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2010 Commonwealth of Virginia Campaign

Campaign Associate Report 

Campaign Associate Name: 
  Phone:


Department:


Note: 
· Please encourage employees to make on-line donations if possible.  If they do not want to use the on-line pledge systems, please provide them with a paper pledge card (available from the Lindsey House or HR Express). 

· This report should reflect paper pledges only.  

· Please do not hold CVC cash or checks.  Deposit as often as necessary in CVC drop boxes!  
(See instructions below)
	Type of Contribution

	# of Contributors
	Total Contributed 



	Cash
	
	$

	Checks
	
	$

	Credit Cards
	
	$

	Payroll Deduction Contributions
	
	$

	Declined to contribute
	
	N/A

	TOTALS
	
	$ 


This report is my:

_______ First Report

_______ Additional Report

_______ Final Report
	This report completed by: 

	

	Name
  Phone 
  Date 





Please print clearly and keep a copy of the transmittal report.  

Contact Debbie Fitzgerald at dmfitzge@vcu.edu or Marie Greenwood at mgreenwood@mcvh-vcu.edu
 if you have any questions.

2010 Commonwealth of Virginia Campaign

Campaign Associate Report 

Processing Instructions

The pledge cards consist of three copies (White, Yellow and Pink).  The employee retains the pink copy.  White and yellow copies are returned with the report.
· Make sure all pledge cards are signed!

· If payroll deduction, make sure per pay period amount x number of pay periods equals total.

· Sort pledge cards by category:  payroll deduction, credit card, cash (place cash behind pledge card), check or money order (place check or money order behind pledge card), stock, or declined to contribute.
· Count the number of pledge cards for each category and enter the total on the report.

· Total the dollar value of each pledge category and enter the total on the report.

· Paper clip or put a rubber band around each group of cards.

· Using departmental list, calculate the number of pledge cards outstanding and enter on report.

· Place report and cards in sealed envelope and mark clearly “CVC”.

· Deliver to University Cashier Drop Boxes:

1. VMI Building: 1000 E. Marshall Street, Room 323, Student Services Center, 8:00 a.m. - 4:30 p.m. (drop box)

2. Cashiers Office, 1015 Floyd Avenue, 1st floor, 8:00 am - 5:00 pm (drop box) or 9:00 a.m. - 3:00 p.m. (cashier’s window).

3. VCU Health System HR Express, Main Hospital, 2nd Floor.
· Reports are due by Wednesday (see dates below), but can certainly be delivered early if complete.



October 6, 13, 20, 27 and November 3, 10, 17, 24.
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