Coordinator Email to Supervisor

Dear [Agency Head],
I am reaching out to you in regards to the Combined Federal Campaign. As you are aware, I am the coordinator for our site, and am looking forward to facilitating a successful campaign.  As you know, CFC is a powerful, employee focused and cost efficient way to help our neighbors in need. I believe in the mission of the Combined Federal Campaign and am excited to run a campaign for our agency. There are two specific ways in which you can directly support me in this endeavor.
1 – Attend our individual agency kickoff, to be held at ______ (or ask for dates that they are available).  Your presence at the kickoff gives it a credibility that it would not have without you in attendance. In fact, an email coming from you to the staff, promoting the kickoff and saying that you will be saying a few words, would essentially guarantee that all staff attend. This is the basic foundation for a successful campaign.
2 – Make a visible contribution along with a “challenge gift”. You certainly would not need to say how much you are contributing, but by simply announcing at the kickoff that you will be giving, and that you believe in the importance of CFC, that will have a powerful effect on our staff’s perception of the campaign. Additionally, I’m hoping you will feel encouraged to make a “challenge gift”. This means announcing at the kickoff that if our site reaches its campaign goal, that you will do something for them. Examples of the challenge gift include:
A – Buying breakfast/Coffee for all who contributed
B – Giving permission to those who contributed to have a casual Friday
[bookmark: _GoBack]C – Agreeing to something more outrageous like a haircut, shaving your beard, or posting a selfie about your favorite cause etc. (all of these have been done by other agency heads/supervisors in the past!)

[Tweak challenges to make them all employees, whether they gave or not. Employee focused.]

Last year our site raised _____ and our goal was _____.  Our goal this year is _____ and I know with your support we can reach and surpass that goal. Please ask if you would like me to send along additional information, or if you would like to speak directly to me or someone from the CFC staff. I look forward to hearing from you about potential kickoff dates and working with you on this incredible valuable cause.

Thank you for the opportunity.

Best,
_______


