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Turning in Pledges & Completing the Envelope Process

Coordinators should turn in the campaign pledges on a periodic basis (especially larger commands of 200+ employees).  Turning in reports regularly keeps you from having to hold cash, checks, and pledge forms. 

The pledge forms are printed in carbon copy.  The 3rd copy should be given to the employee who participates (donor)  – this is to be used for their tax records.  Your CFC Representative will give you campaign reporting envelopes in which to enclose respective copies of the pledge forms and cash/check contributions.  

Enclose the 2nd (middle) CFCSHR OFFICE copy of ALL payroll, cash & check pledges, along with the cash or check in the large Campaign Collection Envelope and complete the information on the front of the envelope, to include the total number of leadership recognition gifts needed.  Include a copy of your completed Campaign Report Sheet inside this envelope as this also helps determine leadership gift totals.
Return the large Campaign Collection Envelope to the CFCSHR Office periodically and particularly by the due date, December 15th.  

Enclose the 1st (top) PAYROLL/PSD copy of each carbon pledge form for those donors who are giving a Payroll deduction only AND  enclose ALL donor printed/signed NEXUS payroll pledge copies; whereby, the donor contributes via payroll deduction, inside the small Campaign Payroll Envelope and Submit to your Agency/Commands’ Payroll/PSD/SPO office by December 1st. 
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CAMPAIGN COLLECTION ENVELOPE

CFC Account # (No UIC): (o on Canpaign Accoun Repors)
Federal Agency / Command.
Coordinator:

Coordinator Phone: Email

“LOSE ONLY THE MIDDLE CARBON “CFCSHR OFFICE COPY”

Complete information below according to pledges inside this envelope

Pledge Type Total # of Donors _Total $ Amount
Payroll Deduction / Allotment s
CASH ONLY s
CHECKS ONLY s
TOTAL EMPLOYEE GIVING s
Special Events / Fundralsing s

(i.c_bake sale il cookoff. eic)

FINALTOTAL S

DEADLINE TO SUBMIT ALL PLEDGES TO CFC: 15 DECEMBER

CFCSHR CANNOT ACCEPT PLEDGES AFTER THIS DATE

2 UEADERSHIP GIVING: Enter total count below for those giving at the listed
leadership giving levels & who indicate on their pledge that they want a gift

#Flag #Eagle

SHLLI9Y  S1.200+

%UA\OR COPY (iast carbon copy): All donors MUST keep their “DONOR
OPY" for Tax purposes. CFCSHR DOES NOT PRODUCE A TAX LETTER

dope (NEXUS i sparte Col. Env) e CFCSHR, 2515 Walmer Avense,Norfolk, VA 23813
5500 or cishr@uitedvaysdrong

D/REMOTE LOCATION or useany met
fmpton Roads | POBox 41119  Nerflk. v

CFCSHR OFFICE AUDIT USE ONLY

s racking t:
19

Ipe TottofDoners___Towt Pigges
Contimed Payol Dedicion: s

Confirmed Total s

CFC Auditor / Date:

W cToshr o Revised 2076
Lead Commit care

AND CASH/CHECK PAYMENTS INSIDE THIS ENVELOPE (No myPay):

Submit ALL carbon PAYROLL/PSD Copies
and ALL NEXUS Payroll copies (signed by
donor) inside Payroll Envelope to your
Command Pass Coordinator (CPC) or Federal
Agency’s Payroll Office or SPO.

PAYROLL ENVELOPE

CHECK THIS BOX IF MILITARY PLEDGES ARE INSIDE ONLY
CHECK THIS BOX IF CIVILIAN PLEDGES ARE INSIDE ONLY

L e

sproll Envelops & Miliary pledges o Military p
ersa. Subit o agency commmd’s CSR CPC Payroll Adns persons

DONOT accep Ciilisn payrll deducion

2. Eacloe the “PAYROLL/PSD COPY” op copofall CARBON pldges AND all CFC NEXUS Oaline Payell(rntedsigned)
pledse forms. DO NOT INCLUDE MYPAY, CASH OR CHECK PLEDGES & MONIES IN THIS ENVELOPE,

DEADLINE TO SUBMIT PAYROLL PLEDGES: 1 DECEMBER

Federal Agency / Command:

Address:

city: State: Zip:

Coordinator Name:

Phone: Email:

Department Key Worker Name (fapplicable):
Phone Email:

For Coordinator/Key Worker Use Only

Total # of Payroll Pledges Total Amount: § ue:

AirForee Navy Civilian
o USCoastGuad < PostOR

S US Fedena Agency

Coordinator Sigaature: D

FOR PSD/PAYROLL OFFICE USE ONL
Confinmed Total # of Dovors: Confirmed Total Pledge Ame

SaffName:
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