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2011 CFC Norcal Campaign Reporting Envelope
Unit Number_____________ Envelope Number ____
Contact the CFC Office at (916) 442-4016 if you don't know your agency’s Unit Number

Agency Name______________________________________________________________________________
Service Name______________________________________________________________________________
Service Address____________________________________________________________________________
Service City & ZIP___________________________________________________

Keyworker Name___________________________________________________________________________
Address______________________________________________________________________
Phone________________________________________________________________________
E-Mail________________________________________________________________________

Coordinator Name__________________________________________________________________________
Address______________________________________________________________________
Phone________________________________________________________________________
E-Mail________________________________________________________________________

Loaned Executive Name______________________________________________

Number of Employees at Service _________________________________________________

Service Commissioner/Administrator/Director Name & Title

_________________________________________________________________________________________

	
	Number of Contributors
	Total Dollar Amount

	Payroll Deduction
	
	

	Cash/Check/Money Order
	
	

	Total
	
	

	

	Did your Service have a kick-off? (Yes/No)
	How many kick-offs?

	Type of Special Event(s)

	Number of Special Event(s)

	Number of Contributors

	Total Dollar Amount

	

	CFC Office Use Only

	# Coins Distributed
	Date
	By

	Date Rec’d by LE
	Date Rec’d by PCFO

	Cash Audit Date
	By

	Data Entry Date
	By


CFC Norcal Contributor Information Record
Unit Number_________ Envelope Number____
	#
	Contributor Name
	Deduction per pay period
	Check/ Money Order
Amount
	Check/ Money Order Number
	Cash
Amount
	Total Gift 
Amount
	Coin

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	

	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	

	11
	
	
	
	
	
	
	

	12
	
	
	
	
	
	
	

	13
	
	
	
	
	
	
	

	14
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	

	16
	
	
	
	
	
	
	

	17
	
	
	
	
	
	
	

	18
	
	
	
	
	
	
	

	19
	
	
	
	
	
	
	

	20
	
	
	
	
	
	
	

	21
	
	
	
	
	
	
	

	22
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	

	24
	
	
	
	
	
	
	

	25
	
	
	
	
	
	
	

	TOTAL Dollars
	
	
	
	
	
	

	Total Donors
	
	
	
	
	
	


CFC Norcal Campaign Procedures:


Create CFC Bulletin Board: CFC dates, brochure, pledge form, Go Green with CFC flyer, poster, door prize flyer, commemorative coin flyer, employee express flyer, etc.


Agency director endorsement letter to all employees explains: CFC Season is Sept-Dec & the new Go Green with CFC encourages employees to use Employee Express (EEX), ePledging and charity search at �HYPERLINK "http://www.cfcnorcal.com"�www.cfcnorcal.com�


Pledge forms can be obtained from CFC headquarters office:  916-442-4016


Plan kick-off & invite all employees: Charity speakers, agency director & employees provide presentations.  Show CFC DVD & explain how employees can give to the charity of their choice.


Collect pledge forms (employees using EEX & ePledging will need to inform you of their gift).


Return “Payroll” copy to your office payroll & “CFC Office” copy is enclosed in envelope.


Give Campaign Reporting Envelope to your Loaned Executive.








