
CFC Keyworker Information
PLEDGE CARD
1. Review all information on each pledge card for legibility and accuracy.  All amounts should be entered in CIVILIANS section of the pledge card.

2.
Verify each contributor's donation for accuracy.  All payroll deductions should be for 26 pay periods.

3. Contributors requesting payroll deductions must sign their pledge cards in the appropriate space authorizing payroll to deduct the biweekly amounts for 26 pay periods.  Payroll deductions will begin the first or second pay period in January 2005.

4.
Pledge cards submitted for payroll deductions will be returned if not signed in the

appropriate space.  This will delay the processing of the entire package.
5.
Contributors must indicate whether they want designated charities to acknowledge receipt of their donations.  If yes, contributor must write home address or email address in the appropriate space.  

6. Each charity and federation has a 4-digit code.  These codes are found with the name of the federation or charity in the 2004 Catalog of Caring.  PLEASE make sure the contributor enters the 4-digit code(s) in the appropriate space.

CFC PLEDGE CARD CARRIER (FORM 100)
1.
PLEASE fill in your name, telephone number and date in the space provided on the form.  This helps if there is a discrepancy.

2.
Insert into each white pocket a white copy (Copy #2)of the pledge card.  If the contribution is cash or a check, attached the cash or check with a paperclip BEHIND the pledge card.

3.
A copy of all payroll contributions (Copy #1-Yellow) should be inserted into the yellow

pocket of the pledge card carrier.

4.
If the donation is cash or a check, the yellow payroll deduction slip should not be placed in the yellow pocket.  RETURN YELLOW AND BLUE COPIES to the contributor if the donation is cash or a check.

5.
Remember BLUE COPY is the contributor's receipt.

6.
Check to make sure all information, especially the Reporting  Number, is correct on each pledge card, and that all checks and cash have been inserted BEHIND the pledge card. 

7.
HAND DELIVER TO YOUR COORDINATOR.
Do not forward pledge card carriers through interdepartmental mail.

CONFIDENTIAL CONTRIBUTIONS
The contributor should place the white copy of the pledge card (Copy #2) in a plain business size envelope along with the cash or check donation.  The envelope should be sealed by the contributor and marked "CONFIDENTIAL".  The keyworker should write the Reporting Number on the envelope.  Keep a record of the number of confidential gifts.  

If the donation is a confidential payroll deduction gift, the contributor should place the payroll deduction gift copy (Copy #1) in another business size envelope, mark it "CONFIDENTIAL - PAYROLL".  Staple the envelope(s) to the pledge card carrier.

If you have any questions concerning the campaign you may call your Campaign Manager, Coordinator, or your Account Executive.  

EAGLE AWARDS
1.
Don't forget to total the number of Eagle Award recipients  (contributions of 1% or 2% of annual income) and maintain a record.  

2.
Eagle pins will be delivered to Coordinators upon request.

