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2016 Lost Envelope Form

All Keyperson Envelopes and Pledge Cards must be accounted for and resubmitted to CFC HQs (including any unused ones).

Agency Name:  ______________________________________________

Agency Code: _______________________________________________

A.
This form documents the loss of any complete Keyperson Envelopes (including the Keyperson Report and all pledge cards within the envelope).    Please list all lost envelope number(s).  (Use additional sheets if necessary.)
1) _____________
2) _____________
3) _____________
4) _____________

5) _____________

6) _____________

7) _____________

8) _____________

9) _____________

B.
The individual signing below certifies that all possible steps have been taken to locate the lost Keyperson Envelope(s) and all its contents and acknowledges that the missing envelopes were not used and no contributions collected.
___________________________________________   

_______________________

                             Signature





                     Date
            ___________________________________________    

(______)________________

                           Print Name




          Contact Phone Number
Instructions:

· If contribution(s) were made in one of the lost envelope, please complete another Keyperson Envelope and have donor(s) complete another pledge card.   

· Original Lost Envelope Form must be submitted to CFC HQ separately.  Do not place in any Keyperson Envelope. Give to your Agency's Project Officer or Unit Project Officer.  If you are responsible for turning in completed campaign envelopes to the Hawaii National Guard committee, please hand this form to the receiving team.
· Make a copy for your Federal Agency’s Project Officer.
DO NOT COMPLETE THIS FOR LOST PLEDGE CARDS! Complete the Lost Pledge Card Form, available online at: www.cfc-hawaii.org … under “Campaign Workers” tab … “Tools”
