
KEYWORKER TRAINING
2011 LE TRAINING

OPM Innovator Award Recipient 2003-2010

1

Combined Federal Campaign of the National Capital Area



Training Objectives

 CFC Overview

 Your role in the campaign

 Giving options

 Making “the ask”
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CFC Overview3



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?

 Choice 

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

 Ease 

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

 More Money for the Charities

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

 CFCNCA donations to charities are undesignated, meaning 
charities aren’t limited on how they can use the money.
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Roles and Responsibilities6



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”
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 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



Making “the Ask”
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 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   



Regulatory Requirements
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 Per OPM regulations, CFCNCA cannot:

 Require 100% participation

 Allow mangers to solicit subordinates

 Pressure colleagues to give specific amounts

 Develop a list of non-contributors or contributors

 Coerce fellow employees 

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

 Campaign Goals

 $67.2 Million

 38.6% Participation 

 Increase the use of e-Giving
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Giving Options13



Types of Pledges

 Payroll deduction

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

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

 Credit/Debit Card

One-time pledge or monthly recurring pledge

 e-Giving pledge
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Pledge Type

 Electronic Check

One time donation

 e-giving pledge

 Cash or Check

One time donation

 Traditional paper Pledge Form
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Pledge Type

 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
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Traditional Paper Pledge Form
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e-Giving

 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

 Paperless Payroll

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

 Not available to all agencies

No paperwork for donor or Keyworker

 Best for donors who don’t want any paperwork 
and want to keep information confidential
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e-Giving Methods

 Credit Card/Debit Card/e-check
 Donations can be made monthly(credit/debit only), or 

one time

 No paperwork for donor or keyworker

 Best for donors who don’t want paperwork or want to 
keep donation confidential

 Online Printed Pledge 
 Payroll deduction or one time cash/check donation

 Donors must turn in printed Pledge Form

 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 
 Searchable online database

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

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


Pledge Form Carrier (Form 100)
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Processing Pledges

 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

 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:

 Missing authorization signature for payroll deduction pledges

 Cash or checks not included with completed Pledge Forms

 Missing CFCNCA reporting unit number

 Pay period deduction amount not matching total annual 
deduction amount
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Processing Pledges

 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

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

 Place all items in sealed, white envelope

 Write reporting number on the front of the envelope
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Engaging Your Colleagues26



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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Posters (Featuring stories of beneficiaries)
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Campaign Card 
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 Distribute with Pledge Form, as 
reminders and at campaign events
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Catalog Cover
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 Available in 
printed version, 
as a PDF or as a 
searchable 
database at 
www.cfcnca.org



Donor Recognition 
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 Thank You Card

 Donor Sticker

 Eagle Pins 



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

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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