
                                                

 

KEY CFC MESSAGES 
o The Combined Federal Campaign is yours as a Federal 

employee. 
o It does not belong to the Federal government, the Principal 

Combined Fund Organization (PCFO), or to the charitable 
organizations that benefit from it. 

o Authorized government activity—authorized by the Office of 
Personnel Management Regulations. 

o Workplace giving has advantages. Through payroll deduction 
you can give more and have a small amount deducted each 
pay period. 

o The charities you support through CFC provide service to 
people who really need help-including the hungry, the 
homeless, the sick, and children and families in need. 

o You can direct your support to charities that work on one 
particular thing you care about. We strongly encourage you 
to designate your gift. 

o The CFC sends almost all of what it collects to the charities 
that provide services to people, spending a small 
percentage, (10%) on administrative costs. 

o The combined Federal Campaign has been around a long 
time, (since 1961) and has a proven track record for 
efficiency. 

o Federal employees at the Office of Personnel Management 
and in your local campaign area audit all the charities that 
apply to CFC so that only those that meet OPM’s high 
standards can participate in the CFC. 

o Your fellow federal employees and your global neighbors 
need you…please do your part to help. 

 
 
 



                                                

 

CFC Campaign Coordinator Job Description 
 
OBJECTIVE: Plan, organize and implement an effective CFC 
employee campaign within the organization. 
 
CRITERIA:  
o CFC Donor 
o Volunteer 
o Enthusiastic and positive about the CFC. 
o Strong interpersonal and organizational skills. 
o Well-respected by co-workers and management. 
 
RESPONSIBILITIES: 
o Work closely with CFC staff and Campaign Loaned Executive to 

establish campaign goals and time frames. 
o Work with your employee team and Campaign Loaned 

Executive to coordinate and plan informative employee 
meetings and special events. 

o Handle the responsibility of collecting and organizing pledge 
forms and campaign funds dependably and keeping donor 
information confidential at all times. 

o Implement an effective system for reporting campaign results 
and maintaining accurate records. 

o Oversee entire campaign -- thoroughly and efficiently follow-up 
on all aspects of campaign, thank all employees who 
contributed and thank members of the campaign team. 

o Finalize campaign and submit reports prior to October 28. 
o Evaluate the campaign in written summary and make 

recommendations for next year. 
 

 
 
 



                                                

 

COORDINATOR PLANNING TIMELINE 
 
ACTIVITY                                                                                                    DATE 

□ Attend Coordinator Training                                                     _____________ 

□ Confirm agency head support                                                   _____________ 

□ Meet with Loaned Executive                                                     _____________ 

□ Recruit campaign team                                                              _____________ 

□ Publicize employee campaign goal                                          _____________ 

□ Recruit Keyworkers                                                                     _____________ 

□ Train Keyworkers                                                                         _____________ 

□ Plan publicity and fun events                                                    _____________ 

□ Schedule & conduct employee meetings                               _____________ 

□ Collect Pledge Cards, maintain confidentiality                      _____________ 

□ Report progress: LE & employees                                            _____________ 

□ Announce final results to employees                                      _____________ 

□ Report final results to Loaned Executive                                 _NLT 12/ 1____ 

□ Thank employees, keyworkers & volunteers                         _____________ 

 

 

 



                                                

Eight Steps to a Successful Campaign 
 

Enthusiasm, creativity and planning - those are the main ingredients for 
running an exciting and educational Combined Campaign. Your efforts will 
help people who really need help. You’ll find the following eight steps 
helpful in coordinating a fun and successful campaign. 
 
1. CONFIRM AGENCY HEAD SUPPORT 
o Obtain your agency head’s personal commitment and support. 
 For best results you’ll want him or her to: 

• Review past performance and endorse the goal. 
• Endorse the campaign personally at employee rallies. 
• Provide the time and resources for planning meetings, 
    training, agency tours, and employee rallies. 
• Send a letter to management explaining your role as Campaign   
   Coordinator. 
• Encourage contributions at the leadership level. 

2. DEVELOP A PLAN 
o Review past campaigns to determine strengths, weaknesses, problems 

and opportunities. 
o Meet with your Loaned Executive to update you on present campaign 

procedures. 
o Develop a campaign strategy and timetable 
 
3. RECRUIT YOUR CAMPAIGN TEAM 
o Select key people from various departments to assist you, making 
     sure you have representation from both labor and management. 
o Look for people who relate well to fellow employees, who already 
     support the campaign, and who will participate enthusiastically. 
o Recruit a co-coordinator: This person will then be ready 
     to provide leadership next year. 
o Take your team on a tour of a campaign-sponsored charity. 
 
 
 
 
 



                                                

4. SET THE CAMPAIGN GOAL 
o Establish a goal that provides motivation and a sense of 

accomplishment. 
o Set a goal based on your total employee giving potential. Contact 
     your Loaned Executive to determine your organization’s potential. 
o Consider campaign award criteria when setting your goal. 
 
5. PROMOTE AND EDUCATE 
o Select one out of every 20 employees to ask others for their pledge. 

They are called Keyworkers. 
o Coordinate Keyworker training with your Loaned Executive. 
o Feature information about the Campaign in newsletter, on bulletin 

boards, Email, web-site, etc. 
o Consider holding a special event such as a picnic or ice cream social or 

book sale as a way to include fun in fund raising! 
o Motivate and inform employees by showing a video or inviting an 

agency representative to speak at your events. It may be helpful for 
employees to tour agencies receiving campaign funds. All of the above 
can be arranged through your Loaned Executive. 

 
6. ASK FOR THE PLEDGE 
o Personally contact each employee. 
o Hold brief, lively and informative employee briefing sessions. 
o Collect all pledge cards. 
 
7. REPORT CAMPAIGN RESULTS 
o Periodically report results so that employees can see campaign progress. 
o Complete the campaign report on a weekly basis. 
o Contact your Loaned Executive to report results. 
o Analyze campaign results to determine whether objectives were met.  
o Produce a summary report for next year’s Coordinator. 
 
8. SAY THANKS, AGAIN AND AGAIN 
o Thank employees, committee members and volunteers for their 

participation and support. 
o Display final campaign results. 
o Prominently post a Thank You poster/letter. 
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Keyworker Job Description 
As the Keyworker you have the most important role in the campaign. 
Your work will significantly impact the success of the Combined Federal 
Campaign in your agency. 

Your job is to: 
o Explain the reasons for the Combined Federal Campaign, the needs 

of participating charities, and the many advantages offered by the 
campaign to federal employees—both military and civilian. 

o Personally contact and discuss the importance of the Campaign with 
each employee you serve as a Keyworker, planning follow up visits to 
employees on vacation, TAD or sick leave. 

 
Contributor’s Brochure 
You’ll give one to each employee assigned to you or direct them to the CFC 
Website: www.cfcwnc.com 
 
 
In this Coordinator & Keyworker Handbook you will find information on 
how to fill out the pledge card and answers to the questions people most 
frequently ask about the campaign. This handbook also has information on 
how to deal with objections to CFC and sample responses to the most often 
raised objections. 
 
When you know your facts, you’ll be more confident, more comfortable, 
and much more effective in asking for contributions. 
 

We encourage you to: 
o Make your own payroll deduction pledge first. You’ll also learn how to 

fill out the form. 
o Meet with each person assigned to you. Give everyone a chance to 

contribute and share in this community project. 
o Promote Payroll Deduction as the method of giving. 
o Make a polite and respectful ask and remind them that every donor is 

important to our community. 
o Encourage that giving is truly voluntary and confidential. Respond to 

objections with information included in this Handbook. Do not coerce 

http://www.cfcwnc.com/


                                                

people to give. The only way CFC can maintain and grow is for us to 
create a base of well-informed, positive, and voluntary contributors. 

o Handle all pledge forms and campaign funds responsibly and with 
confidentiality. 

o Promote the Campaign through the display of posters and other creative 
means of publicity you can develop. 

o Say “thank you” many times. 
 
Direct any Questions You may have to: 
 
Your CFC Coordinator_________________ ______at________ ________, 
 
Or Your Loaned Executive____________________at ________________, 
 
Or Kevin Montgomery, CFC Program Manager at (828) 255-0696 / 
kmontgomery@unitedwayabc.org.    

                                  
 
 
             
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:kmontgomery@unitedwayabc.org


                                                

 

Suggested Giving Level Guide 
 

Bronze Level $130 - $260 
Silver Level $261 - $390 
Gold Level $391 - $520 

Platinum Level $521 - $999 
Eagle Level $1,000 - $4,999 

Golden Eagle Level $5,000 - $10,000 
 
The above is only a guideline - not a quota. Please give as generously as you 
can. 
Choice and level of giving is each individual's private decision. 
 
 
 
 

What should I ASK for? 
 

Request a pledge at a Bronze level or an increase over last year. Possible 
phrasing of the "ASK": 

o  "At what level do you think you would like to give?" 
o  "I hope that you can make a contribution -- every gift helps." 
o  "Do you think you could share one hour of your pay per month?" 
o  "I really hope you will choose to be involved this year." 
o  "I give through payroll deduction and don't even miss it." 
o  "Could I answer any questions about filling out the pledge form?" 
o  "Would you like me to help you fill out the pledge form?" 
o  "Could you please return the pledge form to me by _________?" 
o If pledge form is incomplete, ask "Is there a convenient time to 

return to correct it?" 
 
 
 
 
 
 



                                                

The Art of Asking 
 
Introduction: 
o Do your easiest contacts first. It builds self-confidence and familiarizes 

you with information. 
o Establish positive friendly rapport. 
o Explain your role as Keyworker when you personally contact coworkers 

about CFC. 
 
Needs: 
o Our neighbors (local, national, global) have many diverse needs. 
o CFC provides each of us an opportunity to help people with these needs. 
o Through our generosity to CFC charities we can do our share. 
o Use Contributor's Brochure to show charity's diversity and mission. 
o Insure all donors that their pledges and decisions are always 

confidential. 
 
Answers: 
o Respond positively -- every comment is a chance to explain about CFC. 
o Educate your coworkers about CFC - enlightenment generates 

involvement. 
o Facts learned in training will prepare you to explain CFC. 
o Coworkers have special interests; point out charities that support these. 
o Unanswerable questions? Call your Agency Campaign Coordinator or 

Loaned Executive. He/she will respond quickly with information you 
need. 

 
Objections: 
o You can expect objections from some of the people you solicit. It's a 

natural part of the process, especially when you ask someone to 
increase their pledge. Consider objections as an opportunity to win over 
a new donor. The objection is not about you, but instead the idea you 
represent. 

o Listen carefully and calmly while empathizing with your prospect. Show 
concern without agreeing. Express empathy without arguing. At group 
meetings, encourage your prospect to discuss the matter privately. You 



                                                

have important information to present, therefore be as straightforward 
as you can. Make this a win/win situation!! 

o The Frequently Asked Questions section of this book can be very helpful 
in addressing objections or correcting misinformation. Your Loaned 
Executive has access to more detailed information. Or call the CFC office 
at 828 255-0696 if your Loaned Executive is not available. 

 

 
 
Make the "100% Ask" 
 
Review your organization 3 year giving history sheet and determine the 
best way to ensure that 100% of the employees receive an "ask" to 
contribute. 
 
o Include a strategy for distributing and collecting pledge forms as part of 

the "ask." 
o Personalize the pledge form, completing the space provided for the 

employee's name and work address. 
o Provide clear, concise instructions for completing the pledge form. 
o Consider using regularly scheduled employee meetings to make a group 

ask, to be followed up by individual asks. 
o Encourage giving one hour of pay per month. 
o Make sure that everyone is personally asked. 
o Begin solicitations early while enthusiasm is high. 
o In advance, ask employees who will be traveling or on vacation during 

the campaign. 
o Track return of pledge forms. Using a spreadsheet, track return of 

pledge form and delivery of recognition mementos. 
o Keep all donor information confidential. 
o Follow up and collect pledge forms in a timely manner. 
 
 
*Remember, the number one reason why employees don’t   
  participate in CFC is because they are not asked! 
 



                                                

How to complete the CFC pledge form 
 

All copies of the pledge form must be legibly and accurately completed. All 
information needed to express the contributor's choices must be provided. 
Use black ball point pen, and press hard. If you make a mistake, start over 
with a new form. Call the CFC Office, 828 255-0696 with questions. 

 
Pledge Card 

 
There are three copies of each pledge card. 
1) The white (top) copy will go to your payroll office for processing. 
2) The yellow copy goes to the Loaned Executive. 
3) The pink copy is the contributors to keep as a receipt. 
 
Social Security #’s only appear on (white) payroll copy. All information will 
be kept confidential. 
 
Review of Pledge Form 
• Ensure name, work address and phone number are complete.  
 
• The amount per pay period must be at least $1.00 for civilians and $2.00   
    for military. 
• The number of pay periods is 12 for military, and 26 for civilian. Double   
    check with the donor if their number of pay periods is different. 
• Verify the total annual donation equals the amount per pay period times  
    the number of pay periods. 
• All charity code numbers must be five digits. 
• The amount designated to specific agencies should be equal to or less  
    than the total annual donation. 
• Make sure the pledge form is signed, dated and includes social security  
    number for payroll deductions. 
• Written information needs to be clear and legible on all copies. 
• Return contributor’s copy to employee (if still attached) and ensure the  
   CFC accounting office copy is submitted to the Loaned Executive. 
 
 



                                                

 
CFC Campaign Report Envelope Instructions 

Section 1: 
Required items:  

1. Keyworker Name. 
2. Organization name 
3. Division 
4. Mailing address 
5. City, State, zip code 
6. Keyworker Phone Number 
7. Number of Employees 
8. Name of Coordinator  

 
Section 2: 

1. Agency CFC No. – LE will provide 
2. Check partial or Final Envelope 
3. Date 

 
Section 3: 

1. Number of payroll deduction givers and total giving amount 
2. Number of cash givers and total giving amount 
3. Number of check givers and total giving amount 
4. Special event total 
5. Total number of contributions and total giving amount 

 
Section 4: 
Instructions: example – 1 of 3 envelopes, please send 2 new envelopes. 
 
NEXT STEP: Submit the sealed envelope with pledge forms and cash/checks 
enclosed to your Loaned Executive.  
 
 
 
 
 
 
 
 
 



                                                

Federal regulations (5 CFR 950) say: 
• Charitable agencies listed in the contributor’s brochure are admitted  
    through the federally regulated eligibility process. The Office of  
    Personnel Management and volunteer committees of federal employees  
    in each CFC make these decisions. 
• The CFC will provide a “100% ask”, meaning every employee will have the  
   opportunity to participate. 
• Coercion is strictly forbidden. Asking people to participate is not coercion. 
• Setting a “100% participation” goal is considered coercion and is   
    prohibited. 
• Supervisors may not solicit employees. 
• Contributors and non-contributors will not be posted. Contributors’  
   decisions are private. 
• Proceeds from special events will be processed as a pledge. Employee  
   Groups can decide whether to designate or leave this pledge  
   undesignated. 
• Donors are encouraged to designate their gifts to the agency(s) of their  
   choice. 
• Charitable agencies agree not to sell or lease donor names (only the  
    names of those donors who wish to be acknowledged are forwarded to  
    the agencies). 
• All undesignated funds are to be disbursed to all of the organizations in  
   the CFC brochure in the same proportion that they received designations  
    in the campaign. 
 
For a complete copy of these regulations visit www.opm.gov/cfc 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                                

Frequently Asked Questions 
Why not give directly to a charity? 
• Economically it’s cheaper for a charitable agency to process one check  
   From CFC distributions than process many checks from individual donors.      
   It makes accountability simpler. 
• Consistent monthly income allows charities to plan their annual budgets  
   And helps even out the usual seasonal peaks in charitable revenues.  
   Annual budgets help a charity use its money more efficiently. 
• Charities’ overhead costs (i.e. less processing and fundraising time and  
   cost of mailings and administrative staff) are lowered. They utilize CFC’s  
    low 10% administrative costs to increase their charity’s revenue. 
• Painless deduction at each pay period vs. lump sum for a single pay  
   period. 
• Consolidation of individual Federal employee gifts can leverage dollars for 
    matching grant funds. 
• Enhancement of Federal employees’ community image. 
• Enhancement of self-pride as a generous Federal employee. 
• Personal recognition for CFC donors. 
• By simply completing one pledge card, a donor can support one or more  
    charities. 
• More than 2,000 charitable choices are presented through eligibility    
    processes -widely diverse choices can be designated. 
 
How do I know my chosen charities really receive my money? 
• Charities are encouraged to write to thank you when the donor  
    Authorizes “release of name” or provides their email address completed  
    on pledge form. 
• Internal and external audits oversee distribution. 
• CFC requires audit of all recipient charities before acceptance for  
    brochure listing. 
• Audit results are available through the CFC office. 
• Designate your favorite charities - more than 97% of CFC donors did last  
    year.  
 
 
 
 



                                                

If I designate my gift to a certain agency, does that reduce their general 
funds by that amount? 
• No. Designated and undesignated funds are distributed separately. 
Designated charities receive undesignated funds proportionate to their 
share of the designated donations. 
• More than 97% of CFC donations are designated to either specific 
agencies or “umbrella” organizations and federations. 
 
Why should I contribute to CFC when I don’t use their services? 
• CFC organizations touch all of our lives every day: first aid and CPR 
training, swimming lessons, fitness programs, job training and literacy 
programs, smoking cessation classes, programs for families and seniors that 
allow them to continue their self-sufficiency. 
• Your support represents an insurance policy that agencies will be there 
when or if you have a need. 
• Experience teaches that any of us may be just one misfortune away from 
needing a CFC agency’s help. 
• You may have used an agency without knowing CFC donors support it. 
 
Why are these particular charities listed in the campaign brochure? 
• Charities must apply annually to be listed. 
• Recipient charities must apply and pass stringent eligibility tests as  
   defined by Federal regulations. Local volunteer committees of federal  
   employees meet annually to review local applications for compliance with 
those regulations. 
• Those denied eligibility may appeal to the local committee, then to the 
Office of Personnel Management in Washington DC for possible inclusion. 
 
Why should I support organizations of which I disapprove? 
• You don’t. It is a donor choice program -- you decide where your money 
goes. 
• CFC includes more than 2,000 very diverse organizations.  
 
Isn’t CFC just United Way with a different name? 
• No. CFC is a separate campaign for Federal Employees, which runs 
concurrently with other community campaigns. Federal regulations govern 
the CFC. 



                                                

• CFC contracts with United Way of Asheville and Buncombe County for 
management of the campaign, including training, fiscal and administrative 
support, production of campaign materials and campaign events. Local 
Federal employees provide oversight management to the campaign staff. 
 
CFC administrative costs are too high! 
• Contrary to what most people believe, CFC fund raising expenses have 
been consistently low for fundraising (10% in 2009), so approximately 90 
cents of every dollar donated goes directly to the charities. These operating 
expenses are lower than almost any charity. The staff includes one full- 
time manager. 
• CFC utilizes Federal employee volunteers to run the campaign. 
• Efficient use of your funds is guaranteed.  
• CFC is the most efficient way to raise large amounts of money at very 
small cost and assures maximum possible funding goes directly to 
charitable agencies - not administrative costs. 
 
Why am I being solicited in my workplace for a campaign that is not official 
government business? 
• CFC is an authorized government activity. 
• Federal employees, serving as Loaned Executives, who are loaned by their 
employing agencies for twelve weeks, staff CFC. Agencies value the training 
and experience their Loaned Executives brings back to their workplaces 
from their CFC assignment. 
 
In the past, I have sometimes felt pressured to give. 
• By regulation, every employee is to be offered the opportunity to give. 
CFC does not advocate high-pressure solicitation. 
• Federal regulations prohibit coercion and solicitation by supervisors. 
• Employees donate to express their support of the charities of their 
choice. 
• CFC emphasizes an approach of “100% asked”. 
 
 
 
 
 



                                                

Will my contribution really make a difference? 
• Each of us as individuals contributes the building blocks to reach the CFC 
of WNC CFC goal. 
• CFC is large, well organized, and a low overhead cost fundraiser for 
recipient charities. 
• Your contribution reaches your neighbors and around the world if you so 
choose. 
 

 
 
 

Ten Hurdles to a Successful Campaign 
 

These are some of the tough questions and comments you might hear. The 
best way to deal with them is to be prepared. Your Manual is full of 
information you can use to answer these questions. 
 
1. I hate asking for money. 
• The number 1 reason that people don’t give is they are not asked. 
• You are asking them to invest in their community and help provide a 
strengthened community for all of us. 
• Give information. 
• Share passion. 
• Giving is a personal choice – respect that and give them the choice. 
 
2. I don’t have a thousand bucks right now. 
• Break it down per pay period. 
• Invest in your community. 
 
3. This is going to be way too much work for me alone. 
• Ask for help from: 
   Management team and co-workers. 
• Loaned Executive 
• Campaign Staff 
• Other Campaign Coordinators 
• Charity Representatives. 
 



                                                

4. What do they do with all that money? 
• 90% goes directly to services. 
• Create positive outcomes for people in need. 
• Use your charity handbook for referrals. 
• Use your charity speakers and tools. 
 
5. My boss can’t be bothered. 
• Philanthropy is good for business, and good for the spirit, thus leading to 
increased productivity. 
• Unites the organization. 
 
6. You get me a raise; I’ll give you some money. 
• Give up one latte a day. 
 
7. I can’t coordinate a multi-site, multi-shift campaign. 
• Contact your Loaned Executive. The LE’s job is to help you and support 
you in any way they can. 
 
8. Another year…another controversy. 
• Be prepared with the facts. 
• Direct designation is an option as well as negative designation. 
 
9. I can’t possibly live up to last year’s campaign. 
• We live in a wonderful community that understands the need to help.       
Much has been accomplished but there is still great need. 
 
10. What part of no don’t you understand? 
• Remember that your job is to give information and share your passion. 
We are not aiming for 100% participation. 
 
 
 
 
 
 
 
 
 
 



                                                

 
THE POWER OF YOUR CONTRIBUTION 

(WHAT YOUR DOLLAR WILL BUY) 
Did you know…? 
$ 2 a month buys eight Christmas gifts (containing food, candy, and a small 
toy) for needy children in a South African township! (Share America) 
$2 a month will buy 120 pounds of rice or 58 jars of baby food! 
(Food Resource Network Federation) 
$2 a month provides a day’s worth of meals for 400 children in Sudan. 
(Global Impact) 
$4 a month will purchase the materials to outfit two guide dog puppies! 
(Share America) 
$4 a month will allow four children to take a museum art class or 
workshop! (ArtsFund) 
$5 a month will provide one day’s shelter, food and services for a woman 
fleeing domestic violence! (Helpmate) 
$5 a month vaccinates 120 children against polio - a serious disease still 
threatening many developing countries! (Global Impact) 
$10 a month donates a dairy goat to two families in the Dominican 
Republic. (Global Impact) 
$10 a month provides diabetes risk tests to 500 individuals. (Community 
Health Charities) 
$10 a month will support computer training for a client at Lambert House, 
an activity and resource center for sexual minority youth! (Pride 
Foundation) 
$10 a month will buy two cases of baby formula or four cases of tuna for 
people in need! (Food Resource Network Federation) 
$12 a month will cover the cost of a one-week family stay near the hospital 
while a child is treated for critical illness! (America’s Charities) 
$12 a month educates over 100 people on alternatives to household toxins 
or buys 300 cedar trees for a habitat restoration project! (Earth Share of 
NC) 
$15 a month will provide contraception for an entire year to a woman who 
would otherwise not be able to afford it! (Community Health Charities) 
$17 a month provides one hour of physical therapy for an adult recovering 
from a stroke. (Community Health Charities) 
$20 a month provides roundtrip air fare for a patient or kidney donor to 
travel for an out-of-area kidney transplant. (Community Health Charities) 



                                                

$20 a month will provide tickets for 48 children to attend theatre 
performances designed for young people! (ArtsFund) 
$25 per two week pay period provides one day of chemotherapy to a young 
adult with leukemia. (Community Health Charities) 
$40 a month buys enough basic drugs, supplies and equipment to treat 
3,000 Indonesian patients for three months. (Global Impact) 
 
Now you Know! 
 
 

THANKS…AND HAPPY CAMPAIGNING! 


