KEYWORKER TURN IN PROCEDURES

Pledges received from donors should be turned in on a weekly basis to the designated project officer for their unit for immediate processing. This enhances donor confidence in the CFC process. Keyworkers are responsible for:

1) Distribution/Collection Paper Pledge cards: Controlled Roster item (ie pledge forms numbered) so use a log to track distribution of pledge cards and then have individuals return pledge card (whether used or blank) and sign log to acknowledge return. This provides another layer of protection to account for pledges

2) Verifying that pledge cards are legible and filled out completely and accurately.

3) Ensuring that cash and check contributions match the amounts indicated on the pledge forms.

4) Verifying the total pledge matches the amount designated to the charities.

5) Verifying the use of five digit charity codes; none start with zero.

6) Batching pledge forms for CFC Progress Report and turn-in:

a) White Copies (Copy 2) are separated into cash, check, and payroll deduction.

b) Cash should be secured to the white copy of each pledge form with a paper clip or tucked between the top and second copy of the form. DO NOT STAPLE CASH TO THE PLEDGE FORMS.
c) Payroll Deductions are signed, and include a SSN/EIN. The white copies are submitted by LE with CFC Progress Report (max 50 pledge cards per report)

d) The Yellow copies (Copy 3) are for the donor for tax records – return to them if turned in.

7) The total amount and number of donors for each Cash, Check, Payroll Deduction donation is then recorded on the CFC Progress Report.

8) If a confidential contribution is received, it SHOULD NOT be recorded with any of the reported totals. Confidential envelopes should remain sealed until processed by the PCFO (CFC Staff). Simply indicate the number of confidential donations (if any) on top of the Progress Report it is submitted with.

9) Sign the report for where indicated. The yellow copy of the CFC Progress Report is for Coordinator’s records. Turn in the forms and report to the assigned project officer.

10) LEs will collect from Project Officer and verify pledges/reports. LEs submit to PCFO.

DO NOT DROP OFF THE REPORT/PLEDGES AND LEAVE IT UNATTENDED. The assigned project

officer must verify content and sign it in the presence of the keyworker to relieve the keyworker of responsibility for the report and pledge contents. LEs will Pick-up donor gifts and awards and drop-off to the project officer at the end of the campaign.

TYPICAL PLEDGE AND REPORTING QUESTIONS
Q: Can a donor give to more than 5 agencies?

A: If a donor wants to give to more than 5 agencies, have them fill out 2 (3 if more than 10 agencies)

additional pledge forms indicating the CFC agencies that they want to contribute to, along with the annual

amount for each. Combine all form and turn them in to the PCFO. The first form should include the total

amount of payroll deduction for all charities selected.

Q: Will confidential donations be counted towards Awards?

A: YES- PCFO updates records to include confidential gifts. Many other anonymous factors also adjust totals - pledges received or cancelled by mail, NSF or checks that were cancelled, and corrections made to turn-ins.

Q: Can a donor give to an agency in another CFC or one that isn't listed?

A: NO, contributions can only be made to the CFC agencies listed for this campaign. Tell donors that ask this

question to encourage those agencies to apply next year - applications are available at www.cfcgive.org and are

updated annually in February for the Fall campaign.

Q: Can a donor give a one-time contribution through payroll deduction?

A: Typically not - while the CFC could receive and distribute funds, most payroll offices are not setup for this.

Q: Can Military Retirees Donate?
A: YES, they can give by cash or check only. They should indicate branch and retired under federal agency.
