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How to use the Donor’s Guide



Online Pledging!



Donor Guide Table of Content



Donor Guide Index



Website address 
if applicable

Unique 5-DIGIT CFC CODE 
used to make your 

contribution

Name of the organization. 
Legal name in parenthesis if 

doing business under another 
name. Contact the organization for 

more information about its 
services.

EIN 
(Employer 

Identification 
Number) 

provides a 
point of 

reference for 
obtaining obtaining 

information 
from the IRS.

Description of the 
services, benefits and 

programs.Each organization has 
identified up to 3 taxonomy 

codes that most closely 
describes the type of services 

it provides.

Percent of total support and 
revenue used for 

administration and 
fundraising.









Employee Payroll Pledge
(More than 5 Charity Codes Codes Page 1 of 2)



Employee Payroll Pledge
(More than 5 Charity Codes Page 2 of 2)





Employee Check Pledge



Employee Cash Pledge



Employee Cash Pledge



Solicitor’s Report





How to complete the Campaign Report Envelope





SEALED PLEDGE



What is a Special Event



Always Remember:
• Secure approval 

for the event from 
your agency head. 

• Post this sign.• Post this sign.
• Have pledge cards 

and Donor Guides 
available. 



Special Events can include:

• Bake sale
• Candy Sale
• Silent Auction• Silent Auction
• Bingo
• Talent Show
• Your own special idea! 



How to complete the Special Event Pledge 
Card



How to complete the Special Event Envelope
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