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Combined Federal Campaign (CFC)

The mission of the CFC is to support and to promote philanthropy

 through a voluntary program that is employee-focused, cost-efficient

and effective in providing all Federal employees the opportunity to 

improve the quality of life for all.

What is the CFC?

The Combined Federal Campaign (CFC) is the only authorized solicitation of Federal employees in their workplaces on behalf of approved charitable organizations.  
The CFC began in the early 1960’s to coordinate the fundraising efforts of various charitable organizations so that the Federal donor would only be solicited once in the workplace and have the opportunity to make charitable contributions through payroll deduction.

Federal employees continue to make the CFC the largest and most successful workplace philanthropic fundraiser in the world. Continuing a long-standing tradition of selfless giving, in 2008, Federal employees raised over $275 million dollars for charitable causes around the world.
Structure of the CFC

The CFC is made up of local campaigns that organize the annual fund raising effort in Federal workplaces in the United States and abroad.  

Each local campaign is managed by a Local Federal Coordinating Committee (LFCC), which serves as a “Board of Directors” for the local campaign.  The LFCC is comprised of Federal employees and representatives of labor unions with Federal employees as members. The LFCC is responsible for the oversight of the local CFC. In conformance with CFC regulations and policies, the LFCC makes admission determinations for local charities and selects a Principal Combined Fund Organization (PCFO) to administer the day-to-day operations of the campaign and to serve as its fiscal agent. 

The Office of Personnel Management (OPM) regulates the CFC and provides guidance and oversight to the local campaigns (LFCCs and PCFOs).
Public Accountability 

OPM is accountable for assuring Federal employees that their designations are honored and distributed to the charitable organizations of their choice. OPM achieves this in several ways. 

OPM maintains strict eligibility and public accountability criteria that all participating CFC charities must meet. For details, see CFC Regulations in 5 CFR Part 950 at http://www.opm.gov/cfc/opmmemos/index.asp. 

OPM annually makes admission decisions for all national and international charity applicants and it resolves local charity admission appeals. OPM sets strict requirements and provides on-going guidance for the activities and conduct of the LFCC and the PCFO. The fiscal integrity of the campaign is verified by OPM compliance audits and the annual review of local campaign audits that PCFOs are required to have completed by an independent CPA. 

The CFC Charity List

The Charity List is a paper or web-based display of national, international, and local organizations that have met CFC eligibility requirements. A sample charity listing is shown below with key elements shown in italics. Key elements include:  the organization’s five-digit CFC code, the legal name in parentheses shown if it is “doing business as” another name, the employer identification number (EIN), a 25-word statement of purpose (except in abbreviated listings), its administrative and fundraising expense rate (AFR), and its Service Categories (Taxonomy Codes).  
Sample Charity Listing

11405
ABC Charity (Alpha-Charity)  (800) 555-5555 www.abccharity.org EIN#12-3456789 ABC Charity attacks the causes of hunger and poverty by promoting effective and innovative community-based solutions that create self-reliance, economic justice, and food security. 15.8% P,S,K
Making Informed Giving Decisions

The EIN, AFR, and the Service Categories are included to help donors identify organizations that meet their interests and performance standards. 
The EIN is issued by the Internal Revenue Service (IRS). It can be used for obtaining additional information about an organization from the IRS (877-829-5500). Please Note: Some organizations may be covered under an umbrella organization’s tax exemption status and EIN or may not be required to have an EIN. 

The AFR represents the percentage of dollars spent on administering the charity. It is calculated as a percentage of the organization’s total support and revenue. OPM, as well as the philanthropic community at large, remains concerned about excessive AFR levels. The philanthropic community generally considers an AFR in excess of 35 percent to be problematic.  Potential CFC donors should carefully review the circumstances applicable to the potential charities of their choice to be certain they fully understand and accept the AFR situations for such charities before donating to them.  Each situation is unique. Donors may contact the charity directly and/or industry oversight organizations in order to better understand the financial status, service delivery record, and governance policies of the charity before donating.  A listing of oversight organizations is available at http://www.opm.gov/cfc/Donors/Giving.asp
The Service Categories (Taxonomy Codes) categorize the types of services that most charitable organizations offer. Charities self-select up to three alpha-codes (shown below) for inclusion in the CFC charity list.  Charities that did not select at least one category are assigned “Z” for the “Other” category.

The 26 service categories are derived from the National Taxonomy of Exempt Entities (NTEE) classification system. This system, developed by the National Center for Charitable Statistics, is widely used in the non-profit community. 
SERVICE CATEGORIES (TAXONOMY) 
A  Arts, Culture, and Humanities

B  Educational Institutions & Related Activities

C  Envir. Quality, Protection & Beautification

D  Animal Related

E  Health – General and Rehabilitative

F  Mental Health, Crisis Intervention

G  Disease, Disorders, Medicinal Disciplines

H  Medical Research

I  Crime, Legal Related

J  Employment, Job Related

K  Food, Agriculture, and Nutrition

L  Housing, Shelter

M  Public Safety, Disaster Preparedness & Relief

N  Recreation, Sports, Leisure, Athletics

O Youth Development

P  Human Services – Multipurpose and Other

Q  International, Foreign Affairs, National Security

R  Civil Rights, Social Action, Advocacy

S  Community Improvement, Capacity Building

T  Philanthropy, Voluntarism & Foundations

U  Science & Technology Research Institutes,    

         Services

V  Social Science Research Institutes, Services

W  Public, Social Benefit: Multipurpose, Other

X  Religion Related, Spiritual Development

Y  Mutual/Membership Benefit Orgs., Other

Z  Other

For additional guidance on selecting charities, visit the CFC website at  http://www.opm.gov/cfc/html/qfd.asp.
Do I Have To Give Through The CFC?
No.  Participation in the CFC is strictly voluntary.  

Coercion is forbidden.  You have the right not to be improperly influenced regarding your decision to give or not to give through the CFC.  Prohibited practices include, but are not limited to:  supervisors soliciting the employees they supervise; setting 100% participation goals, providing and using donor lists for purposes other than the routine collection and forwarding of contributions and installment pledges, establishing personal dollar goals and quotas, and developing and using lists of non-contributing employees.

If you prefer, you may donate to the CFC anonymously by placing your confidential gift in a sealed envelope.

Civilian employees may register complaints about coercion with the LFCC and contact their personnel offices; military personnel should contact the LFCC or their commanding officers.  If the issue is not resolved satisfactorily, military personnel may also contact the Department of Defense Washington Headquarters Services at (703) 699-1841.
Can I Specify Which Organization Will Receive My Contribution?
By designating where your CFC contribution will go, you ensure that your donation goes to meet the needs that you feel are most important.  You may designate the organizations of your choice where indicated on your pledge form by entering the five-digit code and the amount you wish to pledge.  Additional designations may be completed on a second pledge form.  Except for documented expenses for the operation of the local CFCs and uncollected pledges, all contributions are distributed as designated.  
The CFC is a donor-designated campaign.  There is no limit to the amount of contributions an organization may receive through the CFC.
You cannot designate to an organization that is not listed in this Charity List.  Adding organizations not listed, or “write-ins”, is prohibited by CFC regulations and donations to such organizations will be treated as undesignated funds.  In addition, pledges made using anything other than the assigned five-digit codes cannot be honored and will be treated as undesignated funds.

What Are Affiliated And Independent Organizations And Federations?
Affiliated organizations receive services from a Federation that supplies common fundraising, administrative, and management services to its member organizations.  Charitable organizations participating in the CFC as a member of a federation may pay dues or fees to that federation as a service charge.  Independent organizations are not members of a federation and participate in the CFC on their own.

For additional information on a particular federation and any dues/fees paid by its members, either contact the federation, its members, or review the federation’s annual report. 

How Do I Designate A Federation, Or Alternatively, One Of Its Members, To Receive My Contribution?

If you wish to designate all or some portion of your contribution to a federation, please record that federation’s corresponding five-digit code number on your pledge form.  The federation name will be listed at the top of the list of the federation’s member organizations.  Contributions designated to a federation will be shared in accordance with the federation’s policy.  If you wish to designate all or some portion of your contribution to an affiliated federation member organization, please record that organization’s corresponding five-digit code number on your pledge form.

How Do I Designate An Independent Organization To Receive My Contribution?
You may wish to designate to an independent organization that is not affiliated with a Federation. Simply enter that organization’s five-digit code number on your pledge form.

What If I Choose Not To Specify An Organization Or Federation To Receive My CFC Contribution?

All funds contributed to the CFC that are not designated to a specific organization or federation will be treated as undesignated funds and distributed to all organizations listed in the CFC Charity List in the same proportion as they received designations. Organizations that do not receive designated dollars cannot receive any portion of the undesignated distribution. 
What Is The International General Designation Option?
If you wish to have your contribution distributed proportionately among all international organizations that received designated gifts, you may do so by entering five number ones: 11111 on your pledge form.

What Is The Payroll Deduction Option?

Payroll deduction makes it convenient for you to give by letting you spread your contribution across the entire year. Last year, more than 90% of all CFC funds raised were made through payroll deduction. Payments on payroll deduction pledges begin on the first pay 
period beginning in January and conclude with the last pay period beginning in December.  There is no simpler way for you to make good things happen for so many people than to contribute using payroll deduction.  Payroll deduction helps you care for your community and your world.

Will I Receive A Receipt For My Contribution?
Donors should keep a copy of their pledge form, as well as their pay statements, as a receipt of their pledge.  A Federal employee who makes a one-time (cash, check, or money order) contribution must maintain a bank record or a written communication from the local campaign showing the name of the organizations contributed to, the date of the contribution, and the amount of the contribution.  Every effort will be made by the local campaign to provide a receipt to donors, but it is the responsibility of the donor to request such a receipt from the local campaign. Donors that do not receive a receipt should contact the local campaign to obtain one. Local campaigns can be found using the Campaign Locater search feature on the CFC website at http://www.opm.gov/cfc/Search/Locator.asp  Donors should consult a tax adviser to determine if additional verification of the donation is required by the IRS.  
What Are The Costs Of The Campaign?

Historically, campaign costs nationwide have averaged ten percent. These funds were spent on printing materials, training volunteers, auditing contributions, and 
other administrative expenses.  All local campaign costs are reviewed and approved by the LFCC governing the local campaign.  On average, this cost is low compared with other fundraising campaigns; therefore, every dollar you pledge goes a very long way toward helping others.

What Is On-line Pledging or E-Giving?

On-line pledging and e-giving, in general terms,  means that donors have the additional pledging tools of the charity list and pledge form available to them “on-line” or on the internet or intranet. Currently, several local campaigns offer on-line charity lists and secure pledge transactions through the Employee Express (EEX) HR System. Other campaigns have web-based charity lists and downloadable pledge forms. If you would like to have access to on-line giving tools such as these in your area, or have comments to share, please contact OPM at cfc@opm.gov, Attn: Online Giving, or your local campaign. Local campaigns can be found using the Campaign Locater search feature on the CFC website at http://www.opm.gov/cfc/Search/Locator.asp
Visit the CFC Homepage

For more information about the CFC, including details on the public accountability standards for participating charities, how to contact your local CFC campaign, and more, visit the CFC Home Page at www.opm.gov/cfc. 

HOW A CHARITY QUALIFIES FOR CFC
ELIGIBILITY CRITERIA
1. General Eligibility

· Human health and welfare organization

· Tax exempt - 501(c)(3)

· Annual Report to the public yearly  

· Annual audit if revenue exceeds $100,000

· Volunteer Board of Directions

2. National Eligibility

· Offers services in 15 or more states for 3 years, or several foreign countries (international charities)

· Apply to OPM Director for consideration
3. Local Eligibility

· “Substantial presence” in local area - office open at least 15 hours/week, and have dedicated phone line (local charities)

· Apply to Local Federal Coordinating Committee (LFCC)

· Applications review by committee of local Federal employee volunteers.

· If denied, appeal to LFCC for reconsideration

· [image: image5.wmf]If denied again by LFCC, appeal to OPM Director
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The Role of the Loaned Executive
August 2016 – January 2017
CFC of South Puget Sound serves over 60 separate federal agencies with more than 48,000 military and civilian employees who work in Pierce, Thurston, and Lewis counties.  Each Loaned Executive is assigned a variety of federal agencies to which they provide subject matter expertise, guidance, and logistical support in conducting their campaign. 

Key Responsibilities

Campaign Planning

Work directly with Agency leadership and campaign coordinators and their support teams to organize, design, develop and implement an effective workplace campaigns.

· Consult with CFC Director regarding each account.  Review information about deployments, staff turnover, recent disputes and any other information that might affect the campaign.

· Set up an initial meeting with the agency leadership and coordinator (if already identified) to discuss giving history and to establish plan for this year’s campaign.  

· Suggest agency speakers for all group meetings to educate employees about local programs and services. 

· Assume the role of advisor, consultant, or even coordinator; and thank them in a variety of ways for the important role they play in the process.
· Include Leadership Giving activities in your planning 

· $600 – $1,199 Rainier Giver: receive a CFC challenge coin and a Commander’s Certificate from the JBLM Commanding General
· $1,200 or above Eagle Club: receive Eagle statue and Commander’s Certificate from the JBLM Commanding General
· Establish training schedule for coordinators and key staff.  CFC Director and LE team will assist with training opportunities for larger accounts.

· Set dates with each of your smaller accounts to run their focused campaign in 1 to 4 weeks i.e. (IRS, FBI, SSA, USDA, Mt Rainier NP, Fish & Wildlife, …)  

· Top-4 military accounts will arrange for Squadron / Battalion to run focused campaign. Extensions through December 15 authorized by LFCC.  

· Deliver supplies, attend planning meetings and assist coordinator(s) with planning and implementation of activities. Promote and explain online giving process.

· Be prepared to work with all types of people. Review campaign history with them; Keep CFC Director informed about the status of campaign planning.

· Discuss/brainstorm campaign strategies, best practices, problem areas with other LEs. 

Public Speaking

Deliver presentations and engage in educational conversations with employee groups and individuals.

· Engage federal employees and military members in conversations about how they are currently helping make their world a better place, then bridge to contributing through the CFC.  

· Prepare and use your personal testimony to educated listeners via an honest and effective story about how a CFC supported agencies has influenced your life.   

· Present broad based educational information about the different types of charities… examples (human services, environmental, political, medical, Local, National and International focused organizations).  Special focus charities listed in the Local section of the Charity Listing.

· Asking for donations and respond to a wide variety of questions relating to the CFC 

· Arrange for other speakers at campaign events.  Agency and volunteer speakers can be arranged through the CFC Director and support staff.  Consider having the leader of the agency speak or find someone within to deliver a testimonial.   

Monitoring and Reporting Results

Track the ongoing results of the Campaign and Record important information.

· Meet weekly with CFC Director to keep her informed of campaign progress and to update campaign projections.

· Ask CFC director and other LEs for assistance or advice on objectives from audiences, unmet expectations, resistance from Coordinators or other key agencies individuals, or other problems.

· Share successes and great ideas with CFC Director and other LEs.

· Pick up pledge forms, report sheets, and cash/checks from coordinators when appropriate.

· Maintain account files and fill out required forms: Ensure accuracy of forms before turning them in to the CFC Director.

· Thoroughly document campaign events and your activities with the agency. 

· Determine Achievement Awards and where appropriate, nominate agencies or coordinators for awards.

Assisting Other Loaned Executives

Help other LEs to be successful with their accounts.

· Be willing to listen and learn from each other.

· Offer ideas and advice.

· Share in each other’s successes.

· Support each other when difficulties develop. 

· Be willing to fill in during emergencies.

· Volunteer to assist each other at events. 

· HAVE FUN and GROW 
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Coordinator / Project Officer Position Description
Objective:
Plan, organize, implement and manage and effective and efficient campaign within your agency / organization. 

Qualifications:
Enthusiastic, community minded individual that is passionate about supporting the CFC to improve the Human Health and Welfare Environment locally and throughout the world. Has strong interpersonal and organizational skills, and well respected by co-workers and management.

Responsibilities:

The primary responsibility of the Campaign Coordinator is to conduct an educational campaign in their own agency by working with the federal agency’s Chief Executive and CFC Loaned Executive.  The Campaign Coordinator will:


· Attend Coordinator Orientation & Training session to increase understanding of CFC responsibilities

· Review the giving history of the agency / analyze last years contributions

· Recruit an enthusiastic team who will help plan and run a fun, well-organized and successful campaign.

· Work closely with CFC staff and Loaned Executive to establish campaign goals and time frames.

· Work with employee team and Loaned Executive to coordinate and plan informative employee meetings and, where applicable, special events.

· Implement an effective system for reporting campaign results and maintaining accurate records. 
· Ensure effectively and efficiently campaign management by following-up on all aspects of campaign, thanking all employees who contributed and thanking members of the campaign team.

· Finalize campaign and submit reports prior to November 30 optimally. Official campaign ends Dec 15th.
Evaluate the campaign and make recommendations for next year.
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Key Worker / Educator Position Description
Objective:
To ensure 100% quality contact (awareness & opportunity) that enables each employee to make an informed decision when asked to contribute 

Qualifications:
Enthusiastic, community minded individual that is passionate about supporting the CFC to improve the Human Health and Welfare Environment locally and throughout the world.  Possess strong interpersonal and organizational skills, and well respected by co-workers and management.  

NOTE:  Federal Regulations prohibit supervisors from direct solicitation of their subordinates.
Responsibilities:

The Key Workers main duty and responsibility is to inform and educate fellow employees about the

CFC, thus he/she will:


· Attend Key Worker Orientation / Training session to gain knowledge and skills to successfully accomplish your responsibilities

· Explains the essential services of charitable organizations to their fellow employees
· Explains the need for support from the employees of his/her federal agency
· Personally asks their fellow employees to join them in giving through the CFC to agencies of their own choosing   
· Listens to concerns about the CFC and answers questions.
· Collect pledge cards and accounts for payroll and cash donations on appropriate forms.. They will need to be signed for receipt and turned in (regardless if filled out or not).
· Controls and distributes appropriate donor recognition items
· Thanks each employee contacted for their attention whether or not they decide to contribute through the CFC

KEYWORKER CAMPAIGN PLAN

o As you determine campaign strategies, keep these points in mind:

􀂃 Ensure strategies are consistent with overall installation campaign plan and goals.

􀂃 Ensure strategies are consistent with unit campaign plan

􀂃 Establish a campaign timetable, which will set the pace for your activities. This timetable

should include details about important fund raising events and deadlines.

Unit: __________________________________________

Prepared by: (KEYWORKER) __________________________________________

Approved by:(YOUR UNIT PROJECT OFFICER) __________________________________________

GOAL:

o Our goal is to raise $___________________.

o We will endeavor to achieve a _________% participation rate.

o We will endeavor to achieve a ________% of payroll deduction contributions.

CONDUCT OF THE CAMPAIGN (_____ week consolidated campaign):

o We plan to conduct our campaign from ____________ to ______________.

o We plan to commence pre-campaign publicity _______________________.

Campaign posters will be displayed on _________________date.

We plan to utilize _______________________ competitions.

We plan to utilize _______________________ promotions

o We plan to have a Group Presentation event on ____________ at _______________(location).

o Each donor who wishes to contribute will turn in a pledge card to the key worker

□ at the conclusion of the presentation; □keyworker will pick up pledge cards by

________ date after the presentation.

-Planned attendance will consist of _________________________.

-We plan to have speakers at the event:

□An agency Speaker □An active member giving a testimonial □Installation Commander

Speaker’s Name: _________________________ Agency; _________________Date Confirmed________

RECOGNITION:

o Eagle & Rainier donors; How, when, and who will present these items?

________________________________________________________________

PRESENTATION OUTLINE (Guide Only)

GROUP PRESENTATION

o The most efficient and effective way to ask.

o Puts donors at ease, no one is singled out.

o Easiest way to reach most people.

o Video tells the story, makes “the ask”.

o Personal story of speaker engages the audience

THE PLANNING

􀁒 Schedule an adequate sized meeting room.

􀁒 Confirm room has tech needs: tv/dvd for video; Online capabilities if online pilot agency

􀁒 Prepare an attendance roster and schedule your people for specific meeting times.

􀁒 Confirm attendance of Commander or Director.

􀁒 Schedule and queue the CFC video.

􀁒 Arrange for and confirm a guest speaker.

􀁒 Pre-distribute CFC Brochure and pledge card.

􀁒 Arrange to have a sample of awards or even a supply to give out at the rally.

PRESENTATION AGENDA (Approximately 25 minutes)

• Campaign Video Icebreaker (play as people are arriving) 3 min.

• Welcome & Remarks – Keyworker/Campaign Coordinator 1 min.

• Campaign Video 6 min.

• Remarks - supporting CFC by Commander or Director 3 min

• Introduce guest speaker 1 min.

• Remarks - CFC Speaker or testimonial from an employee 5 min.

• Remarks – Keyworker/ Campaign Coordinator 5 min.
· Advantages of giving through CFC

· Ease of payroll deduction

· Explain brochure and pledge form

· Donor recognition program

· Ask your audience to join you in supporting CFC

· Ask employees to complete and turn in their pledge forms before they leave. Suggested comment, “I hope you will review the listing of agencies, make your decision concerning your gift, complete your pledge card and give it to me now. For those of you who would like more time, I’ll contact you within the next few days to collect your pledge card.”

• Conclusion - Thank everyone. 1 min.

PLEDGING

PLEDGE FORM

Ensure every person receives a pledge form! It is a 3-part form used to record donor information, contribution method, amount, designation data and payroll deduction authorization. A donor may give by cash, personal check or payroll deduction. This year most agencies may also go online at www.cfcgive.org to donate.

PAYROLL DEDUCTION

Encourage potential donors to give the easy way: contribute through payroll deduction (online or paper). With payroll deduction, contributors can give a little more over a longer period of time. By doing so, they can make a significant contribution toward solving the many problems which impact so many lives.

• Convenient

• Effective January through December

• Renewable annually

• Cost efficient

Payroll deduction must continue for at least 3 months. A donor with an employment expiration before 3/31/2016 can make a gift by cash or check. A donor who has an expiration of service between 4/1/2016 and 12/31/2016, and desires to use payroll deduction, should divide their desired total gift amount by the number of months/pay periods they will be contributing (before separate) to determine their withholding amount. Enter this amount in the “AMOUNT” column then multiply it times the appropriate interval (12 or 26). This will calculate to a total annual gift higher than the donor’s desired total gift amount, but because the contribution will terminate with service, their amount withheld will equal their desired total gift amount. If employment is not expiring then just divide total gift desired by appropriate interval of 12 or 26 (based on military vs civilian payroll).

Online is even easier for the donor because math done for you – go to www.cfcgive.org 

	NOTE

The minimum military payroll deduction is $2.00 per monthly pay period;

The minimum civilian deduction is $1.00 for each bi-weekly pay period.


CONFIDENTIAL GIFTS

A donor may keep his or her contribution confidential. Have the donor keep the donor copy and place the rest of the pledge form in a sealed envelope marked “CONFIDENTIAL CFC GIFT.” Confidential gift envelopes are to be forwarded unopened to the CFC Office for further processing. Place the confidential gift with the CFC Progress report and note the gift on the report form.

PLEDGE COLLECTION

Collect the pledge forms. Keep the 3 part forms intact as you review them. Please check the pledges for legibly, completeness, and accuracy. The forms must be properly completed before they are turned in to your point of contact. Instructions for verifying completeness of the pledge form are on the next page. Once the pledge is verified, give the yellow copy back to the donor for their records; turn the pink copy (payroll copy) to the finance office WHEN its payroll deduction; and return remaining white copy, (Central Receipt and Accounting copy) to your point of contact along with the CFC Progress Report. Also see CFC Progress Report Form.
DONOR RECEIPTS

Ensure every donor receives COPY #3 of the pledge form. This receipt may be retained by the donor for IRS allowed charitable gift deductions.

THE PLEDGE FORM

Please check each pledge card for completeness and accuracy. The Following guide can be used to

instruct donors in completing the form; and be used by Keyworkers as a checklist.
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REPORT
ENVELOPE

Keywaorker's Name

Installation or Agency

Division or Unit

Mailing Address

City & State

Zip Code

Keyworker's Duty Phone Number

Number of Employees Assigned to Solicit

Name of CFC Project Officer/Coordinator

ROLE OF A KEYWORKER

You are the key to success of the CFC. Your positive attitude and enthusiasm will help assure a favorable response from the fellow employees you have
been assigned to salicit. You are the official representative of the many worthy agencies that depend on the CFG to provide funds to help people in
need in our community, elsewhere in the nation and around the world. Thank you for accepting this important assignment.

AGENCY
CFC NO.

() Partial Report
() Final Report

®

COMBINED FEDERAL CAMPAIGN

Date:

Contributions Enclosed in this Kit:

Number by Payroll Deduction Amount $
Number by Cash _ Amount$
Number by Check Amount §
Special Events _ Amount$
Number in Sealed Envelope Amount§  XXXXXX
Known
Total Number Contributions __ Total $
DO NOT WRITE IN THIS SPACE
(For Use by CFC Accounting Agents)
Number Amount
Payroll Deductions $

Cash Contributions
Check Contributions
Confidential Contributions

TOTAL

& 5 o &4

INSTRUCTIONS:

SUGGESTED CAMPAIGN PROCEDURES:

il

2.

PUT UP CFC POSTERS and keep them displayed throughout the
campaign.
HAND OUT FORMS. Give each person on your list a set of pledge

forms and a contributor's brochure. Encourage giving by payroll
deduction. It makes giving easier than a one time cash gift.

. SHOW CFC FILM. Check with your project officer or agency head

regarding a group meeting or rally to kick-off the campaign and
show the CFC film.

. SET THE PACE by giving generously yourself before you collect the

pledges of your fellow employees.

. ENCOURAGE DESIGNATIONS. Urge contributors to designate the

federations or agencies of their choice to receive their contribution.

. COLLECT PLEDGES AND CASH. For those giving by payroll deduc-

tion, collect the original signed authorization form (Copy #1) and
the attached copy for the central receipt point (Copy #2). For cash

10.

contributors, collect Copy #2 and the cash, check or money order.
Contributors retain Copy #3 for their tax records.

. FOLLOW UP. Strive for maximum participation. Follow up on those

on leave or travel status.

. CHECK RETURNS FOR ACCURACY. Examine each pledge form for

legibility, accuracy and completion. Resolve any apparent errors
with the contributor.

. FILL IN THIS REPORT. Please summarize all contributions returned

in this kit in space provided above. Use the reverse side of this
envelope to list names of those contributors who qualify for
awards.

TURN IN THIS KIT to the CFC Project Officer for your agency who
will then forward the Payroll Authorization Forms to your agency’s

payroll office and the remaining copies of the pledge forms and the
cash contributions to the Central Receipt & Accounting Point.

© 2006 Campaign Service Center e«
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TOP 5 COMMON ERRORS

1. Illegible. If it is unreadable, the pledge may not be processed correctly.

2. Monthly gift is listed as the annual gift - when specifying your gift to each agency fill in the ANNUAL AMOUNT
3. Designation to an invalid agency code. Pledges can only be made to agencies listed in this campaign’s charity listing.

4. Form isn’t signed - payroll deduction cannot be authorized if the form isn’t signed.
5. Social Security Number or EIN (depends on Agency) is not provided- payroll deduction can not be authorized without the SSN/EIN.
KEYWORKER TURN IN PROCEDURES

Pledges received from donors should be turned in on a weekly basis to the designated project officer for their unit for immediate processing. This enhances donor confidence in the CFC process. Keyworkers are responsible for:

1) Distribution/Collection Paper Pledge cards: Controlled Roster item (ie pledge forms numbered) so use a log to track distribution of pledge cards and then have individuals return pledge card (whether used or blank) and sign log to acknowledge return. This provides another layer of protection to account for pledges

2) Verifying that pledge cards are legible and filled out completely and accurately.

3) Ensuring that cash and check contributions match the amounts indicated on the pledge forms.

4) Verifying the total pledge matches the amount designated to the charities.

5) Verifying the use of five digit charity codes; none start with zero.

6) Batching pledge forms for CFC Progress Report and turn-in:

a) White Copies (Copy 1) are separated into cash, check, and payroll deduction.

b) Cash should be secured to the white copy of each pledge form with a paper clip or tucked between the top and second copy of the form. DO NOT STAPLE CASH TO THE PLEDGE FORMS.

c) Payroll Deductions are signed, and include a SSN/EIN. The yellow copies (copy2) are submitted by LE with CFC Progress Report (max 50 pledge cards per report). The white copy (copy1) go to payroll.

d) The pink copies (Copy 3) are for the donor for tax records – return to them if turned in.

7) The total amount and number of donors for each Cash, Check, Payroll Deduction donation is then recorded on the CFC Progress Report.

8) If a confidential contribution is received, it SHOULD NOT be recorded with any of the reported totals. Confidential envelopes should remain sealed until processed by the PCFO (CFC Staff). Simply indicate the number of confidential donations (if any) on top of the Progress Report it is submitted with.

9) Sign the report for where indicated. The yellow copy of the CFC Progress Report is for Coordinator’s records. Turn in the forms and report to the assigned project officer.

10) LEs will collect from Project Officer and verify pledges/reports. LEs submit to PCFO.

DO NOT DROP OFF THE REPORT/PLEDGES AND LEAVE IT UNATTENDED. The assigned project officer must verify content and sign it in the presence of the keyworker to relieve the keyworker of responsibility for the report and pledge contents. LEs will Pick-up donor gifts and awards and drop-off to the project officer at the end of the campaign.

TYPICAL PLEDGE AND REPORTING QUESTIONS

Q: Can a donor give to more than 5 agencies?

A: If a donor wants to give to more than 5 agencies, have them fill out 2 (3 if more than 10 agencies) additional pledge forms indicating the CFC agencies that they want to contribute to, along with the annual amount for each. Combine all form and turn them in to the PCFO. The first form should include the total amount of payroll deduction for all charities selected.

Q: Will confidential donations be counted towards Awards?

A: YES- PCFO updates records to include confidential gifts. Many other anonymous factors also adjust totals - pledges received or cancelled by mail, NSF or checks that were cancelled, and corrections made to turn-ins.

Q: Can a donor give to an agency in another CFC or one that isn't listed?

A: NO, contributions can only be made to the CFC agencies listed for this campaign. Tell donors that ask this question to encourage those agencies to apply next year - applications are available at www.cfcgive.org and are online for download in February for the next campaign.

Q: Can a donor give a one-time contribution through payroll deduction?

A: No.  They are able to make a cash, check, or one time credit card gift online though.  
Q: Can Military Retirees Donate?
A: YES, they can give by cash or check or one-time credit card gift only. They should indicate branch and retired under federal agency.

Q: I’m an IDT Guardsmen or Reservist. Can I participate?

A: YES, they can give by cash or check or one-time credit card gift only. This is due to finance rules that prohibit the possibility of any allotment causing a negative balance.

7 STEPS TO A SUCCESSFUL CAMPAIGN

Enthusiasm, creativity and planning - those are the main ingredients for running an exciting and educational Combined Federal Campaign.  Your efforts will help people who really need help.  You’ll find the following seven steps helpful in coordinating a fun and successful campaign.

1. CONFIRM AGENCY HEAD SUPPORT

· Obtain your agency head’s personal commitment and support.  For best results you’ll want him or her to:

· Review past performance and endorse the goal.

· Endorse the campaign personally at employee events.

· Provide the time and resources for planning meetings, training, agency tours, and employee events.

· Send a letter to management explaining your role as Agency Coordinator.

· Encourage contributions at the management level.
2. DEVELOP A PLAN

· Review past campaigns to determine strengths, weaknesses, problems and opportunities.

· Meet with the previous CFC Agency Coordinator, and/or current Loaned Executive, to help you analyze agency history and to update you on present campaign procedures.

· Develop a campaign strategy and timetable. Planning Form in package to assist you.

3. RECRUIT YOUR CAMPAIGN TEAM

· Select key people from various departments to assist you, making sure you have representation from both labor and management.  Look for people who relate well to fellow employees, who already support the campaign, and who will participate enthusiastically.

· Recruit a co-coordinator:  This person will then be ready to provide leadership next year.

· Take your team on a tour of a campaign-sponsored charity.  (CFC Staff and Loaned Executives can assist in this.)

4. PROMOTE AND EDUCATE

· Select Campaign Coordinators.

· Encourage Campaign Coordinators, Representatives, or others to receive training.

· Feature information about the CFC in newsletters, on bulletin boards, e-mail, web site, etc.

· Consider holding an agency kick-off special event to start your campaign.

· Motivate and inform employees by showing video or inviting agency representatives to speak at your events.  It may be helpful for employees to tour agencies receiving campaign funds.  All of the above can be arranged through your Loaned Executive.

5. ASK FOR THE CONTRIBUTIONS

· Personally contact each employee (100% ask).

· Hold brief, lively, and informative employee briefing sessions.

· Collect all Contribution Forms.

6. REPORT CAMPAIGN RESULTS

· Periodically report results so that employees can see campaign progress.

· Contact your Loaned Executive for campaign reports.

· Analyze campaign results to determine whether objectives were met.  Produce a summary report for next year’s campaign.

7. SAY THANKS, AGAIN, AND AGAIN

· Thank employees, committee members, and volunteers for their participation and support.

· Display-Publicize final campaign results in news letters/posters/thermometers … send Thank You letters, and publicly present campaign awards to organizations and individuals.

10 WAYS TOP MANAGEMENT CAN SUPPORT YOUR CAMPAIGN

1. Send out a memo endorsing the campaign.

2. Advocate participation as a campaign volunteer to enhance professional and educational development.

3. Help in recruitment of campaign volunteers.

4. Participate in ensuring 100% quality contact for all personnel. 

5. Include campaign progress reports in executive management meetings. 

6. Make their individual pledge first... “Leading by example”.

7. Create opportunities to communicate with mid-management and line supervisors about the impact the CFC has on people’s lives.   

8. Ask all managers to include campaign presentations in staff meetings.

9. Participate personally in campaign event 

10. Seek opportunities to personally thank volunteers, managers and donors for their time, talents and thoughtful contributions through the CFC. 

Group Meeting Agenda
Group Meetings may take as little as 15 minutes or run for an hour, depending upon which elements you wish to include and on how much time your work environment and managers will allow.  One of the best formats for a CFC presentation is to tie in with a regular all-employee meeting or annual event. Key is be flexible and curtail to the time you are allotted.

Suggested Agenda for a CFC Employee Meeting:

Agency Leadership: Commander – Agency Manager presides

· Welcome, Remarks endorsing the Combined Federal Campaign
· Personal endorsement

· Organization’s campaign schedule and structure

Remarks by CFC Loaned Executive or Lead Coordinator







· Ask attendees to pair off by 2’s and take 2-minutes share with each other about all the volunteering and financial support they have given last year to their favorite causes. 

· Brief verbal presentation – Bridge from 2-minute exercise to       contributing via payroll deduction

· Campaign Video 

· Questions and Answers

Charity speaker, scheduled through your Loaned Executive, and/or employee testimonial.  This should be brief (3-5 minutes tops)


Making the ASK

Group Solicitation

· Ask your colleagues to join you in supporting the CFC

· Explain how to fill out pledge cards






· Ask employees to complete pledge cards and turn them in as they depart

· Thank employees for their time and support







· Keyworkers follow up with employees unable to attend meeting

One-on-one Solicitation

· Explain that solicitation will begin immediately after employee meeting

· Keyworkers personally follow up with each employee

· Keyworkers answer questions and explain how to use the Donor Resource Guide and Pledge Card  

Fundraising Ideas 




 
Decide that this is the year to have fun and increase employee participation in the CFC by using special events and other creative, fun activities in support of your agency’s campaign.  Remember the guidelines listed below, discuss your plan with your Loaned Executive or call the CFC office and GO FOR IT! 

	                 DO THIS…


	DON’T DO THIS!

	DO ask your Loaned Executive for good ideas that are working in other agencies.  DO check out your ideas with your agency head!


	DON’T surprise your boss with a golf tournament on company time!


	DO something different to bring interest to your campaign.
	DON’T do the same old thing.

	DO solicit services, items from your co-workers.  See the next few pages for ideas of what has worked for others.

	DON’T solicit items or services from outside businesses, whether or not they are actual vendors of your agency.


	DO use a special event to focus attention on the campaign – not as the total campaign effort.  
DO use special events as frosting on the cake – to put you over goal.
	DON’T overlook the tried and true elements of a successful campaign.
DON’T forget the “cake”:  a solid, well-planned employee solicitation campaign.

	DO tie special events to completed pledge cards, and encourage the use of payroll deduction.
	DON’T encourage employees to participate with a small cash donation.  Encourage payroll deduction.


Having fun with CFC means that your co-workers will look forward to campaign activities, feel better about the campaign and want to participate.

Events, Parties, Kickoffs & Picnics

	WHO’S HUNGRY?

Many agencies like to have kickoff events,

such as continental breakfasts, to open 

their campaigns.  This is a great time for the agency head to endorse the CFC and talk about upcoming campaign activities.  Your breakfast can include a formal CFC group meeting, with speakers, a film etc.  

WE ALL SCREAM!
Organize your group meeting around an ice cream bar, where folks can build their own sundaes.  Provide several types of ice cream, nuts, sprinkles, etc.  Then provide an interesting CFC speaker and/or film while they are eating.   They’ll love you!

COMPETITION WORKS!

Get your best cooks out to show their 

stuff.  Chili, chocolate chip cookies, ice 

cream—it doesn’t matter!  Tie in a lunch 

and contest with a group meeting—and 

let your folks share their accomplishments.  

Let people vote for the best in each 

category and award simple prizes… or 

create a traveling trophy.

CFC AGENCY FAIR

Work with your Loaned Executive and

request CFC charity booths for a limited-

time event in your agency.  Campaign 

leaders can staff a CFC information table

and collect pledge cards.  Publicize the 

fair heavily to ensure a good turnout of 

agency employees.  Give out door prizes, 

provide food, schedule entertainment, etc.
	HALLOWEEN NONSENSE

Some agencies combined a potluck holiday 

lunch with CFC.  Try a costume contest, pumpkin carving and dunking for apples.  If your building includes a childcare center, invite the kids for a costume parade and trick-or-treating with employees.  Combine with a CFC solicitation meeting and follow up to collect pledge cards.

PROGRESSIVE LUNCHEON

One creative lunch idea is to host an all-hands potluck lunch where the employees received part of their lunch in each of five conference rooms.  Participating CFC agencies provided interesting displays in each room.

ALL-HANDS QUARTERLY MEETING

Can you make this event a little more fun with CFC?  Add food, an interesting presentation by co-workers who have been touched by CFC agencies and a raffle at the end.  

MUSIC MAKERS

If your staff is blessed with musicians, invite 

them to donate their talents to a CFC rally.

      [image: image2.wmf]



THE ART OF ASKING

1. Introduction:

· Do the easiest contacts first.

· Build self-confidence.

· Familiarize yourself with the information.

· Utilize tools on website and push people to it for more information

· Establish positive, friendly rapport.

· Explain your role as a key worker when you personally contact co-workers about CFC.

2. Needs:

· Our neighbors (local, national, global) have many diverse needs.

· CFC provides each of us an opportunity to help people with these needs.

· Through our generosity to CFC charities, we can do our share.

· Use website www.CFCgive.org and/or Charity Listing to help identify donor’s areas of interest with actual agencies.
3. Answer Questions:

· Respond positively.  Every comment is a chance to explain about CFC.

· Educate your co-workers about CFC.  Enlightenment generates involvement.

· Facts learned in Key worker training will prepare you to explain CFC.

· Co-workers have special interest; point out charities that support these.

· Unanswerable questions?  Call your Agency Campaign Coordinator or Loaned Executive.  He/she will respond quickly with information you need.

4. Deal with Objections:

· You can expect objections from some of the people you solicit.  It is a natural part of the process, especially when you ask someone to increase their pledge.  Consider objections as an opportunity to win over a new donor.  The objection is not about you, but rather the ideas you represent.

· Listen carefully and calmly while empathizing with your prospect.  Show concern without agreeing.  Express empathy without arguing.  In group meetings, encourage your prospect to discuss the matter privately.  You have important information to present, therefore, be as straight forward as you can.  Make this a win/win situation!!

3 STEPS IN MAKING THE “ASK”

1.
Know Your Stuff

Share something about the CFC that is important to you:

· An agency or service you are familiar with

· The remarkably low campaign cost -- less than 11 cents for each contributed dollar.

· The convenience of selecting from approximately 2,500 human service organizations.

· Examples of the human services needs a contribution will help meet.

Familiarize yourself with the Campaign:

· See the campaign video

· Read the introduction in the Donor Giving Guide and 12 Frequently Asked Questions & Answers in the Key Worker’s Guide

· If there are questions you cannot answer, just say, “Let me find out.  I will get back to you”.  Contact your Loaned Executive, or call the CFC Office at 597-6686.  Get back to the person with the answer.

2. Make Your Own Gift First

Please consider making your payroll deduction of $10.00 a month or more. 

· By the end of the year, you will have contributed $120 towards your chosen charity, which is a significant gift and reasonable for most federal employees. 

· Your contribution says: I believe in the CFC!  
· It is easier for others to make their commitment when you have made yours first
3. Make Personal Contact with Everyone

· Do stress participation, not dollar amount… but explain Leadership giving levels

· Mt Rainier $600 - $1,199 --- Commanders Certificate and coin
· Eagle Club $1,200 and above --- Eagle Statue + Commanders Certificate 
· Do stress payroll deduction.  Small monthly contributions grow to a large annual gift. Ease of giving online with few clicks of the mouse.
· Do ask person to person… face-to-face.  Personalize the Campaign by meeting with every potential contributor.  Answer the questions and concerns of each employee.  Every question, positive or negative, is a chance for you to talk about the positive aspects of the CFC.  Converts make great givers.

· Do ensure you have all the materials you need:  A supply of giving guides, website cards, and pledge forms. They are a controlled roster item this year so

Do NOT leave pledge forms on desk or in in-baskets, etc.

12 Frequently Asked Questions & Answers

1. WHY NOT GIVE TO CHARITY DIRECTLY? 
· Economy and simplicity for charity to process single contributions. 

· Consistent monthly income allows charity to plan annual budget. Helps even out the usual seasonal peaks and valleys in income. Annual budgets help a charity use their money more efficiently. 

· Lowers charity’s overhead costs (i.e., less processing and fund raising time/costs (mailings, administrative). Utilizes CFC’s low overhead (about 9-10%) to increase a charity’s revenue. 

· Painless deduction at each pay period vs. large lump sum for a single pay period. 

· Consolidation of individual Federal employee gifts can leverage dollars for matching grant funds. 

· Enhance Federal employees’ community image. 

· Online Giving Option allows you to research charities with just a click of the mouse and makes donating easy

· Personal recognition for you as CFC contributor (if you release your information to the charity). 

· Generates camaraderie in agency and friendly competition – catalyst for more dollars to charities in our community. 
· You personally designate which charities receive your contribution. 

· Approximately 2,500 choices of widely diverse services and programs. 

2. HOW DO I KNOW MY CHOSEN CHARITIES REALLY RECEIVE MY MONEY? 
· Charities usually write to thank you when “Release of Name” is completed. 

· Annual audits conducted by Local Federal Coordinating Committee, a Certified Public Accountant, and the Office of Personal Management to ensure contributions are collected and distributed accurately and that campaign expenses are justified and in accordance with federal regulations. 

· All pledges reported to federal government (OPM) every year and to charities.

· CFC requires audit of all recipient charities before acceptance. 

· Audit results available through CFC. 

3. IF I DESIGNATE MY GIFT TO A CERTAIN AGENCY, DOES THAT REDUCE THEIR GENERAL FUNDS BY THAT AMOUNT? 
· No. Designated and undesignated funds are distributed separately. 

· One does not impact the other. 

· Approximately 90% of CFC donations are designated to specific agencies or federations (i.e. “umbrella organizations”) 

4. WHY SHOULD I CONTRIBUTE TO CFC WHEN I DON’T USE THEIR SERVICES? 
· CFC organizations touch all of our lives everyday through Human Services and Environmental causes such as disaster relief, support of veterans and morale welfare recreation programs, medical research, job-training, clean air/water, protection of our resources, pets, and wildlife. This is in addition to providing medical care, food, clothing, Christmas toys to children and families in need. This strengthens our neighborhoods and communities thereby raising the condition of all.

· Your support represents an insurance policy that agencies will be there when/should the next Hurricane Katrina, or storm in the Northwest hit.

· Experience teaches that any of us may be just one misfortune away from needing a CFC agency’s help. 

5. WHY ARE THESE PARTICULAR CHARITIES LISTED IN THE CAMPAIGN BROCHURE? 
· Charities must apply annually to be listed. 

· Recipient charities must apply and pass stringent eligibility tests. 

· IRS 501(c) 3 status as not-for-profit, voluntary organization 

· Eligible to receive tax-deductible contributions 

· An active volunteer board of directors 

· Overhead costs reported with IRS 990 Form and Financial Audits 

· Annual report is available to the public 

· Local Applicants must have “local presence” which includes office/facility open minimum 15 hours per week, and located in Pierce, Thurston or Lewis counties or adjacent campaign areas.. 

· Those denied eligibility may appeal to local committee or the Office of Personnel Management (OPM) possible inclusion. 

· National/International Organizations apply directly to the Office of Personnel Management in Washington DC for eligibility.

6. WHY SHOULD I SUPPORT ORGANIZATIONS OF WHICH I DISAPPROVE? 
· CFC includes approximately 2,500 (varies each year) diverse organizations. 

· It is a donor choice campaign so you support only those agencies you select. 

7. CFC ADMINISTRTIVE COSTS ARE TOO HIGH -- Just a Myth!
· Contrary to what most people believe, CFC fund raising expenses have been about 10 cents on each dollar received. This is lower than almost any charity. This mainly provides campaign materials and fund raising services. There is one professional staff and significant support from the accounting department, marketing department, and clerical area. 

· CFC utilizes Federal employee volunteers to run the campaign. 

· Ask charities they depend upon the CFC to help LOWER their costs and reach audiences they otherwise never could.. 
· CFC is the most efficient way to raise large amounts of money at very small cost and assures maximum possible funding goes directly to charitable programs, not administrative costs. 

8. ISN’T CFC JUST UNITED WAY WITH A DIFFERENT NAME? 
· No. The CFC is a separate campaign that sometimes runs concurrently with the United Way or State Employee campaigns. There is a separate committee called the Local Federal Coordinating Committee (LFCC), made-up of federal employees that oversees all CFC decisions. This is your campaign.

· CFC via the LFCC contracts with United Way of Pierce County for fiscal management, training and administrative support. This position (PCFO) is opened up publicly for agencies to apply.

9. WHY AM I BEING SOLICITED IN THE WORKPLACE FOR A CAMPAIGN THAT IS NOT OFFICIAL GOVERNMENT BUSINESS? 
· CFC is official government business… Supervised by officials chosen by Local Federal Coordinating Committee… Authorized by federal regulations and OPM policies. 

· Federal employees who serve as Loaned Executives staff CFC, loaned by their employing agencies for at least a four-month period. 

10. IN THE PAST, I HAVE SOMETIMES FELT PRESSURED TO GIVE. Why is this?
· We apologize if this has happened to you in the past. The CFC does not advocate high-pressure solicitation, rather we want to inform you of the need in our community, the positive results and benefits of non-profits, and provide you the opportunity to make a difference.

· Federal regulations prohibit coercion and solicitation by supervisors. 

· Employees donate to express their support for charities of their choice. 

CFC EMPHASIZES AN APPROACH OF “100% Quality Contact”. 
11. WILL MY CONTRIBUTION REALLY MAKE A DIFFERENCE? 
· Absolutely! 

· Each of us as individuals contributes the building blocks to reach the Pierce, Thurston, Lewis County CFC goal of raising funds for charity. 

· CFC is large, well organized, and a “low overhead cost fundraiser” for recipient charities. 

12. WHY CONTRIBUTE THROUGH PAYROLL DEDUCTIONS? 
· Payroll deduction makes it convenient for you to give by letting you spread your contribution across the entire year. 

· Because there is no simpler way for you to make good things happen for so many people, payroll deduction helps you care for your community and your world. 

· You can take pride in knowing you are part of a larger team of federal employees that are making our world a better place to live and work. 

· Typically, more than 80% of all CFC funds raised through our local campaign are given through payroll deduction. 

· Payments on payroll deduction pledges begin on the first pay period in January 

20 BASIC CAMPAIGN CHALLENCES TO AVOID

1. Starting too late

2. No timetable to check against

3. Insufficient number of volunteer workers

4. Lack of a campaign plan

5. Lack of enthusiasm

6. Lack of campaign publicity

7. Goal setting not optimistic

8. Failure to take advantage of CFC materials

9. Lack of organized labor support

10. Insufficient promotion of giving at leadership levels 

a. $600 - $1,199 Mt Rainier Giver --- Receives a Commanders Certificate and CFC commemorative challenge coin 

b. $1,200 or more  Eagle Club --- Receive a eagle statue and Commanders Certificate 
11. Failure to highlight Agency and Individual Unit Awards

12. Lack of fun events and friendly competition

13. Reliance on “inbox” solicitation-needs to be a personal, face-to-face ask 
14. Not enough emphasis on payroll deduction

15. Not making 100% employee personal contact

16. Lack of training for key workers and volunteers

17. Defeatists attitude

18. Prolonged campaign

19. Inability to “ask”.

20. Failure to say “Thank You.”

10 HURDLES to a SUCCESSFUL CAMPAIGN

See a need.  Get involved.  Change a life.

These are some of the tough questions and comments you might hear.  The best way to deal with them is to be prepared.  Your Resource Handbook is full of information you can use to answer these questions.  Don’t ever hesitate to call your Loaned Executive or the CFC Director… any question is welcome!

1. I hate asking for money.

· The number one reason that people don’t give is they are not asked.

· You are asking them to invest in their community and help provide a strengthened Community Safety for all of us.

· Give information.

· Share passion.

· Giving is a personal choice--respect that and give them the choice.

2. I don’t have a thousand bucks right now.

· Break it down per pay period.

· Show them the “How far does your donation go?” chart.

· Invest in your community.

3. This is going to be way too much work for me alone.

· Ask for help from:

· Management team and co-workers.

· Loaned Executive.

· CFC Director.

· Other Campaign Coordinators.

· Charity Representatives.

4. What do they do with all the money?

· About 88% goes directly to services.

· Create positive outcomes for people in need.

· Use your charity handbook for referrals.

· Use your charity speakers and tools.

5. My boss can’t be bothered.

· Philanthropy is good for business, and good for the spirit, thus leading to increased productivity.

· Unites the organization.

6. You get me a raise: I’ll give you some money.

· Give up one latte a day.

7. I can’t coordinate a multi-site, multi-shift campaign.

· Contact your Loaned Executive.  They’re job is to help you and support you in any way they can.

8. Another year…another controversy.

· Be prepared with the facts

· Direct designation is an option as well as negative designation.

9. I can’t possibly live up to last year’s campaign.

· We live in a wonderful community that understands the need to help.  Much has been accomplished, but there is still great need.

10. What part of “NO” don’t you understand?

· Remember that your job is to give information and share your passion.  

· We are not aiming for 100% participation, but 100% contact.

Remember to promote our                         Website
www.CFCgive.org
Donors can learn more, search for charities and GIVE ONLINE.
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2016 Fact Sheet

Campaign Window
September 1– December 16, 2016(OPM/CFC Regulations)

· Local campaign: September 22 – December 15 with an option to extend if mitigating circumstances.  

· LE’s will work with agency coordinators to establish a 6-week or shorter timeframe (encouraged) to conduct their individual campaign. 

Campaign Theme 
It All Comes Back TO YOU 
Campaign Honorary Chair
LTG Stephen Lanza Commanding General, JBLM
Campaign Chair
COL Daniel Morgan Commander, JBLM
Campaign Structure
The CFC of South Puget Sound is planned, implemented and celebrated by federal employees.  The Local Federal Coordinating Committee (LFCC) provides the leadership, direction and oversight for the local campaign and hires a Principle Combined Found Organization (PCFO) to perform fiscal management, planning and marketing functions. The United Way of Pierce County has been awarded the annual contract for over 20 years.  

Campaign Kickoff
22 September 2016, 0900-1200 MWR Tent on JBLM.  50+ Charities.  Speaker will be announced before the Kickoff
Campaign Overview 
The fundraising effort is directed toward approximately 48,000 federal employees in over 60 separate federal agencies located in Pierce, Thurston and Lewis Counties. The US Postal Office has 74 offices. Over 90 percent of the campaign is comprised of Military Servicemembers.

2015 Contributions
$538,000 donated by federal employees. 
Contribution Overview

2015
 $538,000 pledged by 2,871 donors


2014
 $838,715 pledged by 5,343 donors


2013
 $931,924 pledged by 5.903 donors 
2012     $1,003,639 pledged by 5,940 donors

2011
$1,366,195 pledged by 10,221 donors 

2010     $1,451,378 pledged by 10,901 donors



2009     $1,187,984 pledged by 6,810 donors



2008     $1,249,229 pledged by 10,341 donors

2007     $1,123,740 pledged by 8,077 donors

2006     $1,140,367 pledged by 8,686 donors

2016Campaign Goals
Achieve 100% Quality Contacts with all federal employees, increase awareness to indirectly raise participation to 25% overall: Roughly 10,000 donors. Projection/Goal: $600,000. 

· Awareness: Each federal employee is informed of the benefits and value of contribution through the CFC

· Opportunity: Each federal employee is personally contacted and given the opportunity to participate in the CFC

2016 Strategies
Step I

Education is the key to increasing participation.  LE’s will work with coordinators to schedule CFC briefings at Commanders’ Calls, office/staff meetings, agency fairs, … that reach 100% of federal employees.  Arrange for non-profit organization guest speakers to present a 3-5 minute briefing that describes their programs and services.  


Step II 

Coordinators and key workers then make the quality contact with each of their assigned employees to further discus how the CFC supports and assists their family, friends, and neighbors.  Then they ask for a donation through payroll deduction, which is the best way to help agencies throughout the year.

· Donor Resource Guide: There are over 2,000 local, national and international charities listed in the Charity Listing. Application process concludes 30 April every year.
· Donor Guide with Keyword Search is available at www.cfcgive.org

Step III 

Thank You, Thank You, Thank You … Everyone involved in supporting the CFC needs to be thanked for their time, effort and contribution.  Try to find numerous ways to say Thank You i.e. private conversation, public recognition at Community Celebration, Coordinator gifts/certificates, etc.
Methods of Donation
Payroll deduction, one-time credit card gift online, cash, check or money order.  Last year, 5,343 donors gave and 80% gave through payroll deduction. 


Payroll deduction makes larger gifts possible by spreading your gift out over 12 (military) or 26 (civilian) pay periods.  This produces predictable, systematic revenues for recipient charities, and lowers their fundraising costs. $2 minimum pay period Active duty, $1 Civilian Payroll

·  Cash, check, money orders are accepted at $5.00 minimum  

Fund Raising Cost
Administrative rate was 17.3% in 2015, which means approximately $0.83 cents of every dollar donated, went directly to the charities.  Fund raising expenses include the cost of administrative staff/services and campaign materials. 
Step 3 - Fill in the 5 digit CFC agency code number (as listed in the Charity Listing


or on the website www.cfcgive.org) and the


annual amount of the designation to each charity. If more than 5 choices use additional pledge forms and keep together.








Step 2 - Fill in the


appropriate boxes for either


military or civilian, the


monthly / periodical deduction,


and the total. Fill out the


“Other” section if making a


cash or check contribution.








Step 1 - Print


name, work


address,


telephone


number, and your


Federal Agency. Include RANK








Copy1-payroll


Copy2- PCFO


Copy3- Donor





Step 5- Make sure the pledge form is signed and dated and social security number or EIN (agencyspecific) is provided if using payroll deduction. Cash or checks do not need to.








Step 6 - Contributors keep


copy #3 for their records. Keep copies #1 and #2 together, and turn them into your CFC point of contact. Pledge totals (up to 50) reported on CFC Progress report. Copy 1 turned into finance and Copy2 submitted w/ Progress Report. 











Step 4 - If you would like your name, HOME address, E-mail address and/or the amount of your pledge released to the agencies you designated funds to, check those boxes & fill out info. If you do not fill out this section your information will not be released.This information will only be released to the agencies you have chosen and NO OTHERS.
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