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OREGON EMPLOYEES' CHARITABLE FUND DRIVE
DONATION ENVELOPE

PROCESSING INSTRUCTIONS FOR SITE COORDINATORS

IF YOU ARE PROCESSING GIFTS FROM MULTIPLE OFFICES (PHYSICAL LOCATIONS), PLEASE PUT EACH OFFICE IN ITS OWN ENVELOPE.

CASH MANAGEMENT:

IF THERE IS CASH AS A PART OF YOUR EVENT, FOR AUDIT PURPOSES, PLEASE MAKE SURE THERE ARE TWO PEOPLE PRESENT WHEN COUNTING THE
MONEY. PLEASE CONVERT EVENT CASH TO MONEY ORDER OR CASHIER'S CHECK BEFORE SENDING. IF YOU RECEIVE CASH FROM AN
INDIVIDUAL DESIGNATED FOR A SPECIFIC CHARITY, PLEASE SEAL IT IN A SMALL ENVELOPE AND ATTACH IT TO THEIR PLEDGE FORM.

PAPER PLEDGE FORM:
1. CHECK EACH PAPER PLEDGE FORM FOR COMPLETENESS - MAKE SURE EACH HAS BEEN SIGNED.
2. SORT ALL PLEDGE FORMS INTO THREE GROUPS:
A) CASH CONTRIBUTIONS, B) CHECK CONTRIBUTIONS, AND C) PAYROLL CONTRIBUTION PLEDGES.
3. ADD UP THE TOTAL AMOUNT BY TYPE OF GIFT. FILL IN ALL COLUMNS. ENTER THE NUMBER OF PLEDGE FORMS ENCLOSED.
4. DO NOT SEND COPIES OF THE PLEDGE FORM TO PAYROLL.

EVENTS:

1. ENCLOSE A SPECIAL EVENTS FORM FOR EACH EVENT AND INDICATE WHERE GIFTS ARE TO BE DIRECTED. GENERAL GIFTS (5000) OR THE
CODE NUMBER FOR THE SPECIFIC CHARITIES.

2. IF SENDING MULTIPLE EVENTS IN ONE ENVELOPE, USE A SEPARATE LINE FOR EACH EVENT AND TOTAL THE CASH AND CHECKS FOR EACH
EVENT SEPARATELY.

3. INDICATE THE NUMBER OF PEOPLE PARTICIPATING IN THE EVENT - THIS CAN BE AN ESTIMATE.

ONLINE PLEDGES (CHECK GIFTS ONLY):

AS A COORDINATOR, YOU SHOULD BE ABLE TO SEE WHAT ONLINE CHECK GIFTS HAVE NOT BEEN COLLECTED FOR YOUR AREA. PLEASE
CONTACT THOSE EMPLOYEES TO COLLECT THEIR CHECKS. ASK THEM TO PRINT OUT A COPY OF THEIR PLEDGE FORM TO GIVE YOU WITH THE
CHECK. SHOULD YOU HAVE ANY QUESTIONS, PLEASE CALL THE CMO TEAM AT (503) 363-1651.

ADD UP THE TOTAL CHECK GIFT AMOUNT. FILL IN ALL COLUMNS. ENTER THE NUMBER OF PLEDGE FORMS ENCLOSED. MAKE ONE COPY OF THE
FRONT OF THE ENVELOPE TO KEEP FOR YOUR RECORDS. ENCLOSE PLEDGE FORMS AND CHECKS. SEAL THE REPORT ENVELOPE FLAP.

SEND YOUR COMPLETED ENVELOPE TO THE CAMPAIGN MANAGEMENT ORGANIZATION. PLEASE DON'T MAIL CASH - IF POSSIBLE, CONVERT CASH
TO A MONEY ORDER OR CASHIER'S CHECK BEFORE MAILING.

I/

CAMPAIGN MANAGEMENT ORGANIZATION

OEJ&ESEE? N CHARITABLE FUND DRIVE

CHARITADLE C/O UNITED WAY OF THE MID-WILLAMETTE VALLEY
] | 455 BLILER AVE NE, SALEM, OR 97301

AUDITING: THE CMO WILL AUDIT THE CONTENTS OF REPORT ENVELOPES.



o READ INSTRUCTIONS ON THE BACK OF THIS ENVELOPE BEFORE STARTING.
e THIS FORM SHOULD SUMMARIZE THE CONTENTS OF THIS ENVELOPE ONLY.
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OREGON EMPLOYEES' CHARITABLE FUND DRIVE
DONATION ENVELOPE

o PLEASE PRINT CLEARLY AND COMPLETE ALL APPLICABLE BOXES BELOW.

¢ INCLUDE ONLY ONE OFFICE LOCATION PER ENVELOPE.
e PLEASE SEAL THIS ENVELOPE BEFORE SENDING TO THE CAMPAIGN

MANAGEMENT ORGANIZATION.

YOUR NAME PHONE

SITE NAME (ONLY ONE PER ENVELOPE)

ADDRESS CITY ZIP CODE
DEPARTMENT

COORDINATOR NAME

COORDINATOR PHONE

DATE TOTAL $ IN ENVELOPE TOTAL # OF PLEDGE FORMS IN THIS ENVELOPE
CHECKS CASH PAYROLL CONTRIBUTION $ TOTAL AMOUNT
$ $ $ $
PAPER PLEDGES
# OF FORMS # OF FORMS # OF FORMS # TOTAL OF PLEDGE FORMS
CHECKS
$ # OF CHECKS
ONLINE CHECK PLEDGES
CHECKS CASH # OF PEOPLE WHO GAVE $ TOTAL AMOUNT
$ $ $ $
EVENT #1
$ $ $ $
EVENT #2
$ $ $ $
EVENT #3

o PLEASE ENCLOSE PLEDGE FORMS, IN ADDITION TO ALL CHECKS.
o MAIL THIS ENVELOPE TO THE CAMPAIGN MANAGEMENT ORGANIZATION (ADDRESS ON BACK)

ORrEGON

EMPLOYEES'
CHARITABLE

FUND DRIVE

$ TOTAL EVENT AMOUNT

THANK YOU FOR INVESTING IN
LOCAL COMMUNITIES WITHIN OUR

BEAUTIFUL STATE
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ALL COSTS FOR THE FUND DRIVE (LIKE THIS DONATION ENVELOPE) ARE PAID BY
THE PARTICIPATING CHARITITES, AND ARE NEVER WITHHELD FROM DONATIONS.




