
Reporting
Coordinators are responsible for collecting paper pledges from their Keyworkers and reporting those pledges weekly every Thursday during the campaign. The first report day is Thursday, October 11th.
Collecting Pledges
· Set a weekly deadline for your Keyworkers to submit to you all pledge forms they have collected.  

· Collect the pledge card carriers from your Keyworkers. Check the contents: all white copies go in the top, white pocket of the carrier with any checks or cash attached to the pledge.  All yellow payroll deduction pledge forms are in the lower, yellow pocket of the pledge card carrier. Confidential gifts should be in sealed envelopes and stapled to the upper right corner of the white pocket (look for staple icon).

Reporting Pledges in MANAGE
· Use CFCNCA’s online campaign tool MANAGE to report all pledges collected by your IC’s Keyworkers each week.  Log on to Manage at manage.cfcnca.org.  You user name is: firstname.lastname.  Use the password “Password1” the first time you log on.

· In MANAGE, go to “report a deposit.” Enter the information on the outside of the pledge card carriers into MANAGE. 

· As prompted, print a Deposit Report, called “Form 200.” Two copies will print: “audit copy” to place in the outside pocket of the Deposit Bag; and “receipt copy” to keep for your records.

Preparing the Deposit Bag
· Separate each pledge card carrier you reported into two parts: white pocket and yellow pocket.

· Put all white pockets into the plastic deposit bag.

· Put the printed deposit report labeled “audit copy” in the outside pocket of the deposit bag.

· Attach the yellow pockets to the outside of the deposit bag.  NIA will deliver these forms to the payroll office. 

· Check your work. 

· Seal the plastic deposit bag—note, the plastic bags are “tamper-proof” and, once sealed, cannot be reopened.  If you need to open the plastic deposit bag, you must reenter the deposit under a new plastic deposit bag number.  Call 301-443-2293 for further information.

Where do I deliver the deposits?
· On Campus: Deliver deposit bag(s) to NIH Federal Credit Union in Building 31 branch by 12 noon. Bring your receipt copy of the form 200 for the Credit Union staff to sign—this will be you receipt. 

· Off Campus Coordinators:  Deliver your deposit bag(s) to Christine Brake at one of the scheduled pick up locations (schedule attached).

Questions? Problems!   Call Christine Brake (office-301-443-2293, cell-703-407-1909) or send an e-mail to nihcfc2012@mail.nih.gov
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