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PLEDGE TRANSMITTAL REPORT

[bookmark: Text16][bookmark: _GoBack][bookmark: Text17]Date:       		Agency Name:       
[bookmark: Text18][bookmark: Text19]
Coordinator Name:       		Agency Code:       	
[bookmark: Text20][bookmark: Text21]
Coordinator Phone:       		Agency Address:       

[bookmark: Check1][bookmark: Check2][bookmark: Check3]This report is my:    |_| First Report 	|_| Additional Report	|_| Final Report     

This report should be mailed to:			
								
	Commonwealth of Virginia Campaign			Report #___ of ____
            Pledge Processing Center				
	P O Box 41069          	             
	Norfolk, VA  23541-1069 

        For Fedex or UPS deliveries, use:  2515 Walmer Avenue, Norfolk, VA  23513
			
		[image: wb01372_]Checklist for Coordinators:  Check Each Step as you Complete it!


	For all PAYROLL DEDUCTIONS and CREDIT CARD donations:
	[bookmark: Check4]|_|  Include the Yellow copy or the pledge card
[bookmark: Check5]|_|  Ensure employee signature is on the Yellow and White copies


	|_|  THE WHITE COPY OF ALL PAYROLL-DEDUCTION PLEDGES MUST BE SENT TO YOUR AGENCY’S PAYROLL OFFICER.  

	
For CASH, CHECK, or 
MONEY ORDER donations:
	[bookmark: Check6]|_|  Include the Yellow copy of the Pledge Card.
[bookmark: Check7]|_|  Include the deposit slip for monies deposited directly to Bank 
      of America.
[bookmark: Check8]|_|  Include Checks and Money Orders.  Convert Cash to a check or 
      money order.  DO NOT MAIL CASH.



Do NOT include gifts by payroll deductions that are made via any ON-LINE SYSTEM.
	Transmittal Summary

	
Transaction Type
	Number of Employees Giving On This Report
	
Total Giving ($)

	Payroll Deduction
	[bookmark: Text7]     
	[bookmark: Text12]$     

	Credit Card
	[bookmark: Text8]     
	$     

	Cash4, Check, or Money Order
	[bookmark: Text9]     
	$     

	
Total Giving this Report
	[bookmark: Text11]
     
	
$     


[bookmark: Text13]Comments:       

[bookmark: Text14][bookmark: Text15]Prepared by:           Verified By:                     

Notes to Coordinators:
1. Keep a copy of your transmittals.  You may want to assign a sequential number to each document (use the Comments Field) for easier reference.
2. Send transmittals weekly.  Do not send transmittals for weeks you have no collections.
3. Print clearly or use the fill-in-form feature to avoid confusion.
4. Do not send CASH or COINS.  Convert to a check or money order.
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