THE PLEDGE FORM

Please check each pledge card for completeness and accuracy. The Following guide can be used to

instruct donors in completing the form; and be used by Keyworkers as a checklist.
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TOP 5 COMMON ERRORS

1. Illegible. If it is unreadable, the pledge may not be processed correctly.

2. Monthly gift is listed as the annual gift - when specifying your gift to each agency fill in the ANNUAL AMOUNT
3. Designation to an invalid agency code. Pledges can only be made to agencies listed in this camaign’s charity listing.

4. Form isn’t signed - payroll deduction cannot be authorized if the form isn’t signed.
5. Social Security Number  or EIN (pends on Agency) is not provided- payroll deduction can not be authorized without the SSN/EIN.
Step 3 - Fill in the 5 digit CFC agency code number (as listed in the Charity Listing


or on the website www.cfcgive.org) and the


annual amount of the designation to each charity. If more than 5 choices use additional pledge forms and keep together.








Step 1 - Print


name, work


address,


telephone


number, and your


Federal Agency. Include RANK








Step 2 - Fill in the


appropriate boxes for either


military or civilian, the


monthly / periodical deduction,


and the total. Fill out the


“Other” section if making a


cash or check contribution.








Copy1-payroll


Copy2- PCFO


Copy3- Donor





Step 5- Make sure the pledge form is signed and dated and social security number or EIN (agencyspecific) is provided if using payroll deduction. Cash or checks do not need to.








Step 6 - Contributors keep


copy #3 for their records. Keep copies #1 and #2 together, and turn them into your CFC point of contact. Pledge totals (up to 50) reported on CFC Progress report. Copy 1 turned into finance and Copy2 submitted w/ Progress Report. 











Step 4 - If you would like your name, HOME address, E-mail address and/or the amount of your pledge released to the agencies you designated funds to, check those boxes & fill out info. If you do not fill out this section your information will not be released.This information will only be released to the agencies you have chosen and NO OTHERS.











