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2016 Combined Federal Campaign of the National Capital Area

2,000	disabled	veteran
assisted	200	low-incom families	given	holiday
 (
thiopia
6
people
matched
wit
 
herapy
 
dogs
100
mari
 
onservation
projects 
unded
70,000
natural 
isaster
re
s
ponses
6
eople
matched
)520	schools	built	in	rur

EThank you!




Campaign Roles


Local Federal Coordinating Committee (LFCC)
Federal leaders who provide regulatory oversight of the campaign.

Campaign Chair

t Thank you for serving as a Combined Federal
Campaign (CFC) Keyworker for your department or
agency. You make possible a remarkable campaign that raises millions of dollars to help people in need.
c The Combined Federal Campaign of the National

Department or agency head who supports the campaign.

Campaign Vice Chair
Senior federal manager who secures the support of
the entire senior management team and participates in


Loaned Executive (LE)

campaign events.

Capital Area raised nearly $62 million in 2012 to support charities that provide life-enriching and life-saving
f programs for people and communities right here in the DC metro area, across our nation, and around
the world. On behalf of more than 4,400 participtaing charities, thank you for all that you do to make the
d Combined Federal Campaign a great success.

Federal campaign worker who works full time with
the CFC staff for approximately six months to support campaigns in his/her accounts.

Campaign Manager (CM)
Federal campaign worker who coordinates and leads the campaign committee at an agency or department.

Campaign Coordinator

 (
h
)Federal campaign worker who recruits Keyworkers and
orders and distributes campaign supplies.

Keyworker
p	Federal campaign worker who personally reaches out to
colleagues to promote the CFC and to ask people to give
to the CFC.
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I’m a Keyworker;
now what do I do?

How Does the CFC Recognize Success?


Most Valuable Fundraiser
for CFC Vice Chairs, Campaign Managers, Campaign Coordinators, and other members of your CFC team






Attend training sessions to discover the best practices for asking your
co-workers to make pledges and to learn about the reporting tools you will use to process pledges. You can also visit www.cfcnca.org to obtain this important information.


 (
2
)Pledge
Make your own donation to learn about the process and to demonstrate you believe in what you’re doing.


 (
3
)Prepare
Understand the many benefits of
donating through the CFC as well
as how federal employee donations make a tangible impact in our community. Make sure you have
all the supplies you need. (You can get these from your department’s Campaign Manager or Coordinator.)





 (
4
)Promote
Keep the campaign visible with posters, events, social media and emails.


 (
5
)Ask
Encourage your assigned co- workers to contribute to the causes and charities that matter to them.


 (
6
)Process the Paperwork Keep completed forms in a secure location. Fill out the Pledge Form Carrier (Form 100) and deliver all
of the paperwork to your Campaign
Manager or Coordinator promptly.


 (
7
)Thank
Sincerely thank every co-worker you contacted. You can utilize personal notes, donor stickers, and Eagle Award pins.

Special Service
for campaign workers who have provided outstanding service to the campaign

Certificate of Appreciation
for each Keyworker

Outstanding Payroll Deduction
Giving
for attaining an exemplary level of support to the CFC with 75% or more of contributors making payroll deduction gifts

100% of Goal
for campaign workers whose reporting unit meets or exceeds its campaign goal


Eagle Award Pin
for donors who give 1%
of their salary


Double Eagle Award Pin for donors who give 2% of their salary
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How can you and your
co-workers donate to the CFC?


[bookmark: _GoBack]Generally, these are the options for donating to the CFC. No matter what the giving option, employees can designate their gift to as many charities as they’d like. They can search for charities and the charities’ 5-digit codes in the 2016 Catalog of Caring or at www.cfcnca.org.



Cash or Check	Payroll Deduction	Credit or Debit Card







CFC Paper Pledge Form	CFC Paper Pledge Form	eGiving through www.nyccfc.org











Computer Printed Form through www.cfcnca.org

Computer Printed Form through www.cfcnca.org










eCheck through www.nyccfc.org

eGiving through www.nyccfc.org























Donate Now

Once at www.nyccfc.org, donors simply click the “Donate Now” button. To ensure security and provide enhanced features, donors will be asked to
set up a new personal CFC account. Donors will then be led step-by-step through the easy-to-use giving process, taking into consideration their agency and giving method.

How do I process the pledges
I receive?


A 	If a co-worker makes a donation through www.cfcnca.org that doesn’t include any computer printed forms, you don’t have to do anything. Your reporting unit will
automatically receive credit for the gift.



B 	You will, however, have to process five other kinds of gifts
using the CFCNCA Pledge Form Carrier (Form 100):



payroll pledges

• Make sure that the donor signs the form in ink even though it will already have an electronic signature.
• Put the completed form in the
Yellow Copies Only envelope.

• Don’t add the amount to your Keyworker’s Summary – it’s already recorded online.

 (
2
)Computer-printed forms for
check and cash gifts

• Make sure that the donor signs the form in ink even though it will already have an electronic signature.
• Put the completed form in the
White Copies Only envelope.

• Don’t add the amount to your Keyworker’s Summary – it’s already recorded online.

Paper Pledge Forms for payroll pledges

 (
3
)• Make sure the donor has signed the form and included his/her Social Security or Employee Identification Number.
• Put the yellow copy of the form in the Yellow Copies Only section of your envelope.
• Add the number of gifts and the total gift amount to the Payroll Deduction Total of your Keyworker’s Summary. If the donor has selected an Eagle or Double Eagle Award, record that information on the Summary.
• Put the white copy of the form in the White Copies Only envelope.
• Return the blue copy to the donor.

Paper Pledge Forms for a cash or check gift

 (
4
)• Add the number of gifts and the total gift amount to the Cash or Check Total of your Keyworker’s Summary. If the donor has
selected an Eagle or Double Eagle Award, record that information on the Summary.
• Attach the check or cash to the white copy of the paper pledge form and place it in the White Copies Only envelope.
• Return the Blue and Yellow copies of the paper pledge form to the donor.
5	Confidential gifts
• Do not open confidential gift
envelopes.

• Add the number of confidential
gift envelopes you receive to your
Keyworker’s Summary.

• Staple the unopened confidential envelopes to the upper right corner of the White Copies Only envelope.



C 	For all the donations that you process (except for confidential gifts), check to
 (
2
) (
3
)make sure that:



codes for every charity selected.

The total given to the donor’s designated charities adds up to the total contribution amount.

The reporting unit number is correct.

 (
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Be sure to keep the CFC paperwork and donations in a secure place and keep the information
about your co-workers’ donations confidential. When you’re ready to turn in campaign
pledges, complete the Keyworker’s Summary on the Pledge Form Carrier (Form 100), seal both the White and Yellow envelopes, and then deliver the completed envelopes to your Campaign Manager or Coordinator.



How do I ask my co-workers to give to the CFC?



For many, the thought of asking their friends and colleagues to donate to the CFC makes hands go clammy and nervous hearts beat faster. It’s actually pretty easy to do. Here are some tips to make talking with your co-workers stress-free and effective.





Reasons to Participate in the CFC


• Giving is easy – just choose your favorite charities, then either complete your paper pledge form or visit www.cfcnca.org to donate online.

• The ability to give a little bit each week through payroll deduction quickly adds up to a significant contribution to your community.

• Average gift through payroll deduction in 2013: $772

• Average gift through other means in
2013: $227

• You’ll join millions of federal employees whose generosity makes it possible for people to enjoy healthier lives, more resilient families, promising futures, better communities, and an improved world.



Make your own gift first so you can ask people to join you in supporting our community.


 (
2
)Be prepared
Remember that there are more than
4,400 non-profit organizations in the 2014 Catalog of Caring, so it’s easy for every donor to find favorite charities.


 (
3
)Be proud
It’s an honor to be a Keyworker. You’re giving your co-workers the chance to make a significant difference in their community. How great is that?


 (
4
)Speak face-to-face
Talk to your co-workers in person. Say something like, “I’m here to ask you to support the CFC. Did you know that there are more than
4,400 charities that are part of the CFC and that you can pick the ones that mean the most to you? You can even give a little bit each pay period through payroll deduction. You can also write a check or donate via your credit card. Here’s a pledge form
and campaign card. (Or, “Here are instructions for donating online.”) Will you participate?”

Encourage payroll deduction
 (
5
)Suggest donating through
payroll deduction. Small weekly contributions quickly add up to a significant impact.


 (
6
)Follow-up
Follow-up with your co-workers, providing them with the CFC Second Touch Campaign Card, and ask if they have any questions or need a pledge form. You can do this in person (which is best) or by phone or email.
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Frequently Asked Questions




How important is
? 	the Combined Federal
Campaign?

The Combined Federal Campaign of the National Capital Area is the largest workplace giving campaign in the world. Last year, you and your co-workers gave
nearly $62 million to charities. Over the past

deduction, which enables federal workers to give more to the causes they cherish. The CFC also reduces overall fundraising costs by combining costly individual charitable solicitations into this once-a-year campaign.

? 	Will my contribution
really make a difference?

How much does it cost a charity to raise $1?



Corporate and
$	Foundation Gifts
20 cents

fifty years, federal employees contributed more than $7 billion through the national CFC. And that makes anything possible.

 (
?
)Is there a minimum donation?

Any and all donations are welcome and appreciated, though there is a $1 minimum per pay period for payroll deduction. Payroll deduction makes it easy to give a small amount each pay period which adds up to an impressive contribution. (Of course, there is
no maximum gift.)

Absolutely! Just look at these examples:

• $35 per pay period saves eight acres of tropical rainforest

• $30 per pay period provides an injured veteran with physical rehabilitation and emotional support

• $25 per pay period supports clinical research to cure cancer, diabetes, mental illness, autism, and other diseases

• $20 per pay period trains volunteers
to advocate for abused and neglected






Walk-a-
thon


Direct Mail Renewal
25 cents


Special Events
50 cents


Combined Federal
Campaign
Only 8 cents


? 	If someone gives by check, who is the check
payable to?

CFCNCA


? 	How do charities become part of the Catalog of
Caring?

Charities must apply to participate in the CFC. Each charity must be a 501(c)3 nonprofit organization, submit IRS Form
990, describe its human health and welfare benefits, and meet other requirements. Application information can be found at www.cfcnca.org or www.opm.gov/cfc.

? 	Will a charity receive
more money if I give to
them directly?

Not typically. It costs just 8% to raise and process a CFCNCA contribution, and average charitable fundraising costs are usually higher than that. Plus, the CFC
is the only way to donate through payroll

children

• $15 per pay period gives two orphans in Asia or Africa education and medical care for a year

• $12 per pay period neuters/spays six rescue dogs

• $10 per pay period shelters and feeds
a family devastated by a flood

• $5 per pay period delivers weekly home health care so a fragile senior can remain in his or her home

• $3 per pay period provides after- school programs to at-risk teens to encourage academic achievement


How can I get help or
? 	more information?

You can visit www.cfcnca.org where you’ll find loads of information about the campaign and being a successful
Keyworker. You can also receive answers to your questions by contacting your Campaign Manager or Loaned Executive.
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8 Tips for Being an Effective Keyworker



	
1. Reach out to everyone


Make sure all your assigned
co-workers are included… and don’t forget shift workers, telecommuters, and new employees.
	
2. Talk about the CFC
in person


Speaking face-to-face is the most effective way to inspire your co-workers to give.

	


3. Encourage payroll deduction


Payroll deduction produces higher levels of giving and has a greater impact on the charities people choose to support.
	

eGiving     Pledge	4. Understand eGiving and Paper Pledge Form options

Make sure you are familiar with all the ways to participate so you can offer help as needed.

	

5. Make giving personal


Charity facts and personal stories motivate co-workers to donate to causes that matter to them.
	


6. Maintain campaign integrity


Keep pledges secure and give them to your Campaign Manager or Coordinator as quickly as possible.

	

7. Keep the campaign visible


Use social media, emails, posters, brochures, and events to promote the campaign.
	

Thank you!	8. Give thanks



Thank everyone for donating and recognize Eagle and Double Eagle donors.
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