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Electronic Listing Sheet Directions

1. Employee Name – would prefer first, last, MI & suffix in separate fields, but will take in same field if delimited by spaces and/or commas.

2. Employee ID – will increase accuracy of matching algorithm in future campaigns, but is not required.

3. Total Contribution – Please list the total contribution of the employee.

4. Payment Amount – if full or partial payment is enclosed, indicate the amount paid.  This does not have to equal the pledge if the employee is paying part of the pledge via payroll or bill direct.

5. Payment Method – if payment (full or partial) is enclosed, indicate how paid:

a. C – Cash

b. CK – Check

c. S – Stock or security

d. CC – Credit card – include credit card number, expiration date and v-code on pledge card or on spreadsheet.  Credit cards accepted are Visa, MasterCard and Discover.
6. Balance – A formula will automatically calculate the employee’s contribution balance.

7. Balance Payment Method – codes are needed to identify how any remaining pledge balances are to be paid.

a. P – Payroll deduction – part or all of pledge is paid via payroll deduction.

b. B – Bill direct – part or all of the pledge is to be billed directly to the employee – for pledges of $25 or more.

c. F – Fully paid – entire pledge payment is included with the pledge.

8. Employee Home Address – optional information, except for employees who request bill direct and those paying by credit card.  Prefer separate fields for address, city, state and zip, but will take in same field if delimited by spaces and/or commas.

9. Designation agency – optional.  Simply key in the agency name and amount designated.

