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Training Objectives
N

- CFC Overview

- Your role in the campaign
- Giving options

- Making “the ask”
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CFC Overview



What is the CFC?

- President Kennedy initiated a formal national giving
program for Federal employees in 1961. Since then,
the Combined Federal Campaign (CFC) has evolved
into the nation’s leading workplace giving program.

- There are over 200 CFC campaigns, broken down by
geographical location.

- The Combined Federal Campaign of the National
Capital Area (CFCNCA) is the largest CFC raising over
$67 million in the 2010 campaign.
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Why Donate through the CFCNCA?

I
Choice

0 The CFCNCA offers over 4000 local, national and
international charities that are vetted by federal employees.

Ease

0 Giving through the CFCNCA allows donors to give online and
through payroll deduction.

More Money for the Charities

0 Giving through the CFCNCA allows more of each pledge to go
directly to the charities reducing their administrative costs.

2 CFCNCA donations to charities are undesignated, meaning
charities aren’t limited on how they can use the money.
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- Roles and Responsibilities



Your Role as a Keyworker

- Ensure 100% opportunity to give with all
employees

- Encourage employees to give through
e-Giving and use the resources on CFCNCA's
website

- Increase number of donors and amount of gifts

- Protect donor information
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Elevator Speech

- The Elevator Speech is a tool that delivers a
message to an audience, usually one or two
persons, for the purpose of engaging their
interest in pursuit of a particular goal.

Concise

Focused

Compelling

Inspiring

Brief (no more than 30-60 seconds)

Provides follow-up
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Making “the Ask”

Learn about the campaign - Become familiar with the
CFCNCA so that you can explain why giving through the
campaign is effective and easy

Make your own gift before asking others to give -Your
pledge demonstrates you believe in what you are doing

Make the ask in person - Personal contact gives you the
chance to tell an inspirational story and to individualize the
campaign. The ask should be made during duty hours.

Encourage payroll deduction - Explain how this approach
spreads giving out over the year and makes it possible to
make a more generous gift
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Making “the Ask”
S

Explain how to make a pledge online - Tell donors they
can help reduce campaign costs to direct more funds to
charities via e-Giving

Encourage employees to contribute to charities that
support the causes they care about
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Regulatory Requirements

- Per OPM regulations, CFCNCA cannot:
2 Require 100% participation
2 Allow mangers to solicit subordinates
0 Pressure colleagues to give specific amounts
0 Develop a list of non-contributors or contributors
0 Coerce fellow employees

Every donor has the right to make a confidential pledge.
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2011 CFCNCA

o294
= Campaign Goals
2 $67.2 Million
2 38.6% Participation
o Increase the use of e-Giving
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Giving Options



Types of Pledges

- Payroll deduction

2 Recurring gifts that are spread across a year,
deducted each pay period

2 Can be made through paper Pledge Forms, or
paperless deductions (paperless deductions
not available in all agencies)

- Credit/Debit Card
0 One-time pledge or monthly recurring pledge
2 e-Giving pledge
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Pledge Type
S

- Electronic Check
2 One time donation
1 e-giving pledge

- Cash or Check

2 One time donation
0 Traditional paper Pledge Form
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Pledge Type
S
- Designated

- Use the 5-digit charity code to select an
approved charity

- Undesignated
- Donations without a charity selected

- Distributions made in the same proportion as
charities receiving designations

CFCNCA Confidential & Proprietary



Traditional Paper Pledge Form

FALL 2011 PLEDGE FORM

CHOOSE YOUR
CHARITIES.

Select the charities you are
most passionate about
supporting from the 201
Catalog of Caring, which lists
more than 4,000 approved
organizations in every interest
area. You can search for a charity
online at www.cfencaorg or in
the printed version available
from your Keyworker.

Show you care in three simple steps:

MAKE A COMMITMENT.
Complete the Pledge Form
by using this printed version,
Or save campaign costs and
use the e-Giving paperless or
online printed pledge options
at www.cfenca.org. You

can donate through payroll
deduction to spread your
giving over the year or choose
credit/debit card, electronic
check, cash or check.

SUBMIT YOUR PLEDGE.
If you use this printed form or
the e-Giving printed pledge
option, you must give a

copy to your Keyworker to
complete the pledge process.
For the e-Giving paperless
option, you do not need

to submit a form to your
Keyworker. Remember to
retain a copy of your pledge
for tax purposes.

Thank you for your participation! Visit the CFCNCA website to
follow the campaign’s daily progress and learn how your donation is
helping to bring hope to people all over the world.

Make a commitment today at www.cfcnca.org.
Don't delay! Pledge by December 15.

COMPASSION

OF COMMUNITY

2011 Combined Federal Campaign of the National Capital Area

yCFC

@
BOAANNIVERSARY

www.cfenca.org

FALL 2011 COMBINED FEDERAL CAMPAIGN OF THE NATIONAL CAPITAL AREA
750 17th St. NW, Surte 200, Washington, DC 20006 Attn: CFCNCA Finance Office

Fall 2011 Pledge Form

Reduce costs. Direct more to charities. Pledge online at www.cfcnca.org.

The geographic boundanes for the Combined Federal Campaign of the National Capital Area (CFCNCA) CHANTY 0008 AL ANOUY
are for employsss whose permanent duty stations are i the graater Washington DC Metropoitan Area.

Prince George's, Montgomery, Calvert and Charles Counties in Maryland; and Arlington, Fairfax

and Prince Wiliam Counties in Virginia. The Virginia counties inckude all separately incorporated cties
such as Manassas i Prince Wiliam County. The GFONCA does not accept pledges frcm employees s
Deyond these boundaries. Please chack wiww 0pm Gov/ctc 10 find the local CFC for your duty station,

A | want to support these charities through the CFCNCA:

Direct my gifts to the federations and/or charities listed on this form based
on the fistings in the 2011 Catalog of Caring or the online charity database at
wwwckencaorg. Absolutely no “Write-Ins™ are allowed. Any amount not
eamarked to specific charities on the official CFCNCA list will be classified as
“undesignated” and distributed according to Federal CFC rules. Undesignated
gifts are distributed among all organizations in proportion to their pledges.

s
Thank You! N N s
For DOUBLE EAGLE
e funro R "
CFC organizations do not provide goods o senvices (1% of gross pay) 2% of gross pay) -

in whole or partial consideration for any contributions
made to the organizations via this Pledge Form

|: Here is my contribution: Bl e sl

[} share my donation information in the following ways:

CHCKOM  AMOUNT PR PAY PINGO o 1O A COMTIIITON
<—Dcmuan ¥ 1 $ .
<€— CIMILITARY § X $
S sy . WoNTHE - g
[ ———
OcASH e ety N
Ocheck s atcanmusan -

3 Count ma int | woulkd ke to know more about CFGNCA and provide campaign foedback. | suthonize CFGNGA 1o contact me at the work o-mall adiress providsd above.

Loudon .

HOME ADDRESS (this camot be your work address)

PERS ONAL EMAIL ADDRESS (this cannot bo a gov or mi addross)

INFORMATION RELEASE (OPTIONAL)
Any information you enter below wil be reloasod, dlong with your name, 1 the chasitylics) to which you made a pledge. Do not ontor your work address or email

2 In addmtion to my contact information, | auharize the CFC to release the amount of my pledge to the charity(ies) | designated sbove.

PN Farm 1654 Ly 2011 www.cfenea.org

TH65 00 WALL BE FORARDED TO VOUR PAVROLL OFFICE

CFCNCA Confidential & Proprietary




e-Giving
S

- Provides a simple and secure option for
giving

- Reduces costs and increases the money
going directly to charities

- Is available 24/7 from work or home
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e-Giving Methods
N

- Paperless Payroll

2 Includes Employee Express (EEX) and CFCNCA
e-Giving Paperless Payroll Deduction

2 Not available to all agencies
2 No paperwork for donor or Keyworker

0 Best for donors who don’t want any paperwork
and want to keep information confidential
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e-Giving Methods
I
- Credit Card/Debit Card/e-check

2 Donations can be made monthly(credit/debit only), or
one time

o No paperwork for donor or keyworker
0 Best for donors who don’t want paperwork or want to
keep donation confidential
- Online Printed Pledge
o Payroll deduction or one time cash/check donation
o Donors must turn in printed Pledge Form

0 Best for donors who want a hard copy record of
donation and ability to look up donation record online
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Online Charity Search

- Select charities of choice from CFCNCA's
comprehensive list of more than 4,000
approved organizations

0 Searchable online database

0 Sort by name, keyword, location, administrative
overhead rate, CFC code number or service category
(e.g., health, disaster relief, education)

0 Accessible 24/7 at www.cfcnca.org
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http://www.cfcnca.org/

Pledge Form Carrier (Form 100)

AINO S31d09 JLIHM

AINO S31d00 MOTIIA

OVELORES HERE

CFCNCA Pledge Form Carrier i
(Form 100)

750 17th Street, NW, Suite 200, Washington, DG 20006
Telephone: 202-465-7200

KEYWORKER'S SUMMARY
T0:
Campalgn/
Unit Coordinator [ W
D Agency/Bureau
FROM:
Keyworker Phone(_ __)__ _-____

Office/ Division/ Branch/ Section

CFC ing Number Date

NUMBER - [CRONCA AsdtrUseor AMOUNT CRENCA Auditor Use Oty

Gifts by Payroll Deduction s
Gifts by Cash / Check s

Number of Confidential Gifts 0O NOT OPEN
DO NOT apan cantdons 0t anrsopes)

Special Events Proceeds. s

TOTAL $

Number of
Special Event Donors
Number of EAGLE

AWARD Contributors
Numbsr of DOUBLE EAGLE
AWARD Contributors

>CFC
INSTRUCTIONS FOR KEYWORKER’S SUMMARY

. Use the information from the WHITE copies of the pledge forms to tally
your results above.

2. Pl your Y 's Summary for your records.

. Staple any confidential gifts in their own sealed envelopes to the top
right-hand corner of this envelope.

4. Limit the number of pledge forms in each envelope to 10.
See i ions on reverse for ing pledge forms into pockets.

©w

5. If necessary, account for any contributions collected at special events
by completing the Special Events Proceeds Form. Insert the completed
form clipped to the event funds.

SEAL THIS ENVELOPE.
Give the Pledge Form Carrier to your Campaign/Unit Coordinator.

SIRNEE

Thank you for volunteering your time to help others.

If you have any questions,
please contact your Campaign/Unit Coordinator.

Store ly to protect p

WHITE copries onLY

FROM PLEDGE FORMS ARE INSERTED INTO THIS POCKET
CONFIDENTIAL GIFTS, IN THEIR OWN SEALED ENVELOPES,
REMAIN STAPLED TO THIS POCKET.

ALWAYS STORE PLEDGE INFORMATION SECURELY.

STEPS

1. Remove the WHITE copy from each pledge form. The WHITE copy is
the “official” copy used for auditing purposes.

Use the information from the WHITE copies to tally your results on the
Keyworker's Summary (see other side of this Pledge Form Carrier).

n

@

Attach the contributor's cash or check to the WHITE copy of the
contributor’s pledge form.

»

Do not consolidate the cash/checks into one personal check.
Insert the WHITE copy from each pledge form into this pocket
whether the contribution is by payroll deduction or cash/check.
Limit the number of pledge forms in each pocket to 10.

o

Proceed to Step 6 below.

YELLOW cories onLY

FROM PLEDGE FORMS ARE INSERTED INTO THIS POCKET
DO NOT PUT CHECKS OR CASH IN THIS POCKET!

STEPS (continued)

6. Make sure that each YELLOW copy has been signed by the contributor
to authorize your agency’s payroll office to make the deductions
specified. If a contributor is making a contribution by check or cash, a
signature is not needed.

. Remove the YELLOW copy from each pledge form.
If a cash or check gift is made, return the YELLOW copy, along with
the blue receipt copy, to the contributor.

8. Verify that each YELLOW copy included in this pocket is for a payroll
deduction pledge before you insert it into this pocket.
. Give this Pledge Form Carrier to your Campaign/Unit Coordinator
when it is ready. This pocket will be detached by your Team Captain or
Coordinator and sent to your department’s or agency’s payroll or finance
office. Payroll copies always remain in your agency’s payroll office.
10. Give the BLUE copy of each form to the appropriate
contributor and thank them on behalf of CFCNCA and all those who will
benefit from their gift.

Discard the pledge form covers.

~N

©

11.
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Processing Pledges
N

- Do not accept out of area Pledge Forms
- Keep completed Pledge Forms secure

- Make sure the Keyworker Summary on Pledge Form
Carrier (Form 100) has been filled in correctly

- Turn in results promptly to a Campaign Coordinator
- Ensure the chain of custody of CFCNCA deposits
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Processing Pledges

_{
Avoid misrouting yellow Pledge Forms

2 Place them only in the yellow section of the Pledge Form
Carrier (Form 100)

Ensure Pledge Forms from donors are filled out
completely and correctly. Common mistakes to look
out for include:

2 Missing authorization signature for payroll deduction pledges
0 Cash or checks not included with completed Pledge Forms
o Missing CFCNCA reporting unit number

0 Pay period deduction amount not matching total annual
deduction amount
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Processing Pledges
N

Make sure Pledge Forms are legible, and pledge
amounts are correctly calculated

If donors choose to release their information to
charities, ensure name and contact info is completely

filled out
To process a confidential gift

0 Receive completed Pledge Form with cash, check or
payroll deduction copy

0 Place all items in sealed, white envelope
0 Write reporting number on the front of the envelope
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Engaging Your Colleagues



Keyworker Kit

- Pledge Form
- Pledge Form Carrier (Form 100)
- Campaign Card

- 10 Tip Volunteer Card

- Keyworker Guide

- Volunteer Gift and Button
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| CAN-MOV
FORWARD:»

2011 Combined Federal Campaign
of the National Capital Area

Hope is the
greatest gift
of all.

COMPASSION

OF INDIVIDUALS A 7
P<WER {
OF COMMUNITY ey

.

Serving in frag, | was wounded in

the line of duty and hospitalized.
Through a CFCNCA-supported charity
I received full rehabilitation services,
from daily physical therapy sessions to
patient care packages, Now | am back
on my feet and | continue to serve with
asmile, /

Make your pledge today, go to
www.cfcnca.org.

Posters (Featuring stories of beneficiaries)
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Campaign Card
BECAUSE pissgeschgsdnecns it

the Combined Federal Campaign of the
National Capital Area (CFCNCA). We are
dedicated to making a difference in local

communities, across the nation and
around the world.

HERE’S HOW YOU CAN MAKE A DIFFERENCE:

1. Explore

Watch videos and read inspirational stories about how people have
been helped through the CEFCNCA. Learn how your dollars make

a difference.

2. Search
Browse the CFCNCA list of more than 4,000 pre-screened and
approved charities. Choose the charities that mean the most to you.

3. Donate
Pledge via e-Giving. You can donate through payroll deduction,
credit/debit card, electronic check, cash or check.

= Distribute with Pledge Form, as
reminders and at campaign events
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Catalog Cover

= Available in
printed version,
as a PDF or as a
searchable
database at
www.cfcnca.org

50 YEARS OF

CARING
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Donor Recognition

- Thank You Card

- Donor Sticker T HA N K
- Eagle Pins YOU_

Throughout the 2011 Combined Federal Campaign of the
National Capital Area (CFCNCA), you have shown how the
compassion of individuals joins with others to create the
power of community.

Your participation in the CFCNCA means that people in your
community, across the nation and around the world will have
access to life-saving services and life-enriching opportunities.

Thank you for your spirit of public service, Your gift brings
hope and a smile to people in need

COMPASSION
OF INDIVIDUALS

POWER JCFC

www.cfenca.org OF COMMUNITY BOPANNIVERSARY
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CFCNCA Online- www.cfcnca.org

-
- e-Giving
- Inspirational stories from Federal employees

- Event information, news and photos on Facebook
GovLoop and Twitter

- Marketing resources available for download

- Campaign video and PSAs with inspirational stories
from Federal co-workers

- Campaign tips and ideas
- Registration for all volunteers
- Volunteer and Donor Surveys
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Register as a Volunteer
2333

Stay up to date

Register to receive tools and resources,
tips and best practices and invites to webinars at
www.cfcnca.org
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