
Combined Federal Campaign
Charity Orientation
Friday, June 10, 2016


CHARITY INTRODUCTIONS

PURPOSE OF MEETING – new charities find out how things work, opportunity for veteran charities to help plan the campaign

COMMONLY USED TERMS – see handout

CFC 101 – Campaign begins September 1, 2016 - ends December 15, 2016

The Combined Federal Campaign is the only authorized solicitation of federal employees in the federal workplace.  Our Campaign Area has over 82,000 employees: Federal, Military, Postal and Contract workers. 

Universal Giving - CFC Charities can receive contributions from across the U.S. and around the world.  Organizations are listed in the local donors brochure and also in an online database that permits federal donors to give to the charity of their choice, no matter where that charity is geographically located. 

The Combined Federal Campaign is not a "Grant" program.  It is a workplace giving campaign that permits federal, military and postal employees to contribute to charity through payroll deductions.  Charities should be prepared to market their organization.


CAMPAIGN PERSONNEL - Includes Loaned Executives (LE), Agency Campaign Coordinators (ACC), Keyworkers, and of course, the CFC staff.  

LEs - Work from the CFC office during the campaign period. Each LE manages 50 to 100 workplace campaigns.  Duties include training ACCs, distribution of campaign materials, bringing pledge envelopes to CFC office.  LEs have limited in-office time.  “Introductory-type” emails should be avoided. 

ACCs – Conduct campaigns in federal agencies.  Coordinate kickoff events for individual office.  Duties include distributing pledge cards and brochures to co-workers, training Keyworkers, checking that pledges are correct before turning in to the Loaned Exec.  


MAKING CFC WORK FOR YOUR ORGANIZATION - BE VISIBLE 

· Get to know the LEs and ACCs by attending training events
· Attend as many kickoff events as possible
· Don’t just sign up for the major kickoffs, attend some of the smaller events
· Attend some of the “middle of the night” events, think Palatine PO at 3 a.m.
· Be dependable, if you cannot make an event, find someone to fill in for you
· Display your CFC CODE on your website and all promotional materials




OPPORTUNITIES FOR VISIBILITY – 

· Charity Tour – we bring the LEs to your organization.  4 charities will be selected by lottery, we will visit 2 charities in the morning and 2 in the afternoon, selected charities get 40-minute spotlight
· Ice Breakers – selected charities hold a 5 – 7 minute presentation at the CFC office, 3 to 4 different charities each of three mornings, Wed 8/10, Thurs 8/11 and Fri 8/12, chosen by lottery
· ACC Training/Charity Fair – 2 separate events, open to all charities, must RSVP
· Kick-Offs – over 100 events, RSVPs only, must be on invite list
· Thank You Events – varies with each agency


CHECK THE CFC CALENDAR  

All CFC events are posted on the official CFC website, www.ChicagoCFC.net.  Look for the “Kick Off Calendar.”  We provide info re type of event, who to contact, number of employees, etc. BUT YOU MUST RSVP before attending an event.  

PLEASE NOTE: Although CFC begins on September 1st, the Calendar will not begin to populate until the ACCs schedule their events.  


PREPARE FOR EVENTS -

· Bring table candies/novelties – something to entice employees to your table (no big displays – you may have to share the table) or anything requiring electricity 
· Bring raffle prizes, giveaways, games, etc. to draw crowd  
· Bring ample brochures, bags, etc.
· Be prepared to deliver your message in sound-bytes – practice a 2-minute elevator speech
· Remember to include your CFC CODE when talking to potential donors
· TELL A STORY, SKIP boring statistics, answer the question:  why do you need their support? 
· Know what a $1 (or $2, $5, etc.) per week donation can “buy”  - the average donation is $10/week or $260 annually – how will this help your organization?

EVENT PROTOCOLS -

· WALK-INS are discouraged.  You must RSVP for events.  Walk-ins may not be allowed to speak or set up a table.  At certain government agencies, walk-ins may not be allowed to enter the facility!
· YOU MUST BE PRESENT at an event for your materials to be displayed – you cannot send/mail/drop-off materials to any federal employee or to the CFC office. 
· You CANNOT accept pledge cards, cash or checks at CFC events – you are only there to promote your organization
· You cannot speak for or display materials for organizations not approved for the CFC (for example, another federation member).   

EXPECT SURPRISES! 
· Tricky finding entrance?  Keep cell phone handy, have a contact phone number for every event 
· Cancellations/delays? Don’t call CFC office – call one of the LEs, if postal, call postal LE
· Expect surprises, things happen.  Too many charities? Lottery to choose speakers? Don’t sweat.  Be flexible.



CAMPAIGN DATES
	
Ice Breakers				August 10 - 12
LE Bus Tour				August 9
Campaign Begins			September 1
ACC Training & Charity Fair		September 6
ACC Training & Charity Fair		September 27
Kick-Offs				September 1 thru December 15
Campaign Ends			December 15
Awards Ceremony			January 4, 2017
Designation Reports			March 2017
Disbursements Begin*		April 1, 2017


*Disbursements of $1 to $500 – charities receive a one-time payment (minus expenses & shrinkage)

*Disbursements of $500 up – charities receive monthly payments (100% expenses out of first check)

Electronic Disbursements – available if you submitted your bank info at the time of application.  Alternatively, checks are disbursed beginning April 2017.

 

WEBSITE ADDRESS:  CHICAGOCFC.NET	
