CAMPAIGN REPORT 

INSTRUCTIONS

2011
IF YOU USE PLEDGE FORMS PROVIDED BY UNITED WAY:

Return the WHITE copy to United Way in the campaign envelope

The YELLOW copy is for the company payroll department
The PINK copy is for the employee
IMPORTANT:  Anyone using a credit card for method of payment will need to include the V code (last 3 digits) located on the back of the credit card and the billing address zip code, or bring their card to the United Way office to be processed.
FUNDRAISERS/SPECIAL EVENTS – A place is now provided on the envelope to record these.   They do not need to be recorded on any other card or on the listing sheet.

RETURN TO UNITED WAY

CAMPAIGN REPORT - On a standard 10x13 envelope please list the following information:   total employees, number pledging and dollar amounts.  Please separate donations by Payroll, Cash, Check, Credit Card and Direct Bill.  Credit cards are counted same as cash.  Please mark at the top of the envelope if there are pledges that are designated to a particular agency, if there are Leadership Donors pledges included in the packet, and if the company qualifies for an Employee Award.   Partial reports are accepted.  Please make sure the person completing the envelope signs the envelope.  Please seal the envelope.  Please mark billing instructions on the front of this envelope.
White copy of pledge form
LEADERSHIP GIVING SHEET with name and amount of pledge of the individual donor from your company.  If leadership is with a spouse, also list his/her name and place of employment.  

CAMPAIGNING TO POTENTIAL goal sheet – return bottom portion indicating if company qualifies for a Gold, Silver, or Bronze employee award.  This can be calculated by a company as a whole or by departments within a company.  If you qualify for one of these awards, your company will be listed in the Annual Report.  IF YOU QUALIFY, PLEASE CHECK EMPLOYEE AWARD SHEET ON FRONT OF ENVELOPE.
AGENCY DESIGNATIONS- If an employee would like to designate to a particular agency, the name and address of the designated agency should be written on the comment line at the bottom of the pledge card.  All designations to non-qualifying organizations, without a valid 501(c)3, will be considered pledged to United Way.
SEE SECOND PAGE IF YOU USE PLEDGE FORMS PROVIDED BY YOUR COMPANY
IF YOU DO NOT USE PLEDGE FORMS PROVIDED BY UNITED WAY
PAYROLL DEDUCTION FORMS – These are recorded on the Listing Sheet provided and are then sent directly to the company payroll office
RETURN TO UNITED WAY:

CAMPAIGN REPORT ENVELOPE - Check to make sure a standard 10 x 13 envelope is completely filled out to include total employment, number pledging and dollar amounts.  Please separate donations by Payroll, Cash, Check, Credit Card and Direct Bill.  Credit cards as counted same as cash.   Please mark at the top of the envelope if there are pledges that are designated to a particular agency and if there are Leadership Donors included in the packet.  Partial reports are accepted.  Please make sure the person completing the envelope signs and seals the envelope.  Please mark billing instructions on the front of this envelope.
LISTING SHEET with each contributor’s name, amount of pledge, and pledge type, AND/OR a copy of the original pledge form.

CASH/CHECK, BILL DIRECT, CREDIT CARD EMPLOYEE PLEDGE FORMS – Bill direct – an individual that wants to be billed directly by United Way either at their place of employment or their home.   Please make sure an address is included for billing.   
AGENCY DESIGNATIONS- If an employee would like to designate to a particular agency, the name of the designated agency should be written on the front of the pledge form, and a copy of the form returned in the campaign envelope, regardless of the type of pledge.  All designations to non-qualifying organizations, without a valid 501(c)3, will be considered pledged to United Way.
LEADERSHIP GIVING SHEET with name and amount of pledge of the individual donor from your company.  If leadership is with a spouse, also list his/her name and place of employment in the comment field.  (Also list leadership givers on the white listing sheet.)  PLEASE MAKE A COPY OF THE CARD IF PAYROLL DEDUCTION.

CAMPAIGNING TO POTENTIAL goal sheet - return bottom portion indicating if company qualifies for a Gold, Silver, or Bronze employee award.  This can be calculated by a company as a whole or by departments within a company.  If you qualify for one of these awards, your company will be listed in the Annual Report.  IF YOU QUALIFY, PLEASE CHECK EMPLOYEE AWARD SHEET ON FRONT OF ENVELOPE.
If you have any questions, please contact Judy Dial, judy.dial@uwlawton.org or Erin Somes, erin.somes@uwlawton.org or call 355-0218
