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1. Federal Agency and Office: This should be the agency name or abbreviation along with the agency number. The
assigned agency numbers are located on the back of this instruction sheet.

2. Social Security Number: Note the Privacy Act Notice on back of pledge card. Furnishing the SSN, along with other
data is voluntary. However, failure to furnish requested information may result in errors or noncompliance with your
request for payroll deduction. Making a one-time, lump-sum gift does not require signature or SSN.

3. Total Gift: Review the “Amount” pledged times the “Interval” (12 months or 26 pay periods) equals the “Total Gift”.

4. Check/Cash Amt: Review amount pledged to ensure it equals the payment amount. This type of pledge does not
require signature or SSN.

5. Five Digit Charity Code:

a. These are the codes found in the CFC charity list.

b. Any number of agencies may be selected. If an employee wants to elect more than 5 agencies, another pledge card
will need to be completed.

c. General Designations and Undesignated Gifts (no designation codes) are distributed in the same proportions as
the direct designation decisions made by fellow local Federal employees. The code assigned is five nines: “99999”

d. International General Designation Option. If the contribution is to be distributed proportionately to all
international organizations that receive designated gifts; the code assigned is five number ones: “11111”.

e. Designations made with incorrect CFC codes which cannot be resolved or corrected cannot be honored and will
become undesignated contributions according to 5 CFR 950.

6. Annual Amount: Review the annual amount pledged to each charity totals the “Total Gift”
7. Payroll Deduction Authorization: Must be signed and dated if requesting payroll deduction.

Distribution of the CFC Pledge Card:
Copy #1 (White) - Forward to the agency payroll office for payroll deduction pledges.

Copy #2 (Yellow) - Turn in to the CFC Campaign PCFO with the Key Worker’s Report Envelope. All pledge forms,
checks and cash are placed in the envelope.

Copy #3 (Pink) - This is the individual’s receipt which should be retained for tax purposes.
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