll deductions per year) - Multiply by 12 and divide by 52. 

 
Semi-Monthly Base Wage (24 payroll deductions per year) - Multiply by 24 and divide by 52. 

 
Bi-Weekly Base Wage (26 deductions per year) - Multiply by 26 and divide by 52. 

 
Once the employee's weekly base wage has been determined, per capita can be calculated as follows: 

 
Weekly Base Wage  x  2  x  40%  =  Per Capita 

       40 
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DEFENSE FUND 
 
The International is also due $.50 per month per employee (members and agency fee payers) for the Defense Fund.  
 
This money is placed in a special account and is used for the defense of the Union. 
 
Defense Fund payments are taken for each per capita deduction. 
 
MEMBERS RELIEF FUND 
 
As a result of action taken at the 1990 Convention, the minimum dues were increased to 2¼ hours effective January 
1991.  
 
This additional ¼ hour will be used to finance the Members Relief Fund.  
 
This will only be assessed for those units which have the right to strike. 
 
INITIATION FEES 
 
The one-time International initiation fee is $1.00 per member.  
 
This amount will be deducted from the Local's dues remittance check when the International receives the member's 
first dues payment.  
 
No initiation fees are deducted for agency fee payers. 
 
The dues money remaining after the International's per capita, defense fund and International initiation fees have 
been deducted is due the Local.  
 
The CWA has a Local Incentive Program as follows (Dues Split Subsidy): 
 

"Pursuant to the approval of the Executive Board, Local Unions that negotiate contracts and handle all 
grievances, arbitration cases, legal expenses and dues collection in those units that do not exceed 150 potential 
members may be refunded each month 25% of the International Union's per capita (received from such unit). 
This shall not be available to units which involve multi-local employers. The 150 limit may not be exceeded 
without the approval of a majority of the Executive Board. Withdrawal from the program will require Executive 
Board approval." 

 
 DUES ACCOUNTING FORMULAS AND EXAMPLES 
 
These examples assume the minimum 2¼ hour dues structure is being used. Each Local, as governed by its Bylaws, 
may determine its own dues structure as long as the minimum dues structure is maintained. 
 
1. Weekly Base Wage Calculation 
 

Wage and salary rates which are not stated as hourly or weekly must be converted to weekly as follows: 
 

Annual Base Wage $26,000.00 = $500.00 
  52  52 

 
Monthly Base Wage x 12 $ 2,166.67 x 12 = $500.00 

   52     52 
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Semi-Monthly Base Wage x 24 $ 1,083,33 x 24 = $500.00 

   52       52 
 

Bi-Weekly Base Wage x 26 $ 1,000.00 x 26 = $500.00 
        52     52 
  

Weekly (48) Base Wage x 48 $   541.67 x 48 = $500.00 
   52     52 

 
2. Minimum Monthly Dues Calculation 
 

Weekly Base Wage  ÷  40  x  2¼  =  MINIMUM MONTHLY DUES 
 

$500.00  ÷  40 =  $12.50  x  2¼  =  $28.13 
 
3. Per Capita Calculation 
 

Weekly Base Wage  ÷  40  x  2  x  40%  =  PER CAPITA 
 

$500.00  ÷  40 =  $12.50  x  2  =  $25.00  x  .40  =  $10.00 
 
3A. Members Relief Fund 
 

Hourly Rate x .25 = Members Relief Fund 
 

$12.50 x .25 = $3.13 
 
4. Calculating the Amount to be Deducted Per Deduction Period 
 

Minimum Monthly Dues x 12   

   Deduction Frequency    
= DEDUCTION AMOUNT 

 
$28.13  x  12  =  $337.56  ÷  12  = $28.13 MONTHLY 

 
$28.13  x  12  =  $337.56  ÷  24  = $14.07 SEMI-MONTHLY 

 
$28.13  x  12  =  $337.56  ÷  26  = $12.98 BI-WEEKLY 

 
$28.13  x  12  =  $337.56  ÷  48  = $ 7.03 WEEKLY 

 
$28.13  x  12  =  $337.56  ÷  52  = $ 6.49 WEEKLY 

  
5. Local's Portion of Minimum Dues Calculation 
 

Monthly Dues minus Per Capita, Members Relief Fund (MRF) and Defense Fund = Local portion. 
 

Monthly, semi-monthly and weekly (48) deductions will be constant from month to month. 
 

Monthly Dues $ 28.13Annual Dues $ 337.56 
Per Capita - 10.00Per Capita - 120.00 
Defense Fund -    .50Defense Fund -   6.00 
MRF -   3.13MRF -  37.56 
Local Portion $ 14.50Local Portion $ 174.00 
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If the deduction period is bi-weekly (26 deductions per year) or weekly (52 deductions per year), dues collected 
will vary from month to month depending on the number of deduction periods in the calendar month but will 
average out over the year. Since the amount collected varies, the Local's portion will vary but the 
International's portion remains the same each month. 

 
Example - Bi-Weekly Pay ($1,000) - Bi-Weekly Deductions (26): 

 
2 Pay Period/ 3 Pay Period/   Annual 
 2 Deduction  3 Deduction     26 
    Month         Month     Deductions 

 
Bi-Weekly Deduction $ 12.98 $ 12.98 $  12.98 
Number Deduction Periods x     2 x     3 x     26 
Monthly Dues $ 25.96 $ 38.94 $ 337.48 
Per Capita - 10.00 - 10.00 - 120.00 
Defense Fund -   .50 -   .50 -   6.00 
MRF -  3.13 -  3.13 -  37.56 
Local Portion $ 12.33 $ 25.31 $ 173.92 

 
 

Example - Weekly Pay ($500) - Weekly Deductions (52): 
 

4 Pay Period/ 5 Pay Period/   Annual 
 4 Deduction  4 Deduction     52 
    Month         Month     Deductions 

  
Bi-Weekly Deduction $  6.49 $  6.49 $   6.49 
Number Deduction Periods x     4 x     5 x     52 
Monthly Dues $ 25.96 $ 32.45 $ 337.48 
Per Capita - 10.00 - 10.00 - 120.00 
Defense Fund -   .50 -   .50 -   6.00 
MRF -  3.13 -  3.13 -  37.56 
Local Portion $ 12.33 $ 18.82 $ 173.92 
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 CONVENTION VOTING STRENGTH COMPUTATION 
 
The CWA Constitution, Article VIII, Section 4(b) states: 
 

(b) Locals shall elect their delegates in accordance with paragraph (a) on the basis of the average 
number of members on which dues were paid or collected by the International for the twelve (12) 
months ending the fifth month preceding that in which the Convention begins its session. Locals 
chartered less than twelve (12) months preceding the fifth month shall each be averaged according to 
the number of months chartered. Locals chartered after the fifth month preceding the Convention 
shall be allowed to elect delegates in accordance with this Section on the number of members in the 
Local at the time it was chartered; provided, however, that duplicate representation because of shift 
in membership from one Local to another shall not be allowed. 
 

For example, the 1997 Convention was held in June. Convention votes were computed using dues 
payments for the months of February 1996 through January 1997. 
 
After dues are processed each month, convention credits are computed and retained in the database. 
Convention credits are earned and accumulated by union members based on their record of dues 
payments. These accumulated convention credits are later translated into a number of convention votes 
which form the basis for voting representation in union elections and other matters during CWA's annual 
convention. 
 
A convention credit is earned by a member if union dues are paid for a month. Only paid members are 
eligible to earn convention credits -- agency fee payers and CWA Associates are not eligible. 
 
Approximately three months before the annual convention, each Local will receive a list showing its 
convention votes. If the Local disagrees with the International's calculations, they should write to the 
Secretary-Treasurer immediately so that any necessary adjustments can be made prior to giving the 
records to the Credentials Committee. Any disagreements not resolved prior to convention will be 
referred to the Credentials Committee for disposition. The Credentials Committee and the convention are 
the final authorities regarding the number of votes assigned to each Local.  
 
CWA Constitution, Article VIII, Section 4(e) states: 
 

(e) No Local will be entitled to representation at the Convention and its delegates shall not be 
seated if the Local is considered to be more than ninety (90) days delinquent in any per capita 
payments to the International Union at the time of the Convention, except those locals that have 
established and remained current on a formal payment arrangement with the International Union.  
Locals shall be notified of such delinquency not less than ninety (90) days prior to the first day of 
Convention. 
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 CONVENTION VOTING STRENGTH COMPUTATION 
 
Approximately two weeks prior to the convention, final convention votes are calculated by the 
International. The number of votes for each Local determines the number of convention delegates to 
which they are entitled as follows:  
 
  # Votes   Delegates   # Votes      Delegates    # Votes    Delegates 
 
  000-  199   1  5,201- 5,600    15 10,800-11,200  29 
  200-  399   2  5,601- 6,000    16 11,201-11,600  30 
  400-  800   3  6,001- 6,400    17 11,601-12,000  31 
  801-1,200   4  6,401- 6,800    18 12,001-12,400  32 
1,201-1,600   5  6,801- 7,200    19 12,401-12,800  33 
1,601-2,000   6  7,201- 7,600    20 12,801-13,200  34 
2,001-2,400   7  7,601- 8,000    21 13,201-13,600  35 
2,401-2,800   8  8,001- 8,400    22 13,601-14,000  36 
2,801-3,200   9  8,401- 8,800    23 14,001-14,400  37 
3,201-3,600  10  8,801- 9,200    24 14,401-14,800  38 
3,601-4,000  11  9,201- 9,600    25 14,801-15,200  39 
4,001-4,400  12  9,601-10,000    26 15,201-15,600  40 
4,401-4,800  13 10,001-10,400      27 15,601-16,000  41 
4,801-5,200  14 10,401-10,800      28 16,001-16,400  42 
 
If you have more than 16,400 dues-paying members and want to calculate the convention votes to which 
you are entitled, take the number of votes and subtract 1, divide by 400 and add 2. 
 
Example:  24,837 - 1 = 24,836 ÷ 400 = 62 + 2 = 64 delegates 
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 METHODS OF DUES REPORTING 
 
There are two methods of dues reporting used by employers -- magnetic media reporting and manual 
reporting. There is a third method of dues reporting used by Locals -- hand-collecting dues on a regular 
basis. 
 
Magnetic Media Reporting 
 
Most large employers use some form of magnetic media method of dues reporting.  Magnetic media can 
be in the form of a tape, which is old technology but still widely used; a diskette if the file is not too large, 
a zip disk or CD-ROM in the cases where the file is too large for the smaller capacity media; email for 
small files which is encrypted for security purposes; or FTP which is the newer technology and the media 
of choice with larger employers.  FTP, which stands for File Transfer Protocol, is a method of transferring 
large amounts of data over the internet in a secured environment. Each reporting cycle (which is 
determined by the contract), the employer sends the International a check and file reporting dues collected 
for each employee as well as changes in membership information. The International compares the 
employer-reported information to its Membership Database making changes where necessary and 
reconciles the information reported to the check amount. 
 
Magnetic media reporting is the quickest and easiest method of processing dues and should be considered 
when negotiating contracts. For complete specifications, contact the Information Systems Department at 
the International. 
 
Manual Reporting 
 
Many small companies are not computerized and therefore cannot report via computer. These companies 
send the International a check and a manual report showing dues collected for each employee and changes 
in membership information. The International manually compares the Company-reported information to 
its Membership Database makes changes where necessary and reconciles the information reported to the 
check amount. 
 
This reporting method only works well if all necessary information is provided to the International. The 
following information is needed to process dues: 
 
General Information 
Employer Name and Address 
Local Number 
Processing Unit Number 
Dues Month and Year 
Deduction Frequency 
(Monthly, Semi-Monthly, 
 Weekly, Bi-Weekly) 
Employer Contact Person 



Section 10.1.3 (Pg 2 of 2) 
International/Local 

(10/09) 
Employee Information 
 
Social Security Number 
Name 
Payroll Number, if applicable 
Hourly Rate and Base Hours 
   -OR- 
Weekly Base Wage 
Monthly Dues Amount Authorized 
 
Dues Deduction Information 
 
Amount of Monthly Dues Deducted 
Amount of Initiation Fees Deducted 
Amount of Make-Up Dues Deducted 
Amount of Advance Dues Deducted 
Amount of Total Deductions 
 
Where a contract is in force but there is no deduction of dues clause, the Local is responsible for 
collection of dues. These dues should be submitted to the International using the Standard Dues Report 
(Form MLO-504). A check for the total amount of dues collected should be included. 
Another method of reporting these dues would be our Local Collection system. 
 
If an employer is going to use the manual reporting method, it is preferred that they report to the 
International on the Standard Dues Report (Form MLO-504). The International is then assured of 
receiving all the required information. 
 
Dues Paid to Local 
 
Some individuals pay dues directly to the Local on a regular basis. A Request for Automatic Deduction of 
Per Capita and Defense Fund for Dues Paid to Local (Form MLO-81) should be submitted to the 
International for these individuals. The Local should retain all money and the International will make a 
deduction from the Local's monthly dues remittance check to cover per capita and defense fund for these 
employees.  
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 MEMBERSHIP TYPES 
 
Below is a description of each of the membership classifications used by CWA: 
 
MEMBERS 
 
Members are individuals who have signed membership application cards and have been accepted for 
membership according to the Local's bylaws. 
 
NON-MEMBERS 
 
Non-members are individuals covered by a collective bargaining contract who have not joined the Union 
and are not required to pay dues. Non-members may be occasional employees, employees in right-to-
work states, employees in companies without an agency shop clause or "grand-fathered" individuals in 
agency shops. 
 
AGENCY FEE PAYERS 
 
Agency fee payers (also referred to as dues equivalents) are individuals covered by a collective 
bargaining contract who have not joined the Union but are required to pay fees in lieu of dues. Agency fee 
payers are non-members covered by an agency contract in a non-right-to-work state. 
 
RETIRED/ASSOCIATE MEMBERS 
 
The CWA Constitution, in Article V, Sections 3(e) and 5(a), discusses Retired/Associate Members as 
follows: 
 
3(e)  Members of a Local who are or may be retired for any reason, or who are, or who may be on leaves 
of absence, may elect to continue to be active members or to assume the status of associate members. In 
the event any such person elects to become an associate member, the person shall lose voting privileges 
but shall not be required to pay dues. 
 
5(a) All CWA Council Lifetime members shall be eligible to join in a CWA Retired Members’ Chapter. 
 
RELIGIOUS OBJECTORS 
 
Religious objectors are agency fee payers who hold conscientious objections to joining or financially 
supporting a labor organization due to their religious beliefs or who are members of and adhere to a bona 
fide religion, body, or sect historically holding conscientious objections to joining or financially 
supporting a labor organization.  CWA will accommodate such objectors by holding their fees in escrow 
and periodically disbursing the money to non-religious, non-labor tax-exempt charitable organizations. 
 
An individual seeking religious objector status should notify in writing the Special Programs office. The 
letter should include the individual’s name, address, Social Security number, Local number, employer and 
the basis for the request. Once this status is granted, it will remain in effect until rescinded by the 
individual. 
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AGENCY FEE OBJECTORS 
 
Employees who are not members of the Union, but who pay agency fees, may request a reduction in that 
fee based on their objection to the Union's activities and expenditures that fall outside the areas of 
collective bargaining, grievance handling and contract administration. (See Section 10.4 for information 
on CWA Policies on Agency Fee Objection and Definitions.) The Policy can also be found in the CWA 
Constitution. 
 
SUSPENDED MEMBERS 
 
The procedure to follow in suspending a member is described in the CWA Constitution, Article XIX. 
 
EXPELLED MEMBERS 
 
The procedure to follow in expelling a member is described in the CWA Constitution, Article XIX.   
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 LOCAL PAYDAY/DIRECT DEPOSIT 
 
The Local Payday program was started during 1993.  As of the end of 1993, all RBOC and AT&T 
bargaining units are on the program.  CWA will be expanding the program to other bargaining units.  The 
Locals will be advised as this occurs. 
 
Local Payday eliminates the financial effect of an uncertain schedule and provides instead a guarantee 
that the dues remittance will be deposited in the Local’s bank account according to a predetermined 
schedule.  This enables Locals to better control and plan their finances.  The Local is no longer penalized 
because of a late company check being sent to the Headquarters Office. 
 
There are seven scheduled paydays each month covering all the major units.  The payday for each 
processing unit is determined by the average expected receipt date for that processing unit.  Each Local in 
the processing unit will be advised at least 60 days prior to the implementation of Local Payday. 
 
To be eligible to participate in the Local Payday Program, once a processing unit has been selected, the 
Local must be on Direct Deposit. 
 
Direct Deposit is available to all Locals to which dues checks are written.  While Direct Deposit without 
Local Payday does not guarantee dues being received on a predetermined date, it has reduced the number 
of typed checks and replacement of lost or delayed in the mail checks. 
 
In this connection, a Direct Deposit form must be executed.  A sample of the form is shown in Section 
10.1.5A.  Do not use the sample itself; however, the Local may photostat the form, complete the 
information and forward it to the International.  Please note that a voided check or deposit slip must be 
enclosed with the completed form. 
 
Thirty (30) days lead time is needed to implement Direct Deposit once the completed form is received. 
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AUTHORIZATION AGREEMENT FOR LOCAL  

DUES REMITTANCE DIRECT DEPOSIT 
 

http://www.cwa-secy-treas.org/Forms/DirectDeposit.pdf


Section 10.1.6 (Pg 1 of 3) 
International/Local 

(10/09) 
 
 SAMPLE DUES CHECK-OFF  
 CONTRACT LANGUAGE FOR USE IN NEGOTIATIONS 
 
Following is a sample of contract language for the Dues Check-off section of all new contracts to be used in 
negotiations. 
 
This type of contract language should  be used in all contracts.  We should encourage companies who are not 
already doing so to report dues deductions to the International via magnetic tape. 
 
Many of the delays and problems experienced in dues processing could be eliminated with magnetic tape reporting 
and better contract language. 
 
 SAMPLE 
 
Section 1 
 
The Company agrees to make deductions of proportionate amounts of monthly Union membership dues 
or amounts equal to Union membership dues, hereinafter referred to as "dues," each payroll period and 
initiation fees from the pay of an employee, upon receipt of a dues deduction authorization card, signed 
by such employee, and to pay over to the Union the amounts thus deducted no later than ten (10) days 
after the end of the preceding month during which deductions were made.  
 
Dues deductions will begin as soon as possible after receipt of the signed authorization card in accordance 
with the Company's normal payroll procedures.  
 
Samples of deduction authorization cards are included in Appendix A of the Agreement. 
 
Section 2 
 
If, for any reason, the Company fails or is unable to make the authorized deduction from pay in any 
payroll period, the Company will deduct the accumulated authorized deduction in an ensuing payroll 
period or periods the employee's pay is sufficient.  
 
In case the accumulated amount exceeds the amount of authorized deductions, the deductions shall be 
made in an ensuing payroll period or periods at up to four (4) times the authorized amount until the 
accumulated amount is deducted.  
 
If an employee's pay remains insufficient to permit the deduction of the accumulated amount for more 
than three (3) consecutive months, no subsequent deduction will be made to make up the deficiency.  
 
Any dues delinquency which accrues during such three-month period or any extension of such period 
while his pay would be insufficient to permit dues deductions shall not affect the employee's status under 
the provisions of Article      , Union Security, and he/she shall not be obligated thereafter to make up any 
such dues delinquency to maintain his status as an employee under that Article.  
 
In the event that an employee's pay for the payroll period is insufficient to cover all authorized payroll 
deductions for the payroll period, deductions will receive preference in the order determined by the Company. 
 
Section 3 
 
When an employee is granted a leave of absence, any authorization for deduction of dues shall be 
automatically suspended.  
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Such suspended authorizations shall be automatically resumed if an individual on leave is placed on the payroll 
within fifty-three (53) weeks from the date the leave became effective.  
 
When the period of absence on leave exceeds fifty-three (53) weeks, the authorization shall be automatically 
canceled. 
 
Section 4 
 
When an employee who has authorized the Company to deduct Union dues is temporarily promoted or 
transferred to a non-bargained-for position for a period of one (1) full week or more, the dues deduction 
authorization will continue in effect until the temporary promotion or transfer exceeds four (4) full weeks.  
 
However, such deduction shall not exceed the amount deducted immediately prior to the temporary promotion 
or transfer.  
 
If such temporary promotion or transfer exceeds this four-week period, any authorization for the deduction of 
Union dues shall be automatically suspended.  
 
Should the temporary promotion be terminated by return to a bargained-for position within one (1) year of the 
date of such promotion or transfer, dues deductions shall be automatically reinstated without requiring a new 
authorization from the employee. 
 
When an employee who has authorized the Company to deduct Union dues is temporarily promoted to a 
higher classification within the bargaining unit and is shown on payroll records as being on the higher 
classification, Union dues will be based on the higher rate of pay for as long as the employee remains in the 
higher classification.  
 
When an employee is transferred to the jurisdiction of another Local, should the dues of the new Local be 
different from the dues of the former Local, the employee's dues will be changed to the rate or amount 
applicable to the new Local.  
 
Section 5 
 
The rate or amount of the dues deduction for all members, for any job title and wage classification of members, 
or for a given Local, may be changed by the Union notifying the Company in writing of the dues change. Such 
notice shall include the area of application and, should it apply to less than the entire Company, the 
departments, payroll numbers, building codes and Locals involved.  
 
Following notice from the Union, such change in dues rate or amount will be deducted from future wage 
payments in accordance with the Company's regular payroll practice. 
 
Section 6 
 
The Company agrees to furnish the Union the following information about each employee covered by this 
Agreement on a monthly basis and on computer tapes or in some other manner agreeable to both Company and 
Union: Social Security number, work location, building code, payroll number, name, class of employee (i.e. 
RF - regular full-time, RP - regular part-time, TF - temporary full-time, TP - temporary part-time, OC - 
occasional, SH - schooling), Union Local number, authorized dues deduction, sex code, department code, title 
code, force add and loss code, hourly rate and base hours or weekly base wage, commissions (if applicable), 
net credited service date, residence address including zip code, birth date, amount of monthly dues deducted, 
amount of initiation fees deducted, amount of make-up dues deducted, amount of advance dues deducted, total 
amount of deductions for the month, or if no deduction was made the reason for not making a deduction, and a 
change code indicating a change in any indicative data as previously reported by the company in a prior month.  
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The following information will also be provided: company name, mailing address, contact person and 
telephone number, dues month and year and dues deduction frequency (monthly, semi-monthly, bi-weekly or 
weekly). 
 
The information listed above will be taken from Company records and will be sent to the Union with the dues 
collected no later than ten (10) days after the end of the preceding month during which deductions were made; 
however, the Union recognizes that errors and delays may and will occur and, in using the information 
furnished, assumes all risks associated therewith. 
 
Section 7 
 
The Employer agrees to furnish the Secretary of the Local a roster of all employees' names, addresses, Social 
Security numbers, date of employment, date of birth, rate of pay, current weekly dues and rate and job 
classification.  
 
The list is to be submitted each month, not later than ten (10) days following the first of the month.  
 
 



Section 10.2 
International/Local 

(10/09) 
 
 REPORT SUMMARY 
 

 
REPORT 
NUMBER 

 
 

REPORT NAME 

 
 

REPORT DESCRIPTION 

 
SECTION 
NUMBER 

 
H-166 

 
Membership Dues 

Report 

 
This monthly report contains detailed 
information on payments and changes 
received for all members, agency fee 
payers, non-members and CWA 
Associates. 

 
10.2.1 

 
H-167 

 
Local Summary 

 
This report summarizes the dues 
deduction information shown on the 
H-166 Membership Dues Report. 

 
10.2.2 

 
H-168 

 
Local Statement 

 
This report is transmitted with the 
dues remittance check and shown how 
the dues remittance was calculated. 

 
10.2.3 

 
H-170 

 
Dues Check Stub 

 
The dues check stub contains 
information regarding the dues 
remittance received from the company 
and the deductions taken from the 
remittance by the International. 

 
10.2.4 

 



Section 10.2.1 
International/Local 

(10/09) 
 
 MEMBERSHIP DUES REPORT 
 "H-166" 
 
I. OVERVIEW 
 
The Membership Dues Report, H-166, contains information on dues payments and changes received for 
all members, agency fee payers and non-members whose dues are transmitted from the Company to the 
International. This report is generated monthly by the International and is available online to the Local for 
its review and records. 
 
II. REPORT DESCRIPTION 
 
A separate H-166 is available online for the Local for each processing unit. There may be up to eight 
sections of each H-166 as follows: 
 
Report Name and Number 
 
Member Report (H-166A) 
Non-Member Report (H-166B) 
Agency Fee Report (H-166C) 
Cancellation of Dues Authorization Report (H-166D) 
Dues Received No MLO-117 Information Report (H-166E) 
Pending Agency Fee Deduction by Company Report (H-166F) 
Pending Member Dues Deduction by Company Report (H-166G) 
 
All individuals will be listed on one of the first three sections: Member Report (H-166A), Non-Member 
Report (H-166B) or Agency Fee Report (H-166C). Where special Local attention is required, an 
individual may also be reported in one of the other sections. 
 
Table 10.2.1A shows what is included in each section of the H-166 and what Local action is necessary.  
 
At the end of each section, a total will be shown for all money received. This total will be reported on the 
Local Summary by type of money such as make-up dues, company deducted fees, etc. 
 
III. LOCAL PROCESSING 
 
The Local should carefully review all comments on the H-166 notifying the International in writing of 
any discrepancies. Local action is required for individuals listed on specific sections of the H-166 as 
detailed in Table 10.2.1A. 
 
Table 10.2.1B explains what information is listed under each report heading. The report headings are 
listed in alphabetical order. Table 10.2.1C is a list of comments and their definitions. Sample reports 
follow Table 10.2.1C. 
 
Paper reports can be requested for a nominal fee as set by the Secretary-Treasurers office and is subject to 
change without notice. 



 
 

Section 10.2.1A (Pg 1 of 2) 
International/Local 

(10/09) 
TABLE 10.2.1A 

H-166  REPORT DESCRIPTION 
REPORT 

NAME AND 
NUMBER 

INCLUSION CRITERIA APPLICABLE POLICY LOCAL ACTION 

Member Report 
(H-166A) 

All members Members are individuals who 
have signed membership 

applications and have been 
accepted for membership 
according to the Local's 

bylaws. 

Review comments - notify the International of any 
discrepancies. 

Non-Member 
Report 

(H-166B) 

Individuals with non-member status. 
May include: 

- occasional employees 
- employees in right-to-work           
states 
- employees in companies without 
an agency shop clause 
- "grandfathered" individuals in         
agency shops 

Non-members are individuals 
covered by a collective 
bargaining contract who have 
not joined the Union and are 
not required to pay dues. 

Review Comments - notify the International of any 
discrepancies. 

Agency Fee 
Report 

(H-166C) 

Non-members covered by an agency 
contract in a non-right-to-work state 

Agency fee payers are 
individuals covered by a 

collective bargaining contract 
who have not joined the Union 
and are required to pay fees in 

lieu of dues. 
All new hires (except 
occasional employees) for 
whom no MLO-117 is 
received will appear on this 
report. 

Review comments - notify the International of any 
discrepancies. 

Cancellation of 
Dues 

Authorization 
Report  

(H-166D) 

Individuals who cancel dues 
deduction authorization and are not, 

by contract, allowed to do so. 

The date of cancellation will 
be shown. These individuals 
will be listed on this report as 
well as the Agency Fee Report 

or the Member Report.  
Individuals will appear on 
both reports until dues are 
reinstated or appropriate Local 
action is taken. 

Have the individual re-sign a deduction 
authorization card. 
               -or- 
Collect cash dues. (See Section 10.3.5 for details.) 
 



 
Section 10.2.1A (Pg 2 of 2) 

International/Local 
(10/09) 

TABLE 10.2.1A 
H-166 REPORT DESCRIPTION (CONTINUED) 

REPORT NAME 
AND NUMBER 

 
INCLUSION CRITERIA 

 
APPLICABLE POLICY 

 
LOCAL ACTION 

Dues Received  
No MLO-117 

Information Report 
(H-166E) 

No MLO-117 has been received for 
individuals in a bargaining unit with 
no agency shop clause (See Section 

10.3.1 for information on Form MLO-
117.) 

These individuals will also be shown on the 
Member Report with a fee code of 4. 

Unless advised to the 
contrary within sixty 

(60) days, the fee code 
will be changed to 1and 
a $1 initiation fee will 

be deducted by the 
International. 

Pending Agency Fee 
Deduction by 

Company Report 
(H-166F) 

 

Agency fee payers for whom the 
Company has not yet deducted the 

first month's fees. 
 

These individuals will also be listed on the Agency 
Fee Report. 

Have the individual 
sign a membership 
application and dues 
deduction authorization 
card and submit Form 
MLO-117. 
               -or- 
Have the individual 
sign a deduction 
authorization card for 
agency fees. 
               -or- 
Collect cash dues. (See 
Section 10.3.5 for 
details.) 
               -or- 
If the Company is not 
processing deduction 
authorization cards on a 
timely basis, notify 
your District Dues 
Coordinator or AT&T 
national office, 
whichever is 
appropriate. 

Pending Dues 
Deduction  

By Company Report  
(H-166G) 

New or reinstated members as 
reported on the MLO-117 for whom 
no dues have been received from the 

Company. 

These individuals will also be listed on the 
Member Report. 

If the initiation date is 
prior to the current dues 

month, inquire at the 
Company as to why 
dues are not being 

deducted. 
If the Company is not 
processing deduction 
authorization cards on a 
timely basis, notify 
your District Dues 
Coordinator or AT&T 
National office, 
whichever is 
appropriate. 



 

H-166 REPORT HEADINGS 

Section 10.2.1B (Pg 1 of 3) 
International/Local 

(10/09) 
TABLE 10.2.1B 

H-166 REPORT HEADINGS 
 

REPORT HEADING DESCRIPTION DETAIL 
Address/Phone/Email Address/Phone/Email Up to 3 lines of street address information and 1 line containing city, 

state and zip code may be listed here. If the address is known to be 
invalid, there will be an asterisk in the first position before the address.
Home, office and cell phone numbers will appear if on file.  Up to 3 
email addresses may also appear. 

Base Wage Weekly Base Wage Indicates the individual's weekly base wage upon which per capita and 
MRF payments are based. If no base wage is available, this field will 
contain an average base wage calculated using the prior month's base 
wage for this processing unit/Local. An "@" will appear before an 
average base wage for easy identification. An average will continue to 
be used until the International is notified of the actual base wage. 

B-HRS Base Hours Indicates each individual's weekly base hours. 
Bldg Code Building Code A 10-character field reporting a building code is sometimes provided to 

further identify an individual's work location. 
Comment Comment This field appears only on Member, Agency Fee and Non-Member 

reports. It is a 16-position field allowing for comments on processing.  
See Section 10.2.1C for an explanation of the comments. 

Cong Dist Congressional District A 4-character field indicates the individual's congressional district 
which is assigned by zip code. In heavily populated metropolitan areas 
where there are overlapping zip codes and congressional districts, this 
may be inaccurate. It is 80-85% accurate nationwide. 

DOB Date of Birth The individual's date of birth, as reported by the Employer. 
Dept Department Code This is a 3-position field which identifies the department in which the 

individual works, as reported by the Employer. 
Dues Month Dues Month The month and year for which dues are being reported will be listed 

here. (MMM YYYY) JAN 1998 
Dues Rate Dues Rate Rate of Dues to be paid as established by each Local. 
EC Employee Classification A 2-position field reporting each individual's classification, as reported 

by the Employer. Following is a list of possible classifications: 
 -RF  Regular Full-Time 
 -TF  Temporary  
  
 Full-Time 
 -RP  Regular Part-Time 
 -TP  Temporary 
  
  Part-Time 
 -OC  Occasional 
 -SH  Schooling 
If the employee classification is not provided by the Employer, it will 
be assumed that the classification is Regular Full-Time. 

FEE Initiation Fee Status A 1 position code indicating initial fee status.  1=Fee Has Been Paid; 
2=Fee owed/Not Paid Yet; 3=Fee Not Owed; 4=Unknown Status; 
5=Fee Waived.  If there is a change in initiation fee code that 
necessitates an adjustment, those fees will be deducted or refunded 
automatically. 

Flexible Message Flexible Message 33 characters are provided for a message or comment on the report. 
Freq Frequency of Dues Report This field only appears on Member, Agency Fee and Non-Member 

reports and indicates the frequency of Company dues reports to the 
International as follows: 
Monthly Semi-Monthly Bi-Weekly    Weekly - 52    Weekly -
48 
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TABLE 10.2.1B 

H-166 REPORT HEADINGS (CONTINUED) 
 

REPORT 
HEADING 

DESCRIPTION DETAIL 

Init Initiation Date The first month and year (MMYY) that dues were reported for members, the first month 
and year fees were reported for agency fee payers or the date the Company first reported 
non-members will be listed. If a member cancels his/her membership and becomes a non-
member, the original initiation date will continue to appear. 

Local No. Local Number The Local being reported is listed here. 
MM/DD/YY 
HH:MM:SS 

Date/Time This is the date and time the report is created. 

Member ID Member ID Scrambled algorithm of employee’s social security number will be used in reporting to 
Local and Headquarters.  When the international is not provided with a new employee’s 
social security number, a unique dummy number will be assigned to create a Member ID 
for that employee. 

MUMS MUMS This Processing unit is set up to receive MUMSLink files to update locals MUMS2000 
software membership records. 

Name Name 20 characters are available for last name, first name and middle initial. 
NCS Net Credited Service Date Net credited service date or hire date in MMDDYY format, as provided by the Employer. 
Num Ded/Curr 
Month 

Number Deductions for 
Current Month 

The number of deductions that were supposed to be taken for each individual during this 
dues month. 

Page X Page number Page numbers begin at 1 for each processing unit/Local and for each of the eight different 
reports within a processing unit/Local. 

Payroll Payroll Code A 10-character field reporting a payroll code is sometimes provided to further identify an 
individual's work location. It may also be used for local jurisdiction determination.  
If a new member has been reported to the International on an MLO-117 but has not been 
reported by the Employer, the message MLO-ADD will appear in this field. MLO-ADD 
will continue to appear until the member is reported by the Employer. 

Process Unit  Processing Unit Name This shows the name of the processing unit being reported (up to 20 characters). 
P.U. No. Processing Unit Number The 7-digit processing unit (which is a finer breakdown of bargaining units into 

accounting centers) is listed here. 
Report Title Report Title There may be up to eight different reports generated for each processing unit/Local: 

Member Report (H-166A) 
Non-Member Report (H-166B) 
Agency Fee Report (H-166C) 
Cancellation of Dues Authorization Report (H-166D) 
Dues Received No MLO-117 Information Report (H-166E) 
Pending Agency Fee Deduction by Company Report (H-166F) 
Pending Member Dues Deduction by Company Report (H-166G) 

Sex Sex Code Lists the individual's gender code which may be either M(ale) or F(emale), if supplied. 
S/O Steward/Mobilizer/ 

Officer 
1-position field indicates whether the member is certified to handle grievances, is a 
Mobilizer, or both. Other members will be blank. This information may be provided to the 
International, District or Local.   
S = Steward 
M = Mobilizer 
B = Both 
 
Position field identifies officers of the Local.   
P=President 
E=Exec VP 
V=Vice President 
R=Secy/Treas 
S=Secy 
T=Treas 
O-Executive Board 
B=IUE Business Agent 
I=IUE Chief Steward 
F=IUE Financial Secy 
D=IUE Recording Secy 
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TABLE 10.2.1B 
H-166 REPORT HEADINGS (CONTINUED) 

 
REPORT 
HEADING 

DESCRIPTION DETAIL 

ST CD Status Code This 2-position field identifies each individual's status code. (See Table on 10.2.1E) 
Title Title Code A 6-character field identifying an individual’s title code as reported by the Employer.   
Total Paid Amount Paid Represents total monies paid for the month.  There will be a comment describing the payment 

for other than regular dues. The following types of payments will be reflected: 
  - Cash Dues               - Company deducted fees 
  - Dues Refund            - Adjustments 

Work Loc Work Location A 10-position field which identifies the individual's work location, as reported by the 
Employer. 
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 TABLE 10.2.1C 
 H-166 REPORT COMMENTS 
 
$1 INTL FEE DED - $1.00 International initiation fee has been deducted. 
 
$1 INTL FEE REF - $1.00 International initiation fee has been refunded. 
 
ADDR CHG XXXXX - M - A change of address has been made.  (The change was reported to us by the 
National Change of Address System used by our mailing service). 
 
ADDR CHG XXXXX-T - A change of address has been made. (The change was reported to us by the 
Employer.) XXXXXX indicates the old zip code. 
 
ADDR CHG XXXXX-L - A change of address has been made. (The change was reported to us by the 
Local.) XXXXXX indicates the old zip code. 
 
ADDR CHG XXXXX-H - A change of address has been made. (The change was reported to us by the 
Local through Headquarters List.) XXXXXX indicates the old zip code. 
 
ADDR CHG XXXXX-P(M) - A change of address has been made. (The change was reported to us by 
the Post Office.) XXXXXX indicates the old zip code. 
 
ADJ = - The Employer reported a dues adjustment. The amount is entered in the paid comment. 
 
AFP OBJ - The individual has notified the International and satisfied the criteria to be placed in political 
objector status. This comment will appear for 12 months or until the individual no longer meets the 
criteria. 
 
BAD RECORD - Deleted - An erroneous record has been removed from the data base. 
 
BASIC HRS CHANGE - There has been a change in basic hours of work as set forth by the contract. 
 
BIRTH DATE CHG - There has been a change in the date of birth. This comment appears only when 
adding a birth date to the records initially or if a date has been improperly recorded. 
 
BLD XXXXXXXXXX - There has been a change in the building code. Xs indicate the old building code. 
 
BONUS = - The Employer has reported Bonus dues.  The amount is entered in the comment. 
 
CANC/DROP MM/DD - Dues have been cancelled for a member in a right-to-work state. Non-members 
are not maintained for this manually processed unit so this individual will be dropped from our files. 
 
CANCEL DATE CHG - There has been a change in the date of cancellation. 
 
CHG OF OFFICER - There has been a change in officer as reported on the MLO-109 form by the 
Local. 
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International/Local 
(10/09) 

 
CONGR DIST CHG - The Congressional District has changed based on a change of zip and zip + 4 as 
reported to us from our mailing service. 
 
DECEASED MM/DD - The individual is deceased. 
 
DEPT XXXXXXXXXX - There has been a change in the Department Code.  The Xs indicate the old 
department code. 
 
DISMISSED MM/DD - The individual has been dismissed. 
 
DROPPED MM/DD - The individual has not been reported by the Company or has not returned from 
leave by the 13th month and is being removed from our files. 
 
DUES AUTH XXX.XX - Deduction of dues has begun from an individual (shown first month only). 
XXX.XX indicates the dues rate authorized. 
 
DUES CANC MM/YY - The individual has cancelled dues in a non-right-to-work state where dues must 
be paid. MM/YY indicates the month and year of the cancellation. This individual will appear on both the 
cancellation report and either the member report or the agency fee report. 
 
DUES FR LOCAL - Cash dues have been remitted by the Local The amount will be indicated in the paid 
column. 
 
DUES FR $XXX.XX - There has been a dues rate change. $XXX.XX indicates the old dues rate. 
 
DUES REFUND - Dues have been refunded. The amount will be indicated in the paid column.  
 
ENGAGED - A new employee has been hired. 
 
EXPELLED MEMBER - The individual has been expelled from the Union. This comment will appear 
each month until he/she is either reinstated or deleted. 
 
FEE = - The Company has deducted initiation fees. The entire amount, as indicated in the paid comment, 
is returned to the Local. 
 
 FORMER AFP - An agency fee payer has been changed to either a member or non-member. 
 
FORMER NONMBR - A non-member has changed to either a member or agency fee payer. 
 
FROM CASH PAYER - Notice has been received from the Local that this individual is no longer paying 
cash dues. 
 
FROM LOCAL XXXXX - There has been a change in the individual's Local. The individual is being 
reported in the new Local. XXXXX indicates the old Local number. 
 
FROM PU XXXXXXX - There has been a change in the individual's processing unit number. 
XXXXXXX indicates the old processing unit number. 
 
INIT DATE CHG - There has been a change in the individual's initiation date. 
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International/Local 
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IFEE = - $1.00 International initiation fee has been received from the Local. 
 
LAID OFF MM/DD - The individual has been laid off by the Company. 
 
LEAVE DATE CHG - The date that the individual went on leave of absence has been changed. 
 
LEAVE-DIS MM/YY - The individual has been granted a leave of absence due to disability. If the 
individual has not returned from leave by the 13th month, he/she will be dropped. 
 
LEAVE-ED MM/YY - The individual has been granted a leave of absence to attend school. If the 
individual has not returned from leave by the 13th month, he/she will be dropped. 
 
LEAVE-GEN MM/YY - The reason for the leave of absence is unknown. If the individual has not 
returned from leave by the 13th month, he/she will be dropped. 
 
LEAVE MAT MM/YY - The individual has been granted a leave of absence due to the birth of a child. 
If the individual has not returned from leave by the 13th month, she will be dropped. 
 
LEAVE MIL MM/YY - The individual has been granted a leave of absence to serve in the military. If 
the individual has not returned from leave by the 13th month, he/she will be dropped. 
 
LEAVE-OTHER MM/YY- The individual has been granted a leave of absence and no reason has been 
provided by the Employer. 
 
LEAVE-UN MM/YY - The individual has been granted Union leave of absence.  If the individual has 
not returned from leave by the 13th month, they will be dropped.  
 
LEFT EMPLOYMENT MM/YY - The individual has left employment. 
 
MEM BAD STANDING - Notice has been received from the Local that this is a member in bad 
standing. This individual will not receive Union mail. 
 
MEMBER ID CHANGE - There has been a change in the individual's Member ID number. 
 
NAME CHG - The individual has had a change of first name/initial only. 
 
NCS DATE CHANGE - The individual's net credited service date has been changed. 
 
NEE XXXXXXXXXXX - The individual has had a last name change or correction. XXXXXXXXXXX 
indicates the old name. 
 
NEED CORR ADDR - The individual was removed from the mailing list due to an incorrect address. 
 
NO PAY-NO WORK - No dues has been reported for a dues payer because of a No Work situation.  No 
Per Capita or Defense Fund will be deducted for the payer. 
 
NO PAYMENT - No dues deduction reported by the Employer. The report will reflect dues owed. Per 
capita and defense fund have not been deducted. 
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NOT REPORTED BY CO - There has been no dues deduction and no explanation has been given by 
the Employer. The report will reflect dues owed. This individual will be kept on file for two months. If 
not reported on the third month, the individual will be dropped.  Per Capita and Defense Fund have not 
been deducted. 
 
OLD WAGE XXXX.XX - There's has been a change in the individual's wage. XXX.XX indicates the old 
wage. 
 
ON LEAVE - The individual is on leave as reported by the Employer.  After 14 months, if no other 
action is taken, this individual will be removed from the International records. 
 
ON STRIKE - The member is in a bargaining unit which is on strike. 
 
PC&DF DEDUCTED - Dues were paid to the Local. Per capita and defense fund amounts have been 
deducted from the Local's dues remittance check as authorized by the Local. 
 
PENDING AUTH - The Employer has not deducted the first month's dues. The Pending Dues Deduction 
Report lists all individuals in this category. This comment will appear each month until dues are 
authorized or the individual is deleted. 
 
PR FR XXXXXXXXX - The individual's payroll number has changed. XXXXXXXXX indicates the old 
payroll number. 
 
RECLASSED FR XX - The individual's classification has been changed. XX indicates the old 
classification. 
 
RE-ENGAGED (FMR EMP) - The individual has been re-engaged (rehired) with the same company. 
 
RELEASE TO MAIL - The International has been notified that an address shown on the H-166 as 
invalid is actually valid. 
 
RELIGIOUS OBJ - The individual has satisfied criteria to be placed in religious objector status. 
 
REQUEST-NO MAIL - The individual has requested that no Union mail be sent. The last mailable 
address will be shown on the report. 
 
RESIGN UNION - An individual has resigned Union membership. 
 
RETIRED MM/DD - The individual has retired. Member will be placed on the retired member mailing 
list. 
 
RETURN FR LAYOFF - The individual has returned to work after being laid off. 
 
RETURN FR LEAVE - The individual has returned from a leave of absence. 
 
SEX CODE FR X - The sex code has been corrected. X indicates the old sex code. 
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STATUS CODE CHG - The individual has had a change in status code. See Section 10.2.1E.   
 
TO LOCAL XXXXX - There has been a Local change. The individual is being reported in the old Local. 
XXXXX indicates the new Local. 
 
TO PU XXXXXXX - There has been a change in the individual's processing unit number. XXXXXXX 
indicates the new processing unit number. 
 
TYPE D MEMB ADD - A new authorization has been received for company deductions. No MLO-117 
information has been received from the Local. 
 
WLOC XXXXXXXXXXX - There has been a change in work location code. XXXXXXXXXX indicates 
the old code. 
 
WORK COMP MM/DD - A temporary employee's work has been completed. The individual has left the 
Company. 
 
XFER FR ASSOC CO - The individual transferred from an associated company. 
 
XFER FR NON-ELIG - The individual has transferred into the bargaining unit from a non-bargained for 
position. 
 
XFER TO ASC CO - The individual transferred to an associated company. 
 
XFER TO NON-ELIG - The individual has transferred to a non-bargained for position. 
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C-C773N     /3 MUMS COMMUNICATIONS WORKERS OF AMERICA     01/31/98  PAGE 1 
Process Unit Name: Testing Unit (FLEXIBLE MESSAGE)      P.U. No.  0012301 
Freq Semi-Monthly-24 MEMBER REPORT      Local No.                    09999 
01/01/09  12:00:00                                            Dues Month Jan 2009 
 
 
 
 
NAME    MEMBER-ID PAYROLL BLDG. CODE TITLE  DOB S CONG B-HRS INIT BASE ST DUES TOTAL COMMENT 
---------------    ------------- ------------------ ---------  ------ E  DIST --------- ------ WAGE CD RATE PAID 
ADDRESS/PHONE/EMAIL          DEPT WORK LOC       EC  NCS X   S/O FEE 
 
BONE, JANICE   123456789 123456789 1234 LANE 1214-6 092366 M M006 40.0 0391 334.50 10 18.82 0.00 PC & DF DED 

6312 M PARK         8Z893 KANSAS MO      RF  111284      P     1 
GLADSTONE, MO 64118 

            H: (123)  555-2222         E:someone@hotmail.com 
DOKE, HENRY   987234973    5100032 501 3RD 4219-6 093063 M VA08 40.0 0583 565.00 81 31.78 0.00 STATUS CHG 10 

8215 SMITHFIELD AV           DP  WASH DC     RF 040983          1     RETIRED 
ALEXANDRIA, VA 22204 

HOLMAN, ALBERT  678901234       Y5XAO 777 NO B 4017-2 031645 M M009 40.0 0590 504.50 10 28.37 28.37 
425 N 25TH ST     KANSAS MO      RF 050973      S       4  
ROELAND PARK, KS 

HOPKINS, JOSEPH  839573086        Y5XDE 1325 OAK 9936-2 050453 M KS03 20.0 1288 501.00 10 28.37 28.17 PR FR Y5XHM 
8539 76TH ST               98  KANSAS MO      RP 092380        3 
KANSAS CITY MO 64150 

           H: (123)  555-2222         E:someone@hotmail.com 
LOTHREY, VERA   387620418        YX5DE 8345 ELM 2418-7 121040 F VA10 40.0 1263 504.50 10 28.37 28.37 BLDG FR 123 

415 W. 45TH                 98 FCHRCH VA      RF 120163        1 
FALLS CHURCH, VA 23456 

MCCOMAS, CHRISTOPHER A  173488   2367-A  M MD02 30.00 1150 333.00 17 0.00 0.00 STATUS CHG 10 
8332 EVANS PKY  567890123     ACT  0003456969      RF  092150            1     DUES CANC 1/98 
SILVER SPRING MD 20902 

 SPECK, ROSA S   234567890      MLO ADD     F MO05  1297  16  0.00  0.00 ENGAGED 
408 SHERRI LANE                             2     PENDING AUTH 
KANSAS CITY, MO 64309 

TAYLOR, TERI   835729473      ASIXE 123 ELM 4591-4 120172 F VA09 40.0 1293 507.00 10 28.52 0.00 NOT REPORTED 
1252 WHITFORD LANE              92 SPFIEL VA      RF 121592          1  
SPRINGFIELD, VA 22152 

WHEATON, BRAD  562983751      EIXCE 365 BACK 4925-9 110170 M VA10 40.0 1292 504.50 10 28.37 28.37 DUES FR 34.00 
9835 BACKLICK RD                94 SPFIEL VA      RF 053150          1     OLD WG 628.00 
CHANTILLY, VA 23167 

 
 
 

[Grand Total: $       113.28] 
 
 

LEGEND (Base wage substitution in Per Capita calculation) 
 
    & - Base Wage ws equal to 0 or greaterthan $5000.  Used Avg BW in Per Cap Calc. 
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 SAMPLE 
 
C-C773N     /N         MUMS COMMUNICATIONS WORKERS OF AMERICA     01/31/98  PAGE 1 
Process Unit Name: ABC Company (FLEXIBLE MESSAGE)      P.U. No.  0012301 
Dues Deduction Freq. -  Semi-Monthly NON-MEMBER REPORT                         Local No.                    09999 
Number Current Month Ded. 2  12:00:00                                                    Dues Month             Jan  2009 
 
 
 
 
NAME    MEMBER-ID PAYROLL BLDG. CODE TITLE  DOB S CONG B-HRS INIT BASE ST DUES TOTAL COMMENT 
---------------    ------------- ------------------ ---------  ------ E  DIST --------- ------ WAGE CD RATE PAID 
ADDRESS/PHONE/EMAIL          DEPT WORK LOC       EC  NCS X   S/O FEE 
 
GARDNER, CYNTHIA   178389   1234-A  M MD02 40.00 0781 504.50 30 0.00 0.00  

888 DOUGLAS ST  555555555    ACT  0003456969    RF 091280            
SILVER SPRING MD 20902 

 
GILCHRIST, JAMES R   173488      M MD02  0978 334.50 33 0.00 0.00  

2345 OAK ST  333333333   0003456969         
SILVER SPRING MD 20910 

 
MARSANS, MARIA E   173488      F MD02  0187 541.59 30 0.00 0.00 

867 MAIN ST  444444444   0003456969 
WHEATON MD 20902 

           H: (123)  555-2222         E:someone@hotmail.com 
 
MAYFIELD, GAIL L  777777777 173488   2367-A  M MD02 30.00 1150 333.00 69 0.00 0.00 STATUS CHG 30 

8332 EVANS PKY      ACT   0003456969    RP 092150         DROPPED 
SILVER SPRING MD 20902 

 
MCGEE, ERIC M    678292   1234-A  F MD02 40.00 1076 504.50 30 0.00 0.00 ADDR CHG 20903 

83475 DENNIS AV  666666666    COM  0003456969    RF 082376 
SILVER SPRING MD 20902 

 
POSNER, ROSA S    173488   1234-A  M MO02 40.00 0981 504.50 33  0.00  0.00 OLD WAGE 497.00 

9023 GEORGIA AV  222222222    ACT  0003456969    RF 072081 
WHEATON MD 20902 

 
TAYLOR, ROSALIE   678292    1234-A  F MD02 40.00 0368 504.50 33 0.00 0.00 

PO BOX 3357  888888888    ACT  0003456969    RF 012568  
SILVER SPRING MD 20904 

 
WARREN, ANTHONY   178389   1234-A  M MD02 40.00 0463 437.50 30 0.00 0.00  

34 CLARK ST  111111111    ACT  0003456969    RF 031863  
WHEATON MD 20902 

 
 
 
 
LEGEND (Base wage substitution in Per Capita calculation) 
 
    & - Base Wage ws equal to 0 or greaterthan $5000.  Used Avg BW in Per Cap Calc. 



Section 10.2.1D (Page 3 of 7) 
International/Local 
(11/09) 

 SAMPLE 
 
C-C773N     /N          MUMS COMMUNICATIONS WORKERS OF AMERICA     01/31/98  PAGE 1 
Process Unit Name: ABC Company (FLEXIBLE MESSAGE)      P.U. No.  0012301 
Dues Deduction Freq. -  Semi-Monthly AGENCY FEE REPORT                                  Local No.                    09999 
Number Current Month Ded. 2                                                                          Dues Month Jan 2009 
 
 
 
 
NAME    MEMBER-ID PAYROLL BLDG. CODE TITLE  DOB S CONG B-HRS INIT BASE ST DUES TOTAL COMMENT 
---------------    ------------- ------------------ ---------  ------ E  DIST --------- ------ WAGE CD RATE PAID 
ADDRESS/PHONE/EMAIL          DEPT WORK LOC       EC  NCS X   S/O FEE 
 
HAUGHT, JESSICA J   178389   1234-A  F MD02 40.00 0463 431.37 20 12.13 24.26 DUES FR $ 24.06 

34 CLARK ST  098765432    ACT  0003456969    RF 031863                OLD WAGE 428.00 
WHEATON MD 20902 

            H: (123)  555-2222         E:someone@hotmail.com 
 
DAVIS, ALLEN C    173488   1234-A  M MD02 40.00 0981 434.50 20 12.22 24.44 ADDR CHG 20910 

9023 GEORGIA AV  987654321    ACT  0003456969    RF 072081  
WHEATON MD 20902 

 
JOHNSON, KATHERINE P         F MD02  0978 434.50 20 12.22 24.44 

2345 OAK ST  876543210   0003456969 
SILVER SPRING MD 20910 

 
SCOTT, ERIN D          F MD02  1297 593.35 26 0.00 0.00 ENGAGED 

867 MAIN ST  765432109    0003456969            PENDING AUTH 
WHEATON MD 20902             

 
PAUL, ALEXANDER S   178389   1234-A  M MD02 40.00 0781 428.00 20 0.00 0.00 TO LOCAL 9889 

888 DOUGLAS ST  654321098    ACT  0003456969    RF 091280 
SILVER SPRING MD 20902 

            H: (123)  555-2222 
 
JONES, KYLE G    678292   1234-A  M MO02 40.00 1076 434.50 20 12.12 24.44  

83475 DENNIS AV  543210987    COM  0003456969    RF 082376 
SILVER SPRING MD 20902 

 
OVERTON, DAVID S   173488    2367-A  M MD02 30.00 1150 446.13 20 12.55 25.09 

8332 EVANS PKY  432109876    ACT  0003456969    RP 092150  
SILVER SPRING MD 20902 

 
HAILE, TERESA    678292   1234-A  F MD02 40.00 0368 434.50 20 12.22 24.44  

PO BOX 3357  321098765    ACT  0003456969    RF 012568  
SILVER SPRING MD 20904 

 
 

            Total: $       147.11 
 
 
LEGEND (Base wage substitution in Per Capita calculation) 
 
    & - Base Wage ws equal to 0 or greaterthan $5000.  Used Avg BW in Per Cap Calc. 



Section 10.2.1D (Page 4 of 7) 
International/Local 
(11/09) 

 SAMPLE 
 
C-C773N     /N         MUMS COMMUNICATIONS WORKERS OF AMERICA     01/31/98  PAGE 1 
Process Unit Name: ABC Company (FLEXIBLE MESSAGE)      P.U. No.  0012301 
Dues Deduction Freq. -  Semi-Monthly CANCELLATION OF DUES AUTHORIZATION REPORT    Local No.                    09999 
Number Current Month Ded. 2                                                                      Dues Month Jan  2009 
 
 
 
 
NAME    MEMBER-ID PAYROLL BLDG. CODE TITLE  DOB S CONG B-HRS INIT BASE ST DUES TOTAL COMMENT 
---------------    ------------- ------------------ ---------  ------ E  DIST --------- ------ WAGE CD RATE PAID 
ADDRESS/PHONE/EMAIL          DEPT WORK LOC       EC  NCS X   S/O FEE 
 
MCCOMAS, CHRISTOPHER A  173488   2367-A  M MD02 30.00 1150 333.00 17 0.00 0.00 STATUS CHG 10 

8332 EVANS PKY  567890123     ACT  0003456969    RF 092150            1     DUES CANC 1/98 
SILVER SPRING MD 20902 

            H: (123)  555-2222         E:someone@hotmail.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LEGEND (Base wage substitution in Per Capita calculation) 
 
    & - Base Wage ws equal to 0 or greaterthan $5000.  Used Avg BW in Per Cap Calc. 



Section 10.2.1D (Page 5 of 7) 
International/Local 
(11/09) 

 SAMPLE 
 
C-C773N     /N         MUMS COMMUNICATIONS WORKERS OF AMERICA     01/31/98  PAGE 1 
Process Unit Name: ABC Company (FLEXIBLE MESSAGE)      P.U. No.  0012301 
Dues Deduction Freq. -  Semi-Monthly DUES RECEIVED NO ML0-117 INFORMATION REPOR    Local No.                    09999 
Number Current Month Ded. 2                                                                     Dues Month Jan 1009 
 
 
 
NAME    MEMBER-ID PAYROLL BLDG. CODE TITLE  DOB S CONG B-HRS INIT BASE ST DUES TOTAL COMMENT 
---------------    ------------- ------------------ ---------  ------ E  DIST --------- ------ WAGE CD RATE PAID 
ADDRESS/PHONE/EMAIL          DEPT WORK LOC       EC  NCS X   S/O FEE 
 
HOLMAN, ALBERT  678901234       Y5XAO 777 NO B 4017-2 031645 M M009 40.0 0590 504.50 10 28.37 28.37 

425 N 25TH ST     KANSAS MO      RF 050973      S       4  
ROELAND PARK, KS 

           H: (123)  555-2222         E:someone@hotmail.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LEGEND (Base wage substitution in Per Capita calculation) 
 
    & - Base Wage ws equal to 0 or greaterthan $5000.  Used Avg BW in Per Cap Calc. 
 



 
 

Section 10.2.1D (Page 6 of 7) 
International/Local 
(11/09) 

 SAMPLE 
 
C-C773N     /N         MUMS COMMUNICATIONS WORKERS OF AMERICA     01/31/98  PAGE 1 
Process Unit Name: ABC Company (FLEXIBLE MESSAGE)      P.U. No.  0012301 
Dues Deduction Freq. -  Semi-Monthly PENDING AGENCY FEE DEDUCTION BY COMPANY REPORT    Local No.                    09999 
Number Current Month Ded. 2                                                                     Dues Month Jan 2009 
 
 
 
 
NAME    MEMBER-ID PAYROLL BLDG. CODE TITLE  DOB S CONG B-HRS INIT BASE ST DUES TOTAL COMMENT 
---------------    ------------- ------------------ ---------  ------ E  DIST --------- ------ WAGE CD RATE PAID 
ADDRESS/PHONE/EMAIL          DEPT WORK LOC       EC  NCS X   S/O FEE 
 
SCOTT, ERIN D          F MD02  1297 593.35 26 0.00 0.00 ENGAGED 

867 MAIN ST  765432109    0003456969                    PENDING AUTH 
WHEATON MD 20902 

            H: (123)  555-2222         E:someone@hotmail.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LEGEND (Base wage substitution in Per Capita calculation) 
 
    & - Base Wage ws equal to 0 or greaterthan $5000.  Used Avg BW in Per Cap Calc. 



Section 10.2.1D (Page 7 of 7) 
International/Local 
(11/09) 

 SAMPLE 
 
C-C773N     /N          MUMS COMMUNICATIONS WORKERS OF AMERICA     01/31/98  PAGE 1 
Process Unit Name: ABC Company (FLEXIBLE MESSAGE)      P.U. No.  0012301 
Dues Deduction Freq. -  Semi-Monthly PENDING DUES DEDUCTION BY COMPANY REPORT    Local No.                    09999 
Number Current Month Ded. 2                                                                       Dues Month Jan 2009 
 
 
 
 
NAME    MEMBER-ID PAYROLL BLDG. CODE TITLE  DOB S CONG B-HRS INIT BASE ST DUES TOTAL COMMENT 
---------------    ------------- ------------------ ---------  ------ E  DIST --------- ------ WAGE CD RATE PAID 
ADDRESS/PHONE/EMAIL          DEPT WORK LOC       EC  NCS X   S/O FEE 
 
SPECK, ROSA S   234567890      MLO ADD     F MO05  1297  16  0.00  0.00 ENGAGED 

408 SHERRI LANE                             2     PENDING AUTH 
KANSAS CITY, MO 64309 

           H: (123)  555-2222         E:someone@hotmail.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LEGEND (Base wage substitution in Per Capita calculation) 
 
    & - Base Wage ws equal to 0 or greaterthan $5000.  Used Avg BW in Per Cap Calc. 
 

 



Membership Report Status Codes Section 10.2.1E
International/Local

(10/09)
Member Type:  1  ( Member ) Status Codes Force Movement Codes

10 - Active 18 - Transfer from Assoc. Company 
16 - Pending 19 - Return from Layoff
17 - Cancelled Dues 20 - New Add
18 - Retired Mem. Paying Dues 21 - Transfer from Non Eligible
51 - On Leave of Absence 22 - Re-Engaged Former Employee
54 - Laid Off 23 - Re-Engaged
61 - Dismissed 24 - New Add
64 - Left Employment 25 - Return from Leave of Absence
67 - Dropped 26 - New Add
71 - Local Transfer 30 - Leave of Absence / General
74 - Transfer Out 31 - Leave of Absence / Military
77 - Transferred to Management 32 - Leave of Absence / Maternity
81 - Retired Member 33 - Leave of Absence / Education
87 - Deceased 34 - Leave of Absence / Sickness
99 - Bad Record 35 - Leave of Absence / Union Activity

59 - Work Completed
Member Type:  2  ( Agency Fee Payer ) Status Codes 61 - Not Reported By Company

20 - Active 62 - Automatic Drop
23 - Member to AFP           (Due to MLOs, Leaves over 13
24 - Political Objector             months, or Not Reported by Co.)
25 - Religious Objector 63 - No Work No Pay
26 - Pending 64 - Shut Down - NP
27 - Cancelled Dues
29 - Expelled
52 - On Leave of Absence
55 - Laid Off Initiation Fee Codes
62 - Dismissed Fee Paid                      1              N / R
65 - Left Employment Fee Owed                    2                         
68 - Dropped Not Owed                     3                A
72 - Local Transfer No MLO Received         4                D
75 - Transfer Out Fee Waived                  5                W
78 - Transfer to Management
82 - Retired
88 - Deceased
99 - Bad Record

Member Type:  3  ( Non Member ) Status Codes
30 - Active
33 - From Member
38 - Suspended
39 - Expelled
53 - On Leave of Absence
56 - Laid Off
63 - Dismissed
66 - Left Employment
69 - Dropped
73 - Local Transfer
76 - Transfer Out
79 - Transferred to Management
83 - Retired
89 - Deceased
99 - Bad Record

10/2009
EFF



Section 10.2.2 
International/Local 

(10/09) 
 
 LOCAL SUMMARY REPORT 
 "H-167" 
 
I. OVERVIEW 
 
The Local Summary Report, H-167, is produced monthly for each processing unit and presents a financial 
recap of the dues collections reported in detail by individuals on the H-166 Membership Dues Report. 
 
II. REPORT DESCRIPTION 
 
There are four sections of the Local Summary Report.  
 
The general content of each section is described in the paragraphs which follow: 
 
 The "Dues Collected” section of the Local Summary Report shows total dues-related receipts and the 

number of full deductions reported by both the Company and the Local. The number of partial 
deductions are shown in the body of the member, agency fee payer report and converted to full 
deductions on the summary. The fractions used will vary depending on the processing unit's dues 
deduction frequency. Deductions for members and agency fee payers are reported separately. 

 
 The "International Calculations" section of the Local Summary Report shows the per capita, defense 

funds and escrow monies which will be deducted from the Local's dues remittance check. Per Capita 
is deducted for each active payer on file at the end of each month.  If an individual starts paying dues 
during the month, full per capita is taken.  However, if an individual is dropped during the month, no 
per capita is deducted for that month.  If an individual is reported as “No Payment,” per capita is 
deducted, however, when those dues are made up, no per capita is deducted from the make up dues.  
If an individual is reported as “No Work/No Pay” or “Not Reported by Company,” per capita is not 
taken for the month.  This section does not reflect deductions such as dues advance repayments, loan 
installments, standard deductions and billings. 

 
 "Statistical Detail" gives statistical information on the membership and shows the average base wage 

for the processing unit/Local being reported. 
 
 "Field Change Counts" gives counts of fields updated on the H-166 report. 

 
A sample report which matches the sample H-166 Membership Dues Report in Section 10.2.1 follows.  
 
III. LOCAL PROCESSING 
 
Locals should review and reconcile the financial information in the Local Summary Report with the H-
166 Membership Dues Report and H-170 dues remittance check.  
 
Any discrepancies noted should be reported in writing to the International. 



Section 10.2.2A 
International/Local 
(10/09) 

 
 
                                             COMMUNICATIONS WORKERS OF AMERICA                             Page 1    
C-c7730   /3    MUMS                                     (FLEXIBLE MESSAGE)                        P.U. No.       12301 
Process Unit: 0012301                                  LOCAL/PU DUES SUMMARY                       LOCAL NO.       9999 
Freq Monthly                                                                                           DUES MONTH  JAN 1998 
1/31/98 12:00:00 
 
 
Dues Collected                            ******** MEMBERS ********    *** AGENCY FEE PAYERS ***    ****TOTAL PAID ******** 
                                            Dues   Counts    Wages       Dues    Counts   Wages            Dues             
  Regular                                $ 113.28     5   $2,349.00    $147.11      6  $2,615.50                    $260.39 
  Fees 
  Adjustments                                                  0.00 
  Bonus 
  Bonus Adj.                                                                                                                
            Total                        $ 113.28     5   $2,349.00    $147.11      6  $2,615.50                    $260.39 
 
 
International Calculations        Members Agency Fee Payers Total 
 

                                           
   Per Capita  (Formula: Total Wages * 5% * 40%)       $46.98      $52.31  $99.29 
   MRF   (Formula: Total Wages * .0625%)        14.68       16.35   31.03 
   Defense Fund  (Formula: Total Counts * .50)         2.50        3.00    5.50 
   Religious Objector Escrow 
   Expelled Member Escrow 
   Subsidy Refund 
   Fees Deducted 
   Bonus PerCapit  (Formula: (Bonus-Dues-MRF)*40%) 
   Bonus MRF      (Formula: (Bonus-Dues)*11.1%)                                      

Total Due International         $64.16       $71.66           $135.82 
 
 

 
Total Due Local - Before Deductions          $124.57 
     (Dues Collected less Total Due International) 

    
 
Membership Counts      

Members - Active  5    
Agency Fee Payers-A  6    
Members - Pending  1    
Agency Fee Payers-P  0 
Non Members   0    

Active Count  11    
Potential Count 12    

 
Employees on Leave  0 
Occasionals   0     Average Base Wage    $451.32 
Cash Dues Payers  0 



Section 10.2.2B 
International/Local 
(10/09) 

 
 
 
                                             COMMUNICATIONS WORKERS OF AMERICA                            Page 1    
C-c7730   /3    MUMS                                     (FLEXIBLE MESSAGE)                        P.U. No.       12301 
Process Unit: 0012301                         LOCAL SUMMARY of FIELD CHANGE COUNTS              LOCAL NO.       9999 
Freq Monthly                                                                                           DUES MONTH  JAN 1998 
1/31/98 12:00:00 
 
 
 Change Count  Field Name    Changed Count  Field Name 
       ------------  ------------------------------- -------------  -------------------------------- 
 
  00  PU               00  INIT DATE 
              00  LOCAL         00  MEM STAT DATE 
  00  STATUS CODE        00  DROP DATE 
  00  NAME         00  ETHNIC CODE 
  00  ADDRESS (Str/Cty/Sta/Zip) 
  00  CONGDIST 
  00  ADDR CHG TYPE 
  00  BASE HOURS 
  00  BAGE WAGE 
  00  DUES RATE 
  00  WORK LOCATION 
  00  BLDG CODE 
  00  DEPT CODE 
  00  PAYROLL CODE 
  00  TITLE 
  00  BIRTH DATE 
 

 



Section 10.2.3 
International/Local 

(10/09) 
 

 LOCAL STATEMENT 
 "H-168" 
I. OVERVIEW 
 
The Local Statement, H-168, is produced monthly for each processing unit and is available online with 
the dues remittance check image. 
 
It shows all money received for the month and any deductions taken from that amount. 
 
II. REPORT DESCRIPTION 
 
The column entitled "Amount Due Local" shows all money received at the International for the month 
being reported. "Current money" includes dues and fees for both members and agency fee payers. Money 
received for religious objectors and expelled members is reported separately since it is Escrowed. 
 
The "Amount Due International" column reflects all amounts deducted from the month's receipts. 
Deductions will be shown categorically as follows: 
 

Per Capita - Members * 
Per Capita - Agency Fee Payers * 
Defense Fund - Members and Agency Fee Payers * 
Members Relief Fund – Members and Agency Fee Payers * 
Initiation Fee Deduction or Refund * 
Advance Payment Deduction 
Expelled Members * 
Religious Objectors * 
Dependent Units 
Standard Deductions 
Loans 
Billings 

 
* These amounts will match the Local Summary Report. Next to these line items will be total units as 

reported on the Local Summary. 
 
The bottom of the Local statement will show the total receipts (Total Computed Amount), the total amount due the 
International and the balance due the Local or International. Balances due the Local will be the same as the amount 
of the dues remittance check. Balances due the International will carry  over to the next month in the "Previous 
Month's Balance" field. 
 
The number of dues deductions for the month being reported will be noted in the lower left corner of the Local 
Statement. 
 
III. LOCAL PROCESSING 
 
Locals should carefully review and reconcile the financial information in the Local Statement with the H-166 
Membership Dues Report, the H-167 Local Summary Report and the H-170 Dues Check Stub. Any discrepancies 
noted should be reported in writing to the International.    



Section 10.2.3A 
International/Local 

(10/09) 
 
 COMMUNICATIONS WORKERS OF AMERICA 
 (-------FLEXIBLE MESSAGE--------) 
 

 SAMPLE LOCAL STATEMENT 
01/31/91 PAGE 001 
P.U. NO.    0012301 
LOCAL #         9999 

ABC COMPANY DUES MO/YR  JAN 1996 
 

AMOUNT DUE AMOUNT DUE 
     (LOCAL)        (INT'L)     

 
TOTAL CURRENT MONEY RECEIVED  $ 260.39 
 
TOTAL BONUS MONEY RECEIVED   .00 
 
TOTAL PREVIOUS MONTH ADJS MMYY   .00 
 
RELIGIOUS OBJECTOR MONEY REC'D   .00 
 
EXPELLED MEMBER MONEY REC'D   .00 
 
PREVIOUS MONTH'S BALANCE    $ 20.00 CR 
 
PER CAPITA - MEMBERS #     5     46.98 CR 
 
PER CAPITA - AGENCY FEE PAYERS #  6    52.31 CR 
 
DEFENSE FUND             11     5.50 CR 
 
MEMBERS RELIEF FUND     31.03 CR 
 
INITIATION FEE DEDUCTION OR REFUND     .00 
 
ADVANCE PAYMENT DEDUCTION     .00 
 
EXPELLED MEMBERS     .00 
 
RELIGIOUS OBJECTORS     .00 
 
DEPENDENT UNITS     .00 
 
STANDARD DEDUCTIONS: 
 TOTAL STANDARD DEDUCTIONS     .00 
 
LOANS: 
 TOTAL LOAN DEDUCTIONS     .00 
 
BILLINGS: 
 TOTAL BILLING DEDUCTIONS     .00 
     ---------------------------------------------------------------                                 
     TOTAL COMPUTED AMOUNT  $   260.39   
     TOTAL AMOUNT DUE (INT'L)    $ 155.82 CR 
 
      LESS SUBSIDY         **24.82** 
 
          BALANCE DUE LOCAL  $ 104.59 
 
DEDUCTIONS 1 
 
**If a Local is on 70/30 split (Local Incentive Program) or (Dues Split Subsidy), in this case, a  return of $24.82 
would be issued and the check amount would be $129.41.    



Section 10.2.4 
International/Local 

(10/09) 
 DUES CHECK STUB 
 "H-170" 
 
I. OVERVIEW 
 
The Dues Check Stub, H-170, contains information regarding the dues remittance received from the Company and 
the deductions taken from the remittance by the International. 

 
Checks are made payable to the financial officer of the Local. If the Local officer's name or address is incorrect on 
the check, the International should be notified via the online process at www.cwa-secy-treas/mlo. 
 
If questions on a check arise, the check reference number and check date should be referenced on all 
correspondence. 
 
II. REPORT DESCRIPTION 
 
Following is a sample check, a description of its contents (Table 10.2.4A) and a list of approved deductions which 
may be taken from a Local's dues remittance (Table 10.2.4B) 
 

SAMPLE CHECK 
 
Payee Name     CWA Local 9999                       Check   Date  01/15/96                                                    Check Number         301301 
DUES PERIOD PROCESSING      

UNIT 
DESCRIPTION AMOUNT DESCRIPTION AMOUNT 

        01/96 0012301 DUES/FEES/REC                    260.39 PC/MEM     # 5 
DEF             #11 
MRF 
PC/AFP      # 6 
PREV MO BAL 

                46.98   C 
                  5.50   C 
                31.03   C 
                52.31   C 

20.00   C 
 
 
 
 
 
 
 
 
 

    CHECK AMOUNT           ****$104.59 
 
 

     

 
CRESTAR BANK                   COMMUNICATIONS WORKERS OF AMERICA   
WASHINGTON, DC                                                                                             DATE            CHECK  NUMBER 
        15-52                                                                                                                                               01/15/96                     301301 
            540 
 
                                                                                                                                                                                 AMOUNT OF CHECK                     
                                                                                                                                                                 ****$104.59         
                                                                                                                              VOID IF NOT CASHED WITHIN 90 DAYS 
     
PAY:  One Hundred Four and 59/100 Dollars 
 
PAY TO THE ORDER OF:        Local Secretary/Treasurer or Treasurer                       ____________________________ 
                                          Address                                                                                       Secretary-Treasurer 
                                          City, State, Zip    
                    _____________________________ 
             Authorized Countersignature 
                      



Section 10.2.4A 
International/Local 

(10/09) 
 

 TABLE 10.2.4A 
 DESCRIPTION OF CHECK CONTENTS 
 
 

 
REF 

 
REPORT HEADING 

 
DESCRIPTION 

 
1 

 
Dues Period 

 
The month and year for which dues are being remitted. 

 
2 

 
Processing Unit Number 

 
The processing unit for which dues are being remitted.  
More than one processing unit may be reported. 

 
3 

 
Description 

 
The total of dues and fees received as reported on the H-166 and 
Local Summary (DUES/FEES REC.) or the amount advanced on 
unprocessed dues (DUES ADVANCE). 

 
4 

 
Description 

 
Indicates the type of deductions the International has taken from the 
Local dues remittance.  
A list of approved deductions and their codes follow. 

 
5 

 
Amount 

 
The amount of each deduction taken from a Local’s check (as shown 
on Local Statement). 

   



 
 

Section 10.2.4B 
International/Local 

(10/09) 
 

 TABLE 10.2.4B 
 POSSIBLE DUES REMITTANCE DEDUCTIONS 
 
 

 
CODE 

 
DESCRIPTION OF DEDUCTION 

 
PC/MEM 

 
Per capita for members 

 
PC/AFP 

 
Per capita for agency fee payers 

 
DEF 

 
Defense fund for members and agency fee payers 

 
INIT. FEES 

 
International initiation fees 

 
REL OBJ ESCRW 

 
Religious objector fees held in escrow 

 
XPELLED ESCRW 

 
Expelled from Union - fees held in escrow 

 
ADVANCE 

 
Dues advance repayment 

 
PREV MO BAL 

 
Previous month's balance due International 

 
LOAN #XXXXXXX 

 
Loan payment - XXXXXXX indicates loan account number 

 
COMPUTER SVCS Payment for computer services (MUMSLink) 

 
MRF/SIF Members Relief Fund / Strategic Industry Fund 

 
LOCAL PAY DED Predetermined scheduled advance payment 

 
COPE 

 
CWA COPE contributions 

 
BILLING XXXXXX 

 
Deduction of billing due International - XXXXXX indicates the billing number 

 
PROJCT XXXXXX 

 
Contribution to Union-approved program - XXXXXX indicates the project code 

 
SUBSIDY Additional amount owed to Local on Incentive Program (Dues Split) 

 
BAL DUE INTL 

 
Amount calculated owed the International 

 



 
 

Section 10.3 
International/Local 

(10/09) 
 
 FORM SUMMARY 
 

 
FORM 

NUMBER 

 
 

FORM NAME 

 
FORM TO BE USED IN  
THESE SITUATIONS 

 
SECTION 
NUMBER 

 
MLO-117 

 
Dues Authorization and 
Membership Application 

 
Enroll new or reinstated employee 

 
10.3.1 

 
MLO-169 

 
Employee Information Update 

 
Change personal information (i.e., name, 
Social Security number and address) 

 
10.3.2 

 
MLO-504 

 
Standard Dues Report 

 
Company submitting dues which were 
processed manually or Local submitting 
hand-collected dues for an entire 
bargaining unit 

 
10.3.3 

 
MLO-80 

 
Deduction of Per Capita and 
Defense Refund for Make-up 
Dues 

 
Requesting deduction of make-up dues for 
dues paid to the Local 

 
10.3.4 

 
MLO-81 

 
Request for Automatic 
Deduction of Per Capita and 
Defense Fund for Dues Paid 
to Local 

 
Requesting automatic deduction of per 
capita and defense fund on a regular basis 
for dues paid to the Local 

 
10.3.5 

 
MLO-124 

 
Standard Deduction 
Authorization 

 
Requesting regular deductions from dues 
checks 

 
10.3.6 

 
MLO-120 

 
Member Status Change 
Notification - Member to 
Non-Member/Agency Fee 
Payer 

 
Employee resigned Union membership 

 
10.3.7 

 
MLO-121 

 
Notification of Change in 
Local Affiliation 

 
Local change or correction 

 
10.3.8 

 
MLO-123 

 
Mailing Services Request 

 
Requesting labels and listings 

 
10.3.9 

 
MLO-111 

 
Dues and Initiation Fees 
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 DUES AUTHORIZATION AND MEMBERSHIP APPLICATION 
 MLO-117 
 
I. OVERVIEW 
 
There are several documents that must be furnished to the International and the Company when new 
members and/or agency fee payers are enrolled. 
 
The section entitled "Policy" defines which documents are necessary for members and agency fee payers.  
 
The section entitled "Forms Completion and Transmittal Procedures" gives detailed instructions on 
completing and distributing the MLO-117 forms. 
 
In the past, some Locals reported both members and agency fee payers on the same form. This made 
processing at the International difficult.  
 
A new form, MLO-117B, was developed for the convenience of those Locals who choose to submit new 
agency fee payers to the Company on this form. Use of the MLO-117B is not mandatory. Please note that 
the Company copies of both MLO-117 forms are exactly the same. The Company will not be aware of 
any change. 
 
MUMS Locals have the ability to produce electronic information to be submitted. 
 
II. POLICY 
 
New members must complete a membership application card and a deduction authorization card. Agency 
fee payers must complete only a deduction authorization card.  
 
Payroll deduction authorization cards may be distributed by the Company as part of the normal hiring 
procedure or they may be distributed by the Local shop steward. Immediately following hiring of new 
employees, Locals should follow up and pursue the implementation of agreements in effect as a result of 
Union/Company Responsible Relationship clauses. (Agency fee payers are required to begin deductions 
after thirty (30) days of employment.)  
 
Membership application cards are distributed by the Local shop steward. 
 
The Local office must complete an MLO-117 form for members and may complete an MLO-117B for 
agency fee payers, if desired. The forms should be completed online at www.cwa-secy-treas.org/mlo.  
Copies of the forms should be distributed to District and Company as soon as possible. If an MLO-117 is 
not received for employees covered by an agency contract and dues are submitted, it will be assumed that 
those employees are agency fee payers. 
 
Deduction authorization cards should be sent to the Company along with their copies of the MLO-117. 
Membership application cards should be retained in the Local office. 
 
. 
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NO INITIATION FEE MONEY IS TO ACCOMPANY THE MLO-117. The International will deduct its 
initiation fees from the Local's dues remittance check after receipt of a member's first dues payment. 
 
If an MLO-117 is being submitted due to a change in member status (agency fee payer to member) and 
dues are being deducted, do not send a copy to the Company. 
 
III. FORMS COMPLETION AND TRANSMITTAL PROCEDURES 
 
Most of the MLO-117 is self-explanatory. Be sure to enter each individual's member code. These codes 
are listed at the bottom of the form. Under first dues month, enter the first month for which dues are to be 
deducted.  
 
IV.   ONLINE MLO-117 FORMS 
 
The MLO-117 forms are online and we encourage all Locals to use this method at www.cwa-secy-
treas.org/mlo.  See Section 10.3.1B for online instructions. 
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DUES AUTHORIZATION & MEMBERSHIP 

APPLICATION FOR UNION MEMBERS 
MLO-117 

 
 
(Note:  Mums sites have the ability to produce computer generated forms.  See Section 14)  

http://www.cwa-secy-treas.org/forms/MLO-117fields1.doc
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FEE AUTHORIZATION FOR  
AGENCY FEE PAYERS 

MLO-117B 

http://www.cwa-secy-treas.org/forms/MLO-117B.doc
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EMPLOYEE INFORMATION UPDATE 

 MLO-169 
 
I. OVERVIEW 
 
This form is used in conjunction with the H-166 Membership Dues Report to notify the International of 
changes in name, address and Social Security number only. 
 
Locals using MUMS may reference the Local Computerization Section for details on reporting personal 
information changes. 
 
II. POLICY 
 
If the company reports dues information to the International on computer tape, the employee should first 
report personal information changes to the company.  
 
If the change is not reflected on the H-166 within sixty (60) days, it should be reported to the International 
on this form. 
 
If the company reports to the International manually, the Local may report changes of other information 
such as work location or department through a letter or a copy of the H-166 with the changes indicated. 
 
To help you identify addresses that need correction on the H-166 Report, an asterisk (*) will appear in the 
first position preceding the street address for those individuals who have an invalid address or no address 
on file. 
 
To expedite processing, a separate MLO-169 Form should be submitted for each processing unit. 
 
In addition to the MLO-169, any updates to the Local Officer Mailing List must be submitted using the 
online MLO-109 at www.cwa-secy-treas.org/mlo. 
 
III. FORMS COMPLETION AND TRANSMITTAL PROCEDURES 
 
The MLO-169 forms are online and we encourage all Locals to use this method at www.cwa-secy-
treas.org/mlo. 
 
The name and Social Security number as reported on the H-166 must be completed for each individual for 
whom a change is being reported. The information reported via the web, or MUMS, will require the 
Member ID not a social security number. 
 
Under corrected information, only changes must be listed. 

 
A sample of this form follows.  
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EMPLOYEE INFORMATION UPDATE 

MLO-169 
 
 

(Note:  Mums sites have the ability to produce computer generated forms.  See Section 14)  

http://www.cwa-secy-treas.org/forms/MLO-169.doc
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 STANDARD DUES REPORT 
 MLO-504 
 
I. OVERVIEW 
 
The Standard Dues Report Form, MLO-504, should be used to remit dues payments for entire bargaining units. 
 
Companies should also use this form if they do not report dues by an electronic format. 
 
This form should not be used to report Sector dues. 
 
II. POLICY 
 
There are two methods of submitting the Standard Dues Report. 
 
1. All dues collected by the Company are forwarded to the International with the Standard Dues Report. The 

International calculates and deducts per capita and defense fund. The balance is returned to the Local. 
 
2. All dues collected by the Local are forwarded to the International with the Standard Dues Report. The 

International calculates and deducts per capita and defense fund. The balance is returned to the Local. 
 
III. FORMS COMPLETION AND TRANSMITTAL PROCEDURES 
 
The MLO-504 forms can be found online at www.cwa-secy.treas.org under “Forms Library”.   
 



 
 

Section 10.3.3A 
International/Local 

(10/09) 

 
 

SAMPLE STANDARD DUES REPORT 
MLO-504 

 

http://www.cwa-secy-treas.org/forms/MLO-504.doc
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 STANDARD DEDUCTION AUTHORIZATION 
 FORM MLO-124 
 
I. OVERVIEW 
 
The Standard Deduction Authorization Form, MLO-124, is used by a Local to initiate or cancel specific 
deductions from its monthly dues remittance check. The amounts deducted will be remitted monthly to 
various CWA projects/programs as specified by the Local.  
 
The section entitled "Policy" explains how these dues remittance deductions are computed and deducted. 
The section entitled "Forms Completion and Transmittal Procedures" gives detailed instructions on 
completing and distributing the forms.  
 
A copy of the current deduction codes can be obtained online at  
http://www.cwa-secy-treas.org/membership/STDDEDCOD.pdf, or via the H-166 website. 
 
II. POLICY 
 
The International requires written authorization to initiate, cancel or change any standard (recurring) dues 
remittance deduction(s). 
 
Locals may authorize deductions to any recipient(s) pre-approved by Headquarters. 
 
There are two types of deductions - open-end and closed-end. 
 

Open-end deductions are taken on an ongoing basis until cancelled by the Local in writing on Form 
MLO-124. 

 
Closed-end deductions are taken until the maximum amount specified by the Local has been 
deducted. 

 
Deductions may be taken on either a fixed basis or per member per month (PMPM) basis. 
 

Fixed deductions are taken as a constant amount, specified by the Local.  
 

Unless otherwise instructed, the International will settle fixed basis deductions against the dues 
remittance check for the largest processing unit within the Local. 

 
Per member per month (PMPM) deductions will be computed by multiplying a specified amount 
per member by the number of members as indicated on that month's H-166 Membership Dues 
Report.  

 
Agency fee payers, objectors and expelled members are not included in the Local member count.  

 
PMPM basis deductions will be settled against the Local's dues remittance for each processing unit. 

 
III. FORMS COMPLETION AND TRANSMITTAL PROCEDURES 
 
Please use the project codes and names as provided in this table when requesting standard deductions.  A 
copy of the current deduction codes can be obtained online at  
http://www.cwa-secy-treas.org/membership/STDDEDCOD.pdf, or via the H-166 website. 
 
 
The form must be completed and signed by an elected officer of the Local. 
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STANDARD DEDUCTION AUTHORIZATION FORM 

MLO-124 
 

http://www.cwa-secy-treas.org/pdfs/mlo-124.pdf
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 MEMBER STATUS CHANGE NOTIFICATION 
 MEMBER TO NON-MEMBER/AGENCY FEE PAYER 
 MLO-120 
 
I. OVERVIEW 
 
When an employee resigns his union membership, the International's records must be updated.  
 
Form MLO-120 should be used for this purpose. 
 
II. POLICY 
 
Form MLO-120 (Member Status Change Notification) should be used to report changes from member to 
non-member or agency fee payer status only. 
 
In order to expedite processing, please use  a separate report for each processing unit. 
 
III. FORMS COMPLETION AND TRANSMITTAL PROCEDURES 
 
The Local should retain members' letters of resignation in its files.  
 
These letters are not to be forwarded to the International office in Washington, D.C. 
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MEMBER STATUS CHANGE NOTIFICATION 

MEMBER TO NON-MEMBER/AGENCY FEE PAYER 
MLO-120 

 

http://www.cwa-secy-treas.org/forms/MLO-120fields.doc
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NOTIFICATION OF CHANGE IN LOCAL AFFILIATION 
 MLO-121 
 
I. OVERVIEW 
 
This form has been developed for use in notifying the District Dues Coordinator/Specialist of Local 
discrepancies when the Membership Dues Report (H-166) is incorrect. 
 
II. POLICY 
 
When a member changes Locals and the Company-reported information is not accurate, either Local may 
complete a Notification of Change in Local Affiliation,  Form MLO-121. 
 
To expedite processing, please use a separate form for each processing unit. 
 
III. FORMS COMPLETION AND TRANSMITTAL PROCEDURES 
 
Most of this form is self-explanatory.  
 
Please note that the District office is to fill in the correct Local jurisdiction after researching the problem. 
 
If the Company records are wrong, the Dues Coordinator/Specialist will notify them of the correct Local 
jurisdiction.  
 
In the explanation box, list any pertinent information (i.e. transferred in or transferred out) and, if known, 
the correct Local. 
 
This form should not be submitted to the International office in Washington, D.C. 
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NOTIFICATION OF CHANGE IN LOCAL AFFILIATION 
MLO-121 

 

http://www.cwa-secy-treas.org/forms/MLO-121fields.doc
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MAILING SERVICES REQUEST 
 MLO-123 
 
I. OVERVIEW 
 
Using the Mailing Services Request, Form MLO-123, a Local can request mailing labels or computer 
listings, or electronic files of its membership.  
 
The International's computerized system is very flexible and many options are available to Locals 
requesting this service. 
 
II. POLICY 
 
To request labels or listings, the Local President, Secretary or Secretary-Treasurer must submit the 
Mailing Services Request form to the International. 
 
One week's notice is needed to schedule these requests on the computer. 

 
 
The Local will be charged as noted below for 
labels and listings effective July 1, 1988: 
 
Pressure sensitive labels                 $3.00 handling charge 
   .01 per label 
 
Computer listings                          $3.00 handling charge 
   .05 per page 
 
Actual shipping charges will be added to the 
price of the order. 
 

 
Please remember that membership information is sensitive and should not be distributed to 
unauthorized individuals. 
 
III. FORMS COMPLETION AND TRANSMITTAL PROCEDURES 
 
Following are detailed instructions for completing the Mailing Services Request Form. 
 
The names of sections which must be completed are in bold print. 
 
REQUESTED BY 
 
Fill in the name, title, Local or District number and telephone number of the person requesting the order.  
 
The request must be authorized by the Local President, Secretary, Secretary-Treasurer or District Vice 
President by signing the form in the space provided. 
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BILLING AND PAYMENT 
 
Check the desired method of payment. 
 
The Local may have the charges deducted from the next dues check issued (D) or may be billed and pay 
by Local check (B). 
 
SHIPPING INSTRUCTIONS 
 
The order will be shipped to the individual specified in the "Requested By" section at the Local's address 
on record unless this section is completed and signed by the Local President. 
 
Specify the desired method of shipping. If the "Ship by" section is not completed, regular first class mail 
will be used.  Overnight and 2nd Day will be charged to the Local. 
 
ORDER TYPE 
 
Check the type of order being placed.  
 
A one-time order must specify the date by which the order is required.  Note:  One weeks notice is 
needed to schedule all requests.  
 
A standing order may be requested monthly during the first or second half of the month, quarterly, semi-
annually, or for up to four (4) specific months. 
 
Quarterly orders will be filled in January, April, July and October. 
 
Semi-annual orders will be filled in July and January. 
 
Standing orders will continue until the International is advised, in writing, to cancel such orders. 
 
OUTPUT REQUIREMENTS 
 
Check the type of output requested -- computer listings, pressure sensitive labels or electronic file. 
 
Be sure to indicate the quantity of each desired.  
 
Samples of standard and custom formats are shown at the end of this section. 
 
Custom format listings are flexible. Any combination of fields may be printed. 
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Custom format labels are more restricted. Labels may be selected and/or sorted in various ways but 
printing options are limited.  
 
The first line of a standard label prints processing unit number and Local number. Any or none of these 
fields may be printed on a custom label. Name and address information will print on all labels. 
 
List any special instructions. 
 
DETAILED OUTPUT SPECIFICATIONS 
 
MEMBER STATUS - Output will include members only unless specific member types are requested. 
 
PROCESSING UNITS - All processing units within the Local's jurisdiction will be included unless 
specific processing units are indicated. 
 
GOOD ADDRESSES - Output will include only individuals with good addresses unless you request that 
all individuals be included.  Note:  If requesting information for elections, “good” and “bad” addresses 
should be indicated. 
 
 
 STANDARD LABEL FORMAT 
 
Local - Processing Unit #  
First Name or Initial - Middle Initial - Last Name 
Home Street Address 
City - State Abbreviation - Zip Code 

 
 
1102  0020501   
Frank M. Adams 
1087 Curtis Drive 
Staten Island NY 10314 
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 SAMPLE CUSTOM LABEL 
 
First Name or Initial - Middle Initial - Last Name 
Home Street Address 
City - State Abbreviation - Zip Code 

 
 

 
Frank M. Adams 
1087 Curtis Drive 
Staten Island NY 10314 
 

 
  
 SAMPLE CUSTOM LABEL 
 
Processing Unit # - Local #  
First Name or Initial - Middle Initial - Last Name 
Home Street Address 
City - State Abbreviation - Zip Code 
 

 
0020501              1102 
Frank M. Adams 
1087 Curtis Drive 
Staten Island NY 10314 
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Mailing Services Request 
MLO-123 

 

http://www.cwa-secy-treas.org/forms/MLO-123.doc
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 REQUEST FOR CERTIFICATION TO COMPANY 
 FOR CHANGE IN DUES DEDUCTION 
 MLO-111 
 
The attached sample for Form MLO-111 is designed to handle requests for certification of dues and/or 
initiation fees to a company as quickly as possible.  
 
It is essential that this form be accurately completed and forwarded to the International Secretary-
Treasurer's office, through the lines of organization as established in each District. 
 
Under no circumstances will this form be accepted without the appropriate CWA staff person's 
approving signature. 
 
If Form MLO-111 is not immediately available to you, a facsimile is acceptable. 
 
Dues and initiation fees are certified to the company only by the International Secretary-Treasurer, unless 
this authority has been specifically delegated to another CWA elected officer. 
 
DUES 
 
Dues may be established or amended by a majority vote by secret ballot of the members in good standing 
of a Local.  
 
Once this action has been taken by the membership, the Local is responsible for completing and 
distributing Form MLO-111. 
 
PER CAPITA DUES 
 
The 1990 Convention established a minimum dues rate of 2¼ hours pay per member per month based on 
forty (40) hours per week. 
 
If your Local presently has percentage dues in excess of 1.3%, that percentage will be greater than the 
minimum 2¼ hours pay.  
 
For those Locals who have either a flat dollar amount or a dues rate that increases on a scale based on 
salary, some members may be paying the dollar dues rate, while others may be on the 2¼ hour minimum 
dues. 
 
INITIATION FEE 
 
The initiation fee may be established or amended in the same manner as set forth for membership dues.  
 
However, initiation fees less than $2.00 or in excess of $5.00 must be approved by the International 
Executive Board, after the Local membership has approved its adoption. 
 
To secure the Executive Board's approval, the Local must request the District Vice President to take the 
necessary actions to obtain such approval.  
 
Once the Board has acted, the District Vice President will be notified accordingly. 
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In cases where initiation fees are collected by payroll deduction, it is then the responsibility of the District 
and/or Local to request the new initiation fee be certified to the company by completing and forwarding 
Form MLO-111. 
 
Those Locals seeking Executive Board approval of an initiation fee less than $2.00 or in excess of $5.00 
may find it expedient to include, with the request to their Vice President, the completed form and bylaw 
amendment. 
 
NOTE: The Secretary-Treasurer's office will not take any action to certify a change in dues or initiation 

fee until receipt of the certification, Form MLO-111, properly executed and approved. 
 
Using the attached sample as a guide, the certification request form is completed as follows: 
 
Date:  The date the form is executed. 
 
1. Insert your Local number. 
 
2. Insert the present dues rate. If space is insufficient, show as an attachment. 
 
3. New Dues Rate: Show new dues rate. Keep in mind CWA's minimum dues are 2¼ hours pay per 

member per month based on forty (40) hours. 
 
4. Indicate frequency of deductions: i.e., weekly (52 or 48 times a year), monthly (12 times a year), 

semi-monthly (24 times a year) or bi-weekly (26 times a year).  
 
5. Date you want the new rate to become effective. Do not give the date the Local membership took 

action to amend the dues rate. Also, do not insert a retroactive date. 
 
6. If you do not know the name and address of the company official to whom the certification letter 

should be addressed, leave blank and request the District office to complete this information.  
 

If this information is not provided, it will cause a delay in notification to the company(ies) involved. 
 
7. To be completed if (a) certifying the initiation fee to a new company or (b) changing the amount to 

a new rate.  
 

If the certification form applies only to the initiation fee, then Items 2, 3 and 4 need not be 
completed. 

 
8. Bylaw Amendment: This is self-explanatory. If a bylaw amendment is required, it should be forwarded to the 

District office with the certification form.  
 

Signature and Title: Must be that of a Local officer. 
 

District Approval: Must be the signature of the District Vice President or his designated 
agent. 
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NOTE: Where signatures are required - Local officers and the District Vice President or his designated 

agent - stamped signatures are not acceptable.  
 

We must have an original signature since it is the only way we have of determining that the form 
has been properly approved, is accurate and is in accordance with the agreement between CWA 
and the company.  

 
The completed Form MLO-111 is to be distributed in accordance with the procedures established in each 
District.  
 
Do not forward the form directly to the International Secretary-Treasurer. This will only cause 
delay inasmuch as it must be returned to the District for approval. 
 
Under no circumstances will dues certification requests be accepted that call for an increase for 
several consecutive years. If such a certification is received, it will be referred back to your District Vice 
President.  
 
The Secretary-Treasurer's office will certify the immediate dues increase, but cannot maintain a follow-up 
on increases to become effective at future dates. 
 
NEW UNITS 
 
For Locals requesting certification of dues for a newly organized unit, Item 2 is to be completed by 
inserting the words "New Unit."  
 
All other information requirements remain the same.  
 
Copies of Form MLO-111 are maintained in the District and International office and may be obtained on 
request.  
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REQUEST FOR CERTIFICATION TO COMPANY FOR 
CHANGE IN DUES DEDUCTION 

MLO-111 

http://www.cwa-secy-treas.org/forms/MLO-111fields.doc


Section 10.4  (Pg 1 of 2) 
International/Local 

(10/09) 
 

Fact Sheet 
Agency Fee Objector Policy 

Public Sector Workers 
(Except New Jersey Public Workers Who Are Covered 

By the Demand and Return Policy) 
 

 
Q. What is the agency fee objector policy? 
 
A. The agency fee objector policy is the Union’s means of complying with various Supreme Court 
and lower court rulings regarding the rights of non-members who work under agency shop/union security 
agreements.  The most applicable ruling for public workers is Hudson v Chicago Teachers. 
 
Q. What are agency shop/union security agreements? 
 
A. These agreements require public workers to pay an agency fee equal to normal Union dues as a 
condition of employment.  Regardless of the wording of the agreement, none requires more than the 
payment of this agency fee to retain employment.  None can require workers to join the Union and 
become members 
 
Q. What does Hudson require? 
 
A. Hudson requires the Union to permit non-member agency fee payers in the public sector to object 
to being charged for more than the cost of collective bargaining, contract administration and grievance 
adjustment.  Such expenses are called “chargeable.”  Those that are not germane are called “non-
chargeable” and objectors have their agency fees reduced by the non-chargeable percentage. 
 
Q. How does the Union determine what percentage of their expenditures are chargeable and non-
chargeable? 
 
A. Independent accountants issue reports of chargeable and non-chargeable expenditures and 
activities as part of the annual audits of both the Local and International. The CWA Local Union 
Chargeable Expense Calculation form was created to assist the Locals in their reporting. 
 
Q. What is the average non-chargeable? 
 
A.  The average non-chargeable for the International is about 25%.  The average non-chargeable for 
Locals is generally less. 
 
Q. How are public sector agency fee payers notified about their right to object? 
 
A. The International sends all pubic sector agency fee payers a “Hudson” notice annually in May for 
the upcoming July through June objector year. It also sends new public sector employees covered by 
union security agreements the notice within a month of their hire date.  The objection period for these 
workers runs from their hire date to the following June. 
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Q. What is in a Hudson notice? 
 
A. A Hudson notice consists of a letter describing the right to object, the deadline for making 
objections, the non-chargeable percentages of the International and Local, the basis of the calculations of 
these percentages, and avenues for appeal of the Local and International calculations. Attachments 
include the full audited chargeable and non-chargeable report from the International, the summary of the 
Local audited chargeable and non-chargeable report, the audit letter from the Local’s CPA, and a list of 
chargeable and non-chargeable expenditures and activities. 
 
Q. Where are the objections sent and what happens when they are received? 
 
A. Objections are sent to the CWA’s Agency Fee Administrator in Washington.  The Agency Fee 
Administrator reviews the applications for eligibility. If the objector applicant appears to be eligible, the 
Local is contacted for final approval. If the objector applicant appears to be ineligible, he is notified by 
letter with the Local copied in. If objector applicants send their letters to the Local, the Local should 
forward them to the International 
 
Q. Is objector status permanent or do objectors have to renew each year? 
 
A. Agency fee objector status is good for one year and must be renewed. 
 
Q. Once an objector is eligible to have their agency fee reduced, is their payroll deduction 
changed? 
 
A. No. Their payroll deduction is not changed.  Objectors have their agency fees reduced by means 
of an advance reduction check.  
 
Q. What is an advance reduction and how is it calculated? 
 
A. An advance reduction is calculated by multiplying the International’s projected share of the fees 
to be paid by the objector for the upcoming year by the International’s non-chargeable and the Local’s 
share of the projected fees by the Local’s non-chargeable. The sum of these two calculations is the 
amount of the objector’s advance reduction.  A lump-sum check for the amount of the advance reduction 
is issued in July for the July through June objector year. 
 
Q. The International issues the reduction check which covers both its share and that of the 
Local. How does it recover the local’s share? 
 
A. The International bills the Local for its share. 
 
Q. So objectors get the money upfront.  What if they leave during the year? Can we get the money 
back? 
 
A. Regrettably, no. While the advance reduction system is not perfect, it is the only viable way to 
reduce the fees of objectors on a large scale. 
 
 Q. Who should the Local contact with questions about the agency fee objector policy? 
 
A. The Local should contact the Agency Fee Administrator at CWA, 501 3rd Street, NW, 
Washington, DC  20001-2797, 202-434-1346 voice, 202-434-0653 fax, hgibson@cwa-union.org 
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Fact Sheet – Agency Fee Objector Policy 

New Jersey Public Workers 
Demand and Return Policy 

 
Q. What is the agency fee objector policy for New Jersey Public Workers? 
 
A. The agency fee objector policy for New Jersey Public Workers is the Union’s means of 
complying the state’s Demand and Return policy for non-member agency fee payers. 
 
Q. How is the Demand and Return policy like an agency shop/Union security agreement? 
 
A. Agency shop/Union security agreements require agency fee payers, as a condition of 
employment, to pay an agency fee equal to the normal Union dues paid by members.  
 

New Jersey’s Demand and Return policy requires agency fee payers to pay only the percentage of 
normal Union dues that does not support members-only benefits or issues of a partisan political or 
ideological nature to a maximum of 85%. 
 
 Because the Union can only charge agency fee payers for activities that that fall outside of the 
restrictions, these activities are called “chargeable.” For administrative ease, employers withhold the 
maximum allowed. 
 
Q. How does the Union determine what percentage of their expenditures are chargeable?  
 
A. The Local and the International each engage certified public accountants to audit their accounting 
records. The CPAs issue audit reports and audit letters.  The Local’s auditor completes the CWA Local 
Union Chargeable Expense Calculation form. 
 
Q. What is the average chargeable? 
 
A.  The average chargeable for the International is about 75%.  The average chargeable for Locals is 
generally higher. 
 
Q. How are agency fee payers notified of the Union’s chargeable percentages and if their agency 
fee obligation is less than the 85% withheld? 
 
A. The International sends all agency fee payers Fair Share notice annually in May for the upcoming 
July through June objector year. It also sends new employees the notice within a month of their hire date. 
The objector period for these workers runs from the hire date to June of the following year. 
 
Q. What is in a Fair Share notice? 
 
A. A Fair Share notice contains a letter advising that  the amount withheld is greater than or less than 
the chargeable percentages, the basis of the calculations of the percentages,  and avenues for appeal of the 
Local and International calculations. Enclosures include the full audit report from the International; the 
summary of the Local’s audit report; Local’s audit letter, the Demand and Return policy and a list of 
chargeable and non-chargeable expenditures and activities. 
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If the combined chargeable percentage of the International and Local  is less than the 85% 

maximum, then an individual-specific calculation sheet and check for the further reduction is enclosed.  If 
the combined chargeable percentage is more than the 85% maximum, then only the individual-specific 
calculation sheet is enclosed. 
 
Q. Is the Local billed if their agency fee payers are sent reduction checks? 
 
A. Not necessarily. If the Local’s chargeable was more than 85%, then the check represented a 
further reduction of only the International’s portion of the agency fees and no billing is necessary. If the 
Local’s chargeable was less than 85%, than the International bills the Local for only its share of the 
reduction check.. 
 
Q. Who should the Local contact with questions about the agency fee objector policy? 
 
A. The Local should contact the agency fee administrator at, 501 Third Street, NW, Washington, DC  
20001-2797, 202-434-1346 voice, 202-434-0653 fax, hgibson@cwa-union.org. 
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Fact Sheet 

 Agency Fee Objector Policy 
Private Sector Workers 

 
 

Q. What is the agency fee objector policy? 
 
A. The agency fee objector policy is the Union’s means of complying with various Supreme Court 
and lower court rulings regarding the rights of non-members pay agency fees pursuant to agency 
shop/union security agreements.  The primary rulings for the private sector are Ellis (for RLA-organized 
workers) and Beck (for NLRA-organized workers.) 
 
Q. What are agency shop/union security agreements? 
 
A. These agreements require workers to pay an agency fee equal to normal Union dues as a 
condition of employment.  Regardless of the wording of the agreement, none requires more than the 
payment of this agency fee to retain employment.  None can require workers to join the Union and 
become members. 
 

Certain states have “Right-to-Work (for Less)” laws that prohibit unions and employers from 
negotiating these agreements.  The laws do not apply to unions organized under the Railway Labor Act, 
which for CWA, means our airline employers 
 
 
Q. What are the rights of non-member agency fee payers? 
 
A. Ellis and Beck require the Union to permit non-member agency fee payers to object to being 
charged for more than the cost of expenses germane to collective bargaining, contract administration and 
grievance adjustment.  These expenses are called “chargeable.”  Those that are not germane are called 
“non-chargeable” and objectors have their agency fees reduced by the non-chargeable percentage. 
 
Q. How is the reduction handled? Do objectors have their payroll deduction or billing statements 
changed? 
 
A. No. Payroll deductions or billing statements are not changed.  Objectors have their agency fees 
reduced by means of a lump-sum, advance reduction check. 
 
Q. How does the Union determine what percentage of expenditures are chargeable and non-
chargeable? 
 
A. The International has an independent CPA perform an audit of the expenditures and activities 
each fiscal year.  
 
Q. Does the Local also have to prepare such a report? 
 
A No, because CWA does not factor in the Local’s chargeable and non-chargeable expenses when 
calculating the agency fee reduction.  Experience has shown that locals spend less on non-chargeable 
expenditures. By not using the local’s figures, the objector gets a slightly larger reduction, but the local 
saves the expense of preparing annual chargeable expenditure reports.  However, Locals with objectors 
must have one such report on file. 
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Q. What is the average non-chargeable? 
 
A.  The average non-chargeable for the International is about 25%.  
 
Q. Is objector status permanent or do objectors have to renew each year? 
 
A. The agency fee objector year runs from July to June. Agency fee objector status is good for that 
one year and must be renewed. There are exceptions for certain workers organized under the RLA.  
  
Q. How are agency fee payers notified about their right to object? 
 
A. New employees covered by union security agreements are sent a brochure entitled Your Rights 
with Respect with Union Representation, Union Security Agreements and Agency Fee Objections within a 
month of their hire date. The objector period for these new workers runs from the hire date to the 
following June. Additionally, the International publishes the Notice Regarding Union Security 
Agreements and Agency Fee Objections from the brochure in the March issue of the CWA News 
annually for the upcoming July through June objector year 
 
Q. Where are the objections sent and what happens when they are received? 
 
A. Objections are sent to the CWA’s Agency Fee Administrator in Washington.  The Agency Fee 
Administrator reviews the applications for eligibility. If the objector applicant appears to be eligible, the 
Local is contacted for final approval. If the objector applicant appears to be ineligible, he is notified by 
letter with the Local copied in. If objector applicants send their letters to the Local, the Local should 
forward them to the International. 
 
Q. What is an advance reduction and how is it calculated? 
 
A. An advance reduction is calculated by multiplying the projected fees to be paid by the objector 
for the upcoming year by the International’s non-chargeable percentage. A lump-sum check for the 
amount is issued in July for the July through June objector year. 
 
Q. Does the advance reduction cover both the International’s per capita and local dues? 
 
A. Yes. It is a reduction of all the fees paid by the worker. The International bills the local for its 
share of the reduction. 
 
Q. So objectors get the money upfront.  What if they leave during the year? Can we get the money 
back? 
 
A. Regrettably, no. While the advance reduction system is not perfect, it is the only practical way to 
reduce the fees of objectors on a large scale. 
 
 
 Q. Who should the Local contact with questions about the agency fee objector policy? 
 
A. The Local should contact the Agency Fee Administrator at CWA., 501 Third Street, NW, 
Washington, DC  20001-2797, 202-434-1346 voice, 202-434-0653 fax, hgibson@cwa-union.org. 
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AGENCY FEE OBJECTOR  

POLICY DEFINITIONS 
 

Agency Shop/Union Security Agreements 
 
These agreements require workers to pay an agency fee equal to normal Union dues as a condition of 
employment.  Regardless of the wording of the agreement, none requires more than the payment of this 
agency fee to retain employment.  None can require workers to join the Union and become members. 
 
Certain states have “Right-to-Work (for Less)” laws that prohibit unions and employers from negotiating 
these agreements.  The laws do not apply to unions organized under the Railway Labor Act, which for 
CWA, means our airline employers. 
 
Member   
    
A member is a worker who has signed a union membership card.  This status in effect until worker 
resigns in writing.  Regardless of what local bylaws might say, membership is voluntary and the only 
legal requirement for resignations is that it be put in writing. 

Non-Member 
A non-member is a worker who has chosen not to join the Union and who does not have to pay agency 
fees because there is no agency shop/union security agreement in the contract.  
 
Agency Fee PAYER   
 
An agency fee payer is a worker who has chosen not to join the Union (or has resigned his membership) 
but who must pay agency fees (dues equivalents) as a condition of employment. 
 
This is the initial status for those working under a union security agreement, thus all newly hired workers 
are agency fee payers. This status is in effect unless the worker signs a membership card. 
 
Agency fee payers are represented by the union, but have no say in that representation.  They may not 
attend union meetings, participate in the election of officers, vote for contract acceptance or have any 
other members-only rights and privileges.   
 
Fair Share/Fair Share Payer 
 
These are terms sometimes used in the public sector for agency shop/union security agreement/agency fee 
payer. 
 
Agency Fee [Beck, Ellis, Hudson] OBJECTOR 
    
An objector is an agency fee payer who objects to paying for more than the costs of collective bargaining, 
contract administration and grievance adjustment. Generally this status is in effect only during current 
objector year.  Beck, Ellis and Hudson refer to the relevant Supreme Court ruling – Beck for NLRA-
organized units, Ellis for RLA-organized units, and Hudson for public sector units. 
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Chargeable/Non-chargeable Expenditures 
 
Expenses that are germane to collective bargaining, contract administration and grievance adjustment are 
called chargeable expenditures because we can charge an objecting fee payer for them.  Non-chargeable 
expenses are those not germane to collective bargaining, contract administration and grievance 
adjustments. The single largest non-chargeable expense is organizing. 
 
Political Objector  
   
This is a misleading term because it implies that all non-chargeable expenditures go for politics. 
 
Financial Core Member  
  
This is an ambiguous term not used by CWA. It is sometimes used to refer to agency fee payers, 
sometimes to agency fee objectors. 
 
 
 
 




