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EXAMPLES TO RAISE MONEY

Bake sale:

 � Find volunteers to bring in goodies

 � Set up in central location and sell brownies  
or cookies

 � Departments, or treat providers, can designate  
up to four charities to receive proceeds

Jelly bean/M&M/bean count:

 � Fill jar with candy, beans, or whatever  
(remember to count)

 � Pay to guess total number ($1 per entry)

 � Winner gets jar and can designate the charity  
to receive proceeds

Halloween costume contest:

 � Find volunteers to dress up and carry a 
donation cup

 � People vote for best costume by putting  
money in cup

 � Winner is the one who receives the most 
donations

 � Winner can designate up to four charities  
to receive proceeds

Baby picture ID contest:

 � Solicit baby photos of coworkers

 � Number photos and post in central location

 � People make a minimum $1 donation to 
guess who’s who

 � Whoever guesses the most correctly wins

 � Winner designates charity to receive proceeds

Chili cook-off:

 � Find volunteer chefs to bring in chili

 � Charge a donation per bowl

 � Have “judges” determine winner

 � Winner gets small prize

 � Chefs can designate charity to receive 
proceeds

Silent auction:

 � Solicit craft items, gently used household 
items, or whatever you want

 � Participants bid and buy 

 � Department can designate up to four charities  
to receive proceeds 

DEPARTMENT FUNDRAISERS
Hosting department-wide fundraisers are a great way to build 
awareness, increase participation, and increase dollars raised  
while building team spirit and having fun.

Continued }

CVC
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for $5 donation
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11:45 – 1:30 p.m. 

Second floor  
break room
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PROCEDURES

 �  Departments are responsible for entering their 
fundraising events into the online pledge system 
(www.cvc.hr.vt.edu).

 �  The staff member responsible for entering 
events must contact Amanda Lucas, CVC 
coordinator, at alucas4@vt.edu to gain access 
to the CVC administrative site.

 �  Departments must enter the Virginia Tech ID 
number of each employee who participates for 
the department to be credited for participation.

 �  The system will recognize the Virginia Tech ID 
number of an employee who has previously 
made an individual pledge and will not double-
count them since their participation was 
captured by their individual pledge.

 �  Events entered using ID numbers will not be 
reflected as a noted event on the SMA report.

 �  Events may be entered as purely an event 
without reflecting individual participation. You 
need to just enter the department and name of 
the event.

 �  After the event, a department representative 
should deliver the funds (currency and/or checks 
only – no coins please) to the CVC coordinator in 
Burruss Hall, room 201R (contact Amanda Lucas 
at 540-231-7784 prior to dropping off funds).

 �  All funds must be in a sealed envelope and 
include a completed pledge card and event 
funds log. Please print SMA and the name of 
the person delivering funds on the outside of 
the envelope. 

 �  Departments may designate up to four 
participating charities to receive their 
contributions if they so choose.

 �  The CVC coordinator will verify the amount 
received and enter the total dollar contribution 
into the online pledge system.

 �  Contributions will reflect on the Senior 
Management Area Report (available from the 
administrative portion of the CVC website) after 
the amount has been verified and entered into 
the system by the CVC coordinator. 

OTHER

 �  Remember to announce your activities well in 
advance and Immediately following the event 
(within a day or two), send a brief write up and 
photographs to Katie Huger (khuger@vt.edu) for 
publication in VT News and on the CVC website.

DEPARTMENT FUNDRAISERS Continued
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DONATE

The Commonwealth of Virginia Campaign (CVC) is 
a voluntary, charitable donation program for state 
employees. It is a convenient method for employees 
to voluntarily support a wide range of not-for-profit 
health and human services organizations. Through 
payroll deduction, check or cash donations, state 
employees may contribute to a better community. 

You can select to which of the charities you’d like to 
contribute, or you may donate to the general fund. 

Donate Online 
The simplest way to give is through an online 
payroll deduction. You decide how much you want 
to give and a calculator determines how much to 
deduct each pay period. Or, you can elect to make 
your entire contribution at once. Details about how 
to use the pledge system are available at www.cvc.
hr.vt.edu/donate/.

Traditional Donation 
There are other options, too, including cash, check 
and even stock gifts. To donate in any of these ways, 
fill out a pledge form and return it by campus mail 
to Amanda Lucas (0147) or United States mail to 
Amanda Lucas, CVC coordinator, Burruss Hall, room 
201R, 800 Drillfield Drive, Blacksburg, VA 24061.

Tax Deductions 
All charitable donations made through CVC via 
payroll deduction, cash, check, or stock donation 
are eligible for tax deduction status. (if no goods or 
services were received in exchange for the gift). 

Virginia Tech does not provide receipts. Actual 
receipts for tax deduction purposes are provided by 
the charities.

IRS Guidelines 
Complete information available at: www.irs.gov/pub/
irs-pdf/p526.pdf – starting on page 17)

DESIGNATE

You can choose up to four charities. The “Directory of 
Charities” is available at www.cvc.hr.vt.edu, or ask the 
CVC representative in your department for a copy. 
Please Note: Charities must re-apply each year and 
only participating charities for this year’s campaign 
are listed in the directory and on the website. 

Record the selected charity’s “Code No,” annual 
amount, and name. If you do designate, one 
hundred percent of your gift will go to the charity you 
select. If you do not designate a charity a portion of 
your gift will be used to cover administration cost. 
The remainder is distributed proportionally to all of 
the participating charities. 
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Additional pledge forms are available at www.
cvc.hr.vt.edu. Instructions are listed below, and 
followed by the pledge form.

STEP ONE: Your Information
 � Enter your name and Virginia Tech ID number.

STEP TWO: Method of Payment
 � Payroll Deduction: Record the amount you  

wish to give per pay period then multiple 
by 24 to determine the “Annual Gift” total. 
Unfortunately, payroll deduction is not available 
for wage employees, and they may contribute 
by cash or check.

 � Cash: Record the amount in the “Annual Gift” 
column next to “Cash” and include the cash 
with the pledge card.

 � Check: Record the amount in the “Annual Gift” 
column next to “Check,” make check payable 
to CVC and attach.

STEP THREE: Designation
 � Choose up to four charities per pledge card. 

The “Directory of Charities” is available at www.
cvc.hr.vt.edu, or ask the CVC representative 
in your department for a copy. Please Note: 
Charities must re-apply each year and only 
participating charities for this year’s campaign 
are listed in the directory and on the website.

 � Record the selected charity’s “Code No,” 
annual amount, and name. If you do not 
designate a charity a portion of your gift will 
be used to cover administration cost. The 
remainder is distributed proportionally to all of 
the participating charities. If you do designate, 
one hundred percent of your gift will go to 
the charity you select.

STEP FOUR: Authority and 
Acknowledgment

 � All pledge forms must be signed. 
 � If you would like for your charity to send a 

receipt for tax purposes, you must check “Yes” 
and include an address in the space provided. 

 � Return your pledge form by campus mail 
to Amanda Lucas (0147) or United States 
mail to Amanda Lucas, CVC Coordinator, 
Burruss Hall, room 201R, 800 Drillfield Drive, 
Blacksburg, VA 24061.

 � For more information visit www.cvc.hr.vt.edu, 
or contact Amanda Lucas at 540-231-7784.
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