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Letter from the 2011 CFC Chair

CFC

Combined Federal C
HO"ANNIVERSARY

Big Bend Combined Federal Campaign

September 15th, 2011

Dear Key Worker,

Welcome to the 2011 Big Bend Combined Federal Campaign (BBCFC) Key Worker training
event! On behalf of the Local Federal Coordinating Committee (LFCC), | thank you for

your time and effort in support of our local Combined Federal Campaign. Our theme this
year i s 050 Years of Caring. o Your commitm
assist financially through the CFC, shows that you care.

As the key worker for your office/component/agency, you are the face of the CFC to
yourco-wor ker s. I hope that this training wild./l
fun and easy to coordinate. Working closely with your respective management staff, you

will be the liaison between your agency and the CFC. Like many things we do,

communication and organization are the keys to the smooth and efficient completion of

the Key Workerds tasks.

The LFCC has established a sl ogan codbGmareni n
to celebrate 50 years. We are hoping to increase the overall number of givers in 2011

over 2010 by 50. According to OPM surveys, the number one reason employees say they

do not give is that no one asked them. Please help the BBCFC achieve our 2011 goal by
ensuring every one of your co-workers are informed about the giving opportunities

available through their local Combined Federal Campaign.

Again, thank you for your service to the CFC. Together, | know that we will continue to
show the communities of the Big Bend that federal employees care.

Sincerely,

—7
fﬁﬁ%mz
Perry L. Laycock

Chairperson, 2010-2011 BBCFC




Letter from the President Obama

CFC

i Federal C
RO"ANNIVERSARY

THE WHITE HOUSE

WASHINGTON

September 13, 2011

I send greetings to all those celebrating the 50th Anniversary of the
Combined Federal Campaign (CFC).

Our Nation has always been a land of opportunity and optimism. As
Americans, we take responsibility for ourselves and for each other; for the
1deals we embrace and for the future we share. We celebrate selflessness and
value those across our country who step forward and make unprecedented
contributions to the well-being of humanity.

Established by President John F. Kennedy, the CFC is the world’s largest and
most successful annual workplace charity campaign, thanks to the generous
contributions of both civilian and military Federal employees. Over the last
50 years, the CFC has raised nearly $7 billion to help combat disease, protect
our planet, feed the hungry, and lift up individuals and communities at home
and around the world. The outpouring of kindness from our Nation’s public
servants reflects the American spirit of compassion, and reminds each of us
of the profound impact we can have when we join together in common cause.

As you mark this important milestone and look forward to another 50 years
of workplace giving, I wish you all the best.




Big Bend CFC Contact Information

Ginny Lioon 8 Campaign Manager
Principal Combined Fund Organization
Community Health Charities of Florida
Office: 850-597-7745

Fax: 850-597-7781
PCFO@bigbendcfc.org

LFCC

Lydia Burns 1 Vice Chair, Treasurer

U.S. Dept. of Health and Human Services
Office: 8503942-8900 x 14
Lydia.burns@oig.hhs.gov

Jill May 1 Secretary

United States District Court
Office: (850) 5213531
Jill_may@find.uscourts.gov

William Blevins, Giving Back Coordinator
Past LFCC Chair

United States Bankruptcy Court

Office: (850) 5215013

William_Blevins @flnb.uscourts.gov

Sarah Carraway

United States Postal Service
Office: (850) 2164304
Vanessa.T.Cobb@usps.gov

Tamara N. Christion

Federal Highway Administration
Office: (850) 5532222
tamara.christion@dot.gov

Fay DeanJones

Social Security AdministrationQuincy
Office: (877) 8465788 x 11512
LaWanda.Deadones@ssa.gov

Perry Laycock -Chair

Local Federating Coordinating Committee
Social Security Administration

Office: (877) 4450843 x11702
Perry.Laycock@ssa.gov

Jacquelyne Gonzalez

Social Security AdministrationTLH
Office: (866) 2482526
Jacquelyne.Gonzalez@ssa.gov

Judy Miller

United States Bankruptcy Court
Office: (850) 5215025
Judy_Miller@flnb.uscourts.gov

Michelle Robertson
U.S. Forest Service
Office: (850) 5238532
mrobertson@fs.fed.us

Shirley Jo Rozar

Homeland Security Investigations
Office: (850) 9428802 x 25
shirley.rozar@dhs.gov

Faye Wayland

Federal Public Defender
Office (850942-8818
Faye wayland@fd.org

Brian Wiggins
Federal Bureau of Prisons i
Office: (850) 5584021
bwiggins@bop.gov




Big Bend CFC Timeline

Post Office Campaign September 19 - October 24

Agencies & Federal Commands October 3 - November 14

Official Solicitation Period Sept 1st 1 Dec 15th, 2011

Courthouse Luncheon November 2nd

icare Food Drive Ongoing but no later than Nov. 14

Campaign Awards & Recognition Event February 2011




Your Role as a Keyworker

Because of your effort, we will be able to provide hundreds of thousands of dollars  to the
agencies who help in our community, the nation and worldwide.

Responsibilities Include:

« Distribute campaign materials, brochures, charity lists and pledge cards to
employees in your agency.

e Answer employee questions about the CFC.

e Solicit each employee and encourage them to support the CFC through
payroll deduction.

o Collect pledge cards and money.

o Check pledge cards for accuracy and completeness.

o Complete Key Worker Report Envelope.

e Send all payroll forms to your payroll department after review with PCFO.
e Report to the CFC Campaign Manger/PCFO weekly.

e Turnin all pledge cards and money to your agency coordinator or call the PCFO
for a pick -up.

« Thank all who participated in the campaign.

7 Deadly Sins of the CFC Highly Successful Key Workers

1. Setting overly high monetary goals. 1. Win Support

2. Coercing employees to donate. 2 Involve Others

3. Agency heads not getting person'fllly 3. Delegate

involved or supporting the campaign.

4. Lack of promotion of the campaign 4. Make it Real

5. Posting donors names ANYWHERE 5. Make it Fun!

6. Soliciting within your agency for more 6. Be Creative

than 6 weeks. 7. Say Thank You

7. Not passing out pledge cards
or booklets.




Your Role as a Keyworker

Before The Campaign

Get an endorsement letter from your Unit Head or Commander/Director prior to the
campaign to use as part of your publicity.

Display posters, banners and Agency Handbooks - EVERYWHERE!

Make sure materials have the date of your campaign on them!
During The Campaign

Hold an Internal Kick -off. Express your support for the CFC, show the campaign
video and build team involvement.

Schedule periodic presentations by local charities or employees that have been
helped by one of the charities in the campaign.

Send out weekly office newsletters, email reminders and updates -your PCFO has
samples.

Post campaign posters and progress by office and or department.

Generate a friendly spirit of competition with incentives like a pizza or ice cream
party, jeans day, or 1 hour off with pay, etc. for the office or unit with the highest
per capita giving/participation.

Promotion Ideas

Some agencies hold special events during the campaign.

Herebs a sample of ideas:

Hold an agency -wide raffle with prizes such as: a day off with pay, a special
parking spot, lunch with the boss or other donated prize from a local vendor. If
you choose to solicit a prize, please involve your PCFO to make sure you have the
correct documentation in order to credit this gift as a charitable donation.

Invite local charities to set up tables and share information with employees.

I nclude a participation card for empl oyees;s
table. Employees turning in completed cards can be eligible for

a prize.

Food events i a bake sale, baked goods auction, picnics, etc.

Internal Events & Competitions - golf tournaments, penny wars, photo contests,

Be creative and Have Fun!

If you are excited about the campaign, your co-workers will be too!




The Ask

The number one reason people don't give is because...

THEY HAVE NEVER BEEN ASKED!

Have your game plan ready and a schedule in place.

You will have more success with a brief solicitation process. Give
yourself about two or three weeks -be sure to publicize your campaign
dates.

Donors can be solicited one at a time or in a group.

Expect objections from some 1 this is usually an indication that per-
son is |l ooking for a reason not

When faced with objections -d o n 6 t Taitrwdl foree someone to de-
fend their position and they will not give to the campaign.

Key Messages

| t 6s about ©wn78% of doronsgiee through payroll
deduction.

| t 6 s ab o udonathesielp the Bungry, homeless, chronically ill,
children, families, the environment and more.

| t 6s about P e-thesGFGis yoursIhisthecONLY approved
payroll deduction workplace giving campaign for Federal Employees
WORLDWIDE!

| t 6 s a b efficient gihvong t-The CFC has the lowest overhead cost
of any workplace giving campaign in the world!

| t 6 s ab o uAll list€duchalitiest hgve been approved by a
committee of federal employees and only those charities that meet the
CFC standards are accepted.

t
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The Ask

The number one reason people don't give is because...

THEY HAVE NEVER BEEN ASKED!
The One-on-One Ask

« Rememberd youdre not asking for yourself
. Be yourself! Be calm and confident.

. Smile, introduce yourself and clearly state your purpose.

« Relax, find common interests and be conversational.

. Tell them why you are asking them for their support.

. Listen to their concerns, objections and personal experiences.

« Ask for their support and a gift donation.

« Thank them regardless of the outcome.

Group Presentations

Advantages: The donor is at ease, you are at ease and it is the most efficient
way of having donors view the CFC campaign video, hear a speaker, etc.

Before Your Group Presentation

. Advance announcement: who, what, where and when (allow 10 -20 minutes)
. Confirm your guest speakers.

. Have Agency Handbooks, pledge cards and pens available for everyone at
the meeting. P

(4
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The Ask

The number one reason people don't give is because...

THEY HAVE NEVER BEEN ASKED!

During Group Presentation

Greet attendees at the door.
Distribute Agency Handbooks, pledge cards and pens.

Thank everyone for coming, inform them of the purpose for the
meeting, mention the campaign theme and goal.

Agency Speaker T someone who has benefited from services of a CFC
agency or who volunteers at such an agency.
(Contact your PCFO for an Agency Speaker)

Show Campaign Video.
Answer questions.

When meeting ends i THANK everyone, have them take a few moments
to think of their charity contribution, and ask them to complete the
pledge cards and turn them in.

Reiterate the theme and goal. Thank them again as they leave.




Leadership Giving

A CFC Leadership Donor is someone who contributes 1% or more
or $1,000 of their annual salary to the CFC.

Leadership giving can increase the overall total of donations from
your agency 0 substantially .

70-80% of all donations come from just 20% of donors.

We want to CHANGE that statistic in the Big Bend!

In early February, a victory and awards celebration takes place to recognize
agencies and individual donors who give at the leadership level.

Agency Award Levels are as follows:

Certificate $1-$999

Bronze $1,000-$2,499
Silver $2,500-$4,999
Gold $5,000-$9,999
Excellence $10,000-$24,999
President $25,000+

In addition , each year the LFCC recognizes one outstanding agency that
receives the highly coveted Traveling " Eagl e. 0 -

The 2011 Traveling Eagle criteria is:

1) Participation in campaign events.
(Kickoff, Training, Food Drive, etc.)

2) Percentage of increase in giving over last year.

3) Percentage of employee participation.

4) Number of overall campaign events.

All individuals donating at least 1% or $1,000 of their annual salary receive
their own personal Eagle. This eagle has room to apply recognition labels for
each year of giving at the Leadership level.




Pledge Form Instructions

CEC Leadership Giving T Contributors who give 1% of their gross annual
salary, check top box. First year contributors donating 1% of their gross
annual salary or $1000 or more, check the second box. All returning CFC
Leadership donors simply circle Leadership donor.

Make sure the Legal Name is filled in correctly.
Include Federal Agency and Office information.

Social Security Number (SSN) - mandatory for payroll deduction, can remain blank
for cash or check donation.

Work address 1 no PO boxes.

Work phone 1 for pledge card errors.

Payroll Deduction/Allocation T no less than $1.50 per pay period.
Cash/Check i Check made payable to CFC or Combined Federal Campaign

Designations 1 Contributors may choose to designate part or all of their gift to
CFC charitable organizations. Indicate desired organizations by code number
listed in the Agency Handbook. All designated organizations and the amounts
must be written on the pledge card.

Information Release 1 This block is optional and lets the CFC know whether or not
the donor wishes to have their name and information released to the charities
they have designated.

CFC LEADERSHIP DOMOR: [ 1% of my grass annual salary

% ~ BIG BEND CFC New CF Leadership Donor U/-C Camaion "l' 'q ol Tl b
CFC Community Health Charities (PCFO). 3333 W. Pensacola 5t., Sulte 240, Telahasses FL 32304 |:|1 QE 1 43 otal campagn
PRANT MAME [LAST) FAST MIDOHE IMITIAL CHECH (¥ apafeatie] | FEDEAAL AGENCY AND OFFICE | SOCAL SECURITY NUMBER/EMFLIVEE IO
O Civillan |
- Mary |
= |WORK ADDAESS & DF COOE e —_
s L)
I [T CONTAIBUTION. Filin tha btk shewing e armaer ol rmidl»-lulwﬂi-«ﬂ:h conlrinution
h Wit In the Batal of your annual oo In?m indhes r : CHARITY CODE ANNUAL AMDURT
== 1 1
R SRS S —
= e | ¥ 12 mocthe 5 Bt [ [ I = 1 | £
E o e | | r
= CIVILIAN PAYROLL X 26 pay perioos 3 ' | =
= by [ R T S
| = CaahvCheck Amoni: § Check Mumbsr T & |— T | -[ _"-"1_' | =
= . | J i
E maie cheak payabie o e Canbined Fadera] Campaign| Drane of Camrination . =
B
= LD Ovpanizasans o2 nal provida oo of Barves in shol of panid corsideration 1ar amy "‘\J | | | | H |
g cani bt mads o e openiarbone Ay this pledgs cad DESIBRATED F",-n Ta designais ane or mzre ﬂﬂ'mw?ﬁd&'m_{mzmﬂ athe
i INFORIATION RELEASE (OPTIONAL] e e e e B
% Ady infrmasos you Bmer Below will be rekcsed, dlang with yoer foame, b the chantyfies] 1o which
0 vou made a pledpe. Do not enter your work addeess o emal PAYROLL DEDUETION AUTHORIZATION
=} Home AOIneEs | by st iy ol th T = i 0 B
il e shosn &
=l and enciag wity D st
e Parsonl Brail Address e — Campzin shoen above
O Inaddtion o my contact imformabion, | aushonze 5 GAG S mlass the emaunt of my pledge B IGRATLRE 1
o re '1 rI '3 de3igneins abis. FEATEE o2 PP TTEE e —




Pledge Form Instructions

Follow up on each pledge card which has not been returned within a day or
two after the conversation.

Collect Pledge Forms even if they do not have designations.
Review each pledge card for completeness and accuracy using the

following guide:

) Written information is complete and legible.
) Agency 5 -digit codes are correct.

) Amount designated to specific agencies is less than or equal to the total
contribution.

Second copy (Yellow) of pledge card is legible.

)
) Permission for release of name to agencies is completed properly.
) Pledge card is signed for payroll deduction contributions.

)

Contact donor to re -do any pledge card that has errors or is difficult to
read.

) Federal Agency and Office is listed on the pledge card.

) Secure cash/checks untilturn -in-t i me . Dondot staple
cards.

) Put pledge cards & money in unsealed Key Worker Reporting envelope
and turn into PCFO.

) Destroy any pledge cards mar ked @0Q.

) Turn in first copy of pledge card for those using payroll deduction to
payroll ASAP .




Campaign Envelope

2011 BIG BEND CFC
KEY WORKER’S

*CFc® REPORT ENVELOPE
Find us on

Combined Federal Campaign Face bOOk

RO"ANNIVERSARY
Facehook.com/BigBendCFC

Agency Name;

Agency Key Worker:

Agency Address;

Contact Phone: Contact Email:

Please fill-in all the information requested: Amounts are for the contents of this envelope only.

#2 Total Number of
LLE__4& Participating Employees

l Total Number of Employees
—_— (in your agency)

Number of Donors | Total Pledges and/or Gifts

Payroll Deduction
#—3 Pledges

One-time Cash or
Check Gifts

Special Event Dollars

TOTAL INCLUDED IN
THIS REPORT

#—4 Signature of person completing this report: Date:

Pledge Forms-White Copy to Payroll, Pink Copy to Employee.

Please call your Combined Federal Campaign Manager with questions and/or
to pick up your campaign report envelope.

STATEWIDE TOLL FREE 877-CHC-FLA7
Ginny Lioon (850)597-7745
Gwen Cooper (850)597-7745

THANK YOU!
3333 W. Pensacola St. Ste 240, Tallahassee, FL 32304
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Keyworker Checklist

Educate yourself about the CFC.

Become familiar with all CFC materials, pledge cards, reporting
envelope and the Agency Handbook.

Fill out your pledge card before you ask anyone else to do theirs -
SET A GOOD EXAMPLE'!

Publicize your campaign 0 especially the 50th anniversary!

Speak to your co -workers and see if anyone has had a personal
experience with one of the supported CFC agencies. Ask them to share
their story.

Set the date for the group solicitation meeting(s) and plan to make your
group solicitation contacts at the beginning of the campaign. Don't wait
until the end.

MAKE THE ASK and collect all pledge cards.
Keep the PCFO updated on the campaign process and ask for help!
Turn in Key Worker Reporting Envelope to PCFO.

Enclose a list of names of all CFC Leadership Givers in each
reporting envelope.
(Remember leadership givers donate 1% of their gross salary or $1,000)

Thank co -workers that participate in the CFC.

Keep Unit Head, Commander/Director informed of campaign results.




FAQ

How do we know the charities designated actually receive their gifts?

The PCFO is required to honor all designations, donors may also check the box on the pledge form asking to
receive an acknowledgement for their gift from the designated agency.

Are CFC Contributions tax deductible?

Yes, however the single gift donations of $250 or more may be deducted only if you have a statement from the
PCFO and/or charity showing the amount of money contributed. Donations under $250 may be deducted with
a copy of the cancelled check, pledge form or pay stub showing the deduction. Please check with the IRS for
the latest information.

What i1 f | give, but dondét specify a
All undesignated gifts, including money raised through events, will be distributed to all of the charities in the

CFC handbook in the same proportion that they received designations.

Why give this year if | didndot give

You benefit either directly or indirectly from one or more of the charities listed in the CFC handbook. Your
donation will help insure the continuation of these benefits.

How will my privacy be protected?

CFC Regul ations prohibit the release of contributords

How much do | have to contribute to become a Leadership Donor?

$1000.00 or 1% of your gross pay.

When does the money come out of my paycheck?

The first deduction is made the first pay period in January 2011. and continues until the last pay period in
2011.

Why isnd6t my favorite agency a men:\/‘/
The Office of Personnel Management in Washington, DC regulates the CFC. Prior to /’g

1988, there -iwae a@pthiwaon tkeut it was being abu: e d A
costs to increase, so the regulations were changed. Now volunteers from

Federal Agencies review applications for compliance with their regulations.

Agencies must be audited, produce an annual report, and have a Board of Directors

which governs the affairs of the agency.
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FAQ

| never use agency services, so why should | give?

You never know when you, a member of your family, or a neighbor may need a CFC service. By supporting
others you support our country and improve the quality of life in America. Many reasons to give include: job
loss, loss of a loved one, illness, disabilities, family problems, mental disorders, and complications associated
with growing up and growing old.

My taxes go to support the poor, so why should | give to the CFC?

Some CFC agencies do assist destitute persons through services, but not by giving money away. Some of the
agencies provide job training, recreation for youth, and rehabilitation programs in order to help people be-
come self sufficient and to prevent more serious problems from occurring. In addition to providing other ser-
vices, many charities fund research for their causes and improve the quality of life for our nation (Ex.
eliminating diseases , building a better environment, etc.).

Government doll ars are not growing to meet these
many more people would need public assistance, which could drive up your taxes.

Many of the CFC agencies primarily focus on services for working families. Visiting nurses, family counsel-
ing, drug and alcohol abuse treatment programs, scouting programs, and other programs are used by all of
us. The services of the CFC agencies are available to everyone in our community as well as nationally and
overseas.

Why not just give directly to the agencies?

There are several reasons that the CFC is one of the best ways to give to charity. One reason is that giving
through the CFC allows you to use payroll deductions, facilitating an increase in the amount of money you can
comfortably afford to give to your favorite charity. Another reason to donate through the CFC is that undesig-
nated money is distributed according to the percentage of money designated to the agencies. Your designated
gift allows your favorite agency to receive a percentage of the undesignated money.

nfnpeopl

What i f | canot afford to give right

You dondt have tol Pl edge your gift through payro
Agency services need your support year round. Deductions do not begin until January.

What if | lose my job?

You will not be expected to continue your pledge payments during your period of unemployment,
nor are you responsible for your remaining balance..
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Additional Resources

www.bigbendcfc.org

On our site you can find, Add us! ._i
- CFC Video

- Theme & Graphics
- Printable Posters

- History of the CFC

- Campaign Dates & More (@

Please use us as a resource
for agency speakers, campaign materials,
or any other guidance you need.

Ginny Lioon, Campaign Manager
pcfo@bigbendcfc.org
Big Bend Combined Federal Campaign
3333 W. Pensacola St., Suite 240
Tallahassee, FL 32304
850-597-7745




