	"Your small change can make a big change"
Campaign Managers Report
	The Campaign Manager’s Report is used to send to the vendor all non-electronic donations whether pledge forms or fundraising monies.
Cash Gifts and Fundraisers
Campaign managers can bring Cash Contributions (pledges or fundraisers)to any SunTrust Bank branch, make a deposit (Account number on form), attach the deposit slip to a pledge form and this form, and mail the Atlanta address on the form.
If no Sun Trust Bank branch is convenient for you, convert the cash to a check or Money order and submit as below. 
Check Gifts
Coordinators should copy all checks and mail the checks and this form to the Atlanta Address on the form.
Keep copies of checks, pledge forms and Campaign Manager report.
For the 2011-12 campaign, any paper pledge forms will be entered into the On-line pledge system at the office of the vendor. No Coordinator should have to enter a pledge for an employee at their site. Those will be forwarded to the processing site to the address on the form.
If you are one of the state agencies that manually update your payroll from pledge forms, please make a copy of the forms for your purpose.
Please note that all contributions 2011-12 contributions are being processed by the vendor. No money is to be mailed to State Personnel Administration.


INSTRUCTIONS FOR COMPLETING THE CAMPAIGN MANAGER REPORT
Top half of form
Date – current date
Report # - sequential number assigned by coordinator
Agency/Facility name – Name of your organization, University, or college
Campaign Manager – Coordinator name
Phone – Coordinator’s phone #
Email  - Coordinators’ email
Payroll Code – Numeric code
Bottom half of form
Note address for mailing.
Note account number if making deposit
Count the number of pledge forms you are including in packet for each type of donation. Enter in appropriate place in # of Employees column.
Total up amount of each transaction and write in appropriate place in Total Amount Contributed.
Total amount forwarding and enter into Total this report.
Sign and date.
Fundraiser Money
Again, all fundraising money should be converted to a money order or check before including in the mailing.
On a blank pledge form, write Fundraiser on the form and amount you are forwarding. If the fundraiser is dedicated to a specific charity, please note that on the form as well using the 6-digit code for the charity. Mail as above.
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