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When making arrangements for the United Way representative to pick up the campaign donation envelope, allow enough time to review everything with him or her.  For security purposes, you both must agree on totals and sign off on both the envelope and the cash sheet before he or she leaves your workplace.  Below are instructions to assist with completing the paperwork:
1. Review pledge forms and ensure all names and amounts are filled out legibly and completely.  Every donation, regardless of type, must have a pledge form completed – i.e. employee (with the donor’s name), corporate, special event.  Make sure that all pledge forms are signed by the donor.  Donations by payroll deduction will not be processed by your payroll department without the donor’s signature.
2. Sort all employee pledge forms into groups by method of payment (cash, cheque - payable to United Way, current credit card - Visa, Mastercard, American Express each in their own pile, post-dated cheques, monthly/post-dated credit cards - each in their own separate pile, pre-authorized payments - those directly from a bank account where the donor provides a void cheque attached to his pledge form and payroll).
3. Arrange each group alphabetically by last name.
4. Total each pile of pledge forms with an adding machine and attach the tape from the adding machine to the top of the corresponding pile of pledge forms.  Verify the actual cash and cheque donations match the corresponding amounts on each of the tapes for the cash and cheque piles.

5. Using the totals from each tape, transfer the corresponding totals to the appropriate boxes on the envelope.

6. Enter special events and corporate amounts on the envelope if applicable.
7. Total each column on the envelope accordingly.

8. Complete the cash sheet for all current donations.  Transfer information to Column E on the deposit information section of the envelope.  Boxes E and F should be the same.  When handling and counting coin, roll whenever you have enough for a full roll - use proper coin rollers either from a bank or purchased from a store.
9. Once the cash sheet and envelope have been completed and signed by both the workplace representative and the United Way representative, take a copy of each for your records.
10. Make the necessary arrangements with your United Way representative regarding copies of payroll deduction pledge forms being made and delivered to your payroll department to ensure that deductions begin on time and are done accurately.

11. Submit the envelopes on a regular basis to ensure that you are not responsible for holding substantial amounts of money and to ensure cheque and credit card donations are processed promptly.
If you have any questions, or need additional supplies please call your United Way representative.  Thank you and good luck with your campaign!
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