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2024-2025 Employee Campaign Coordinator Summary Sheet

Please complete and return this worksheet with the pledge envelopes containing your
donations to the front desk of the Administration Building (2700 w. 15th St.)

Campus/Department:

Coordinator Name(s):

INSTRUCTIONS
v/ NO CASH DONATIONS ACCEPTED

v Verify all pledge forms are completed in BLACK INK (Please do not use gel pens or pencils).
v/ Please separate checks, payroll deductions and credit card verification forms into the envelopes provided.
v Hand deliver donations to the Foundation in the Administration Building by September 24, 2024.
¢ Please include this completed Summary Sheet with your Pledge Forms, as well as a Donation Worksheet
(use electronic version at pisd.edu/employeecampaign).

CHECKS (PLEASE DO NOT STAPLE CHECKS TO FORMS):

1. Count the number of check donations and enter the number of checks in the column below labeled “Number of
Forms”

2. Tabulate the total of all check contributions and enter the total amount in the column labeled “Total Amount”

PAYROLL DEDUCTIONS:
1. SORT the pledge forms by Last Name
2. Ensure that EMPLOYEE ID NUMBERS and SIGNATURES are on all payroll deduction pledge forms
3. Count the number of contribution forms and enter total in the column below labeled “Number of Forms”
4. Tabulate the total amount of payroll deduction contributions and enter it in the column labeled “Total Amount”

CREDIT CARD DONATIONS:
1. Ensure that a credit card receipt is attached to each pledge form
2. Count the number of credit card pledge forms and enter the total in the column below labeled “Number of
Forms”
3. Tabulate the total amount of credit card contributions and enter it in the column labeled “Total Amount”

TABLE MUST BE COMPLETED PRIOR TO SUBMISSION

Checks S
Payroll Deductions S
Credit Card Donations S
TOTAL $
Signature of Campaign Coordinator (required) Signature of Principal/Department Head (required)

Plano ISD does not directly or indirectly require or coerce employees to: 1) make or not make a contribution to a charitable organization or in response
to a fund-raiser; or 2) attend or not attend a meeting called for the purpose of soliciting charitable contributions



