Suggested CVC Coordinator Checklist

· Attend CVC Coordinator training

· Identify a backup coordinator, especially if you are planning an absence for more than a day or two during the campaign

· Get the names of all those in your CVC coverage area (floor or work unit)

· Order pledge cards, posters, directories for your coverage area (try to order just a few directories and then place them in common areas such as by the copier or printer, in the kitchenette or break room, etc.; label them as belonging in that common area and asking people to return them there after use)

· Fill out the agency name and agency code (3 digit number) 


· Compose a letter to accompany each pledge card; print and attach (not required but a nice touch)

· Hand out the pledge cards – introduce yourself to each person as their CVC coordinator; if people are not at their desks, come back later in the day or the next day, but if they are still not there then leave the materials in their chair
· Post  your posters in high traffic areas and outside your cube/office
· As pledge cards come in, make sure each is filled out correctly; get with the donor to make any corrections (have them fill out a new card of the changes are too confusing).  Pay close attention to the “math” involved in the number of pay periods times the amount per pay period equaling the total annual gift!

· Also make sure each donor has kept the pink copy for their records

· During the campaign, send emails to your coverage area or find other fun ways to gently encourage them to send a pledge (consider getting a copy of the CVC tape when you order your supplies and show it at a staff meeting, or have a CVC open house in a conference room and show the video during that timeframe)

· Once the campaign is over or every so often during the campaign (some like to do it weekly), complete a transmittal report.  It is recommended that you do not hold checks out for an extended period of time and deposit cash frequently

· Have someone double check your counts/math and sign as having verified the information

· Print/make copies of the report; one for your records, one to mail to the pledge processing center, and one for the lead/agency/district CVC coordinator
