
2016 Combined Federal Campaign



 Combined Federal Campaign Background

 Campaign Coordinator Role

 How to Create a Successful Campaign

 Generating Excitement for Donations  

 Reporting Pledging

 Awards

 Questions



 Annual fund-raising drive conducted by 
Federal employees in their workplace each 
fall

 Exclusively for:
 Civilian Federal Employees

 Military Personnel

 Post Office



 Support and promote philanthropy through 
a voluntary program that is employee-
focused, cost-efficient and effective in 
providing all federal employees the 
opportunity to improve the quality of life for 
all.



 Prior to the 1950’s, on the job fundraising in the federal 
workplace was a free-for all.

 1961- President Kennedy permitted fundraising in the Federal 
workplace.  

 1964 – The first COMBINED campaign was conducted.

 1971 - President Nixon announced that the CFC would be the 
uniform fundraising method for the Federal Service.



 The CFC eliminates year-round solicitation

 Offers a donor the convenience of using payroll deduction to 
make charitable contributions.

 Only agencies that are pre-screened for eligibility are 
allowed in the campaign.



Keyworkers
(Committee Members)

Office of 
Personnel 

Management
Local Federal                

Coordinating Committee

Principal Combined          
Fund Organization

Campaign 
Coordinators

Sponsored 
Representatives

B.J. Vincent (Chair), Arkansas National Guard
E. Caroline Schaefer, Internal Revenue Service, Arkansas

Nique Carrington, US Small Business Administration
Jessica Lee, Federal Housing Administration
Eric McKisick, Social Security Administration

Seritia Clark, United States Postal Service
Ben Toman, Social Security Administration
Jackie Flowers, Internal Review and Audit
Lisa Breun, Little Rock VA Regional Office

Robert (Bob) Crawford, Transportation Security Administration
William (Bil) A Cash, Jr., Equal Emp. Opportunity Commission

John Nazzaro - President

Combined Federal Campaign



 Create Excitement 
 Rally or Kickoff

 CFC Film and Charity Organization Speakers

 Educate Employees on Charities
 Local and Universal Giving

 Encourage Designations
 Cash/Check, Payroll, Employee Express, Nexus and MyPay

 Collect Pledges and Return to Campaign Office

CFC Position 
Description Reference 





2016 Combined Federal Campaign



 Step One: Secure Senior Management Support
 Receive a personal commitment from agency director              

for support

 Management to endorse campaign at employee rallies or 
meetings

 Encourage contributions at leadership level

 Step Two: Review and Evaluate
 Review last year campaign and create a new campaign goal

 Meet with your Sponsored Representative



 Step Three: Form a Committee of Keyworkers
 Select key personnel from various departments

 Look for people who relate well to other employees

 Want people who are enthusiastic and support the campaign

 Key for larger offices

 Step Four: Train Keyworkers
 Work with your Sponsored Representative 



 Step Five: Employee Kickoff or Rally
◦ Most effective way to reach employees

 Include your sponsored representative and CFC Video

 Have an charity organization speaker

◦ Utilize CFC Resources

 Charity Listing Guide, Pledge Cards, 2015 Annual Report

◦ ASK EVERYONE TO GIVE – Most Important Part

 Remember, you are asking for OTHERS

 Personally contact each employee! Don’t leave pledge card on 
their desk or mailbox!

CFC Film Available 
Electronically



 Step Six: Publicize Campaign and Goals
 Challenge the office - 100% contact 

(different from participation)

 Publicize progress often!

Campaign Thermometers
Charity Organization 

Speaker
Send Weekly Emails on 

Progress!!!



Show off your THERMOMETERS!!



 Step Seven: Report Results Weekly
 Turn in envelope, pledge cards and cash/check 

donations to Campaign Office

 Step Eight: Wrap Up and Thank You 
 Have an awards ceremony or celebration

 Thank employees, committee members and              
volunteers for their participation

 Evaluate your campaign 

 Make notes for 2017 campaign



Sandra Jackson
sjackson@heartaruw.org

Normal Gilchrest
ngilchrest@heartaruw.org

Rachelle Maass
rmaass@heartaruw.org

James McLean
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99999 ABC Charity (501) 555-1234 EIN #77-1234567  
We provide food, clothing, shelter to everyone.  No person 
or family is turned away.  8.5% Q,L,X

Charity Listing Guide Available on Website

5-Digit     
Charity Code

Agency Name

Annual Fund Raising 
and Administrative 

Costs

Employer 
Identification 

Number

Telephone 
Number

Charity 
Organization 
Description

Taxonomy Codes



 Create interest by sharing information
 Statistics

 Comments from Charity Organization Speakers

 Frequently asked questions

 The Combined Federal Campaign of Greater 
Arkansas raises $1M on average a year

 Supporting over 125 charity organizations  

Dollars Make a 
Difference Reference



 Donations are ONLY distributed to the Charitable 
Organization designated by the donor

• Receive donation through Cash/Check, Payroll, Employee 
Express, Nexus and MyPay

 If a donor does not designate their gift will be 
shared by all agencies in brochure

 The ‘undesignated’ contributions are proportional to the 
amount of donations that organization receives

 If an agency received 3% of total CFC donations they will receive 
3% of total ‘undesignated’ funds



 Payroll Deduction
 Collect the original signed authorization and                        

SEND TO PAYROLL (copy #1/white) 

 Second copy for the Campaign Office (copy #2/yellow)

 Cash/Check Donations
 For cash contributors, collect original signed form and second           

copy (copy #1/white & copy #2/yellow) and the cash, check              
or money order

 Shred Copy #1 (white), second copy to Campaign Office (yellow)

 Donors RETAIN copy #3 (pink) for their records

Sample 
Pledge Card





Personnel Information 
(Cannot Process without SSN)



Instillation or Agency 
Information

Doe         John       E. X 123-45-6789



Doe         John       E. X 123-45-6789
123 Federal Way, Patriotic City, USA 63526 501 555-2312

 Promote Payroll Deduction
Determine Type and Gift Amount                 

Start at Total Gift, Divide Intervals and Fill in Amount                                          
(Make Checks Payable to CFC)

Enter 5-Digit         
Code from Charity 

Listing Guide

Designate Funds 
between All Charities 
Receiving Donations

ALL Donors >$1000 to Campaign MUST Sign a 
Donor Authorization Form

120
1   2   0   0   0
1   5   5   5   5

100
20



Doe         John       E. X 123-45-6789
123 Federal Way, Patriotic City, USA 63526 501 555-2312

120
1   2   0   0   0
1   5   5   5   5

100
20

Information/Donation Amount Release to Charities, 
Many Like to Thank the Donors                       

(Optional)

Authorize Payroll 
Deduction                    

(MUST have a Signature to Have 
a Payroll Deduction)

Incentive Award Option 
(check if an incentive gift          

is NOT WANTED)



Doe         John       E. X 123-45-6789
123 Federal Way, Patriotic City, USA 63526 501 555-2312

120
1   2   0   0   0
1   5   5   5   5

100
20

 Review all Pledge Cards for Accuracy

Look for those that 
donate >$1000. 

Donor Authorization 
Form required.

555 Country Road
Suburb Area, State 55555

John.Doe@gmail.com

X                                                                                                           

John Doe                                    10.15.2016



 ALL DONORS DONATING >$1000 MUST HAVE A 
FORM ON FILE

With permission, the names and federal offices will appear in the 2017 Charity 
Listing Brochure and United Way Pillars Book

MUST select 
YES or NO

Signature Required

Total Contribution



 Illegible: Will not be processed correctly

 Payroll Forms not Taken to Payroll

 Total Gift Totaled Incorrectly
 Confusion between monthly gift and total gift amount

 Invalid Agency
 Designations can only go to agencies in the listing guide

 Some agencies do not apply every year

 Pledge Card Not Signed
 Payroll deduction cannot be processed through Payroll

 Social Security Number/Employee ID Not Provided



 September - End of Year Financials

 November – Thanksgiving

 December - Christmas

Find Pledges Early

It is hard to finalize pledges for people who are on leave or vacation!

Use or loose leave time!



 WEEKLY: Collect all Pledge Cards, Donations and 
Authorization Forms 

 Make sure all forms are legible and filled out completely         
and accurately (calculator not included)

 Fill out and submit Campaign Report Envelope

Campaign Report 
Envelope Reference

Do Not Use 
PCFO Sections



 Complete Coordinator/Instillation Specific 
Information

Campaign Report 
Envelope Reference

Coordinator 
Information

Federal Agency 
Information

Number of        
Employees in Total for 

your Organization         
(Determines Award Percentages)

Name of 
Keyworker



 Fill out the Contribution Section with Payroll, 
Cash/Check and Total Gift Amount

Campaign Report 
Envelope Reference

Remember, 
you are 

making a 
difference!!!

Which Campaign Report 
Envelope is this?

Payroll Donations in 
THIS Envelope

Cash/Check Donations 
in THIS Envelope

Total Amount Donations 
in THIS Envelope



 Include SIGNED donor Pledge Cards
 Include Copy #2 (Yellow) for both Payroll Deductions 

and Cash/Check Donations

 Include any Cash/Check Donations

 Include ALL Donor Authorization Forms

Campaign Report 
Envelope Reference

Reference Report Envelope if Needed



 Determine Awards 
 Fill in all award recipients for each Report Envelope

Campaign Report 
Envelope Reference

Total Number of 
Awards for Each 

Category

Name of Each Award 
Recipient               
(One Per Line)

Each Donor 
>$1000 

Requires a 
Authorization 
Form on File



 For Payroll deductions,

WHITE COPY GOES TO 
PAYROLL

Deductions cannot be made if a copy is not taken to payroll.

Locate your Payroll office NOW. Is it local or national?



2015 Combined Federal Campaign



2016 Combined Federal Campaign



www.cfcnexus.org/_cfcgreaterarkansas/

Recover 
Password If 

Needed

Look 
for the 
Logo!

CREATE YOUR LOGIN BY SEPT. 14th!                                                                               
Email info@cfcgreaterarkansas.org with your LOGIN 

to gain permission



Main NEXUS Pledge Page

All NEXUS Donors will 
Pledge with this Page Also TO MAKE A PLEDGE 

Select a Pledge Type

Follow the Default 
Steps to Enter Your 

Information



Two Ways to Process Pledges

SINGLE
One Pledge at a Time 

(Cash/Check)

BULK
Multiple Employee Pledges   

(Payroll Deduction)



 Single Processing Method
◦ Locate Specific Pledge

Locate 
Specific 
Agency     

(Select Green 
Circle to Expand)

Locate 
Specific 
Pledge

(Green Circle)



Select the Orange Bar to Print                    
(Use Your Printer Setting to                  

Print the Document)

Click to Proceed After 
Printing Pledge



Select the Orange Bar to Process Pledge                    
DO NOT PROCESS WITHOUT PRINTING

Pledge will be Removed from Listing



 Bulk Processing Method
◦ Only for Payroll Deduction

Select Agency Group of Pledges 
and Print Group of Pledges     

(Scroll to See All Pledges)

Click to 
Proceed 

After 
Printing 
Pledge



Mark All PRINTED Pledges as 
Processed Pledges                         

DO NOT PROCESS UNTIL PRINTED

Close          
Message Box 

After 
Processing 

Pledge



View Processed Pledges



Select the Agency and 
Specific Pledge for Review

Review the Payroll 
Status - Processed



 Print ALL NEXUS, MyPay and Employee Express 
Pledges

PRINTED COPIES GO TO 
PAYROLL

Deductions cannot be made if a copy is not taken to payroll!

Locate your Payroll office NOW. Is it local or national?
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http://www.dfas.mil Click MyPay logo in top 
right corner

Login with CAC Card or Login ID



Combined Federal Campaign Option 
added to MyPay Main Menu

30 Min per Session

DONOR Selects ‘Add New Contribution’



Screen will only show for Active Duty 
Army, Navy and Air Force Personnel 

Donors must provide the 
4-digit campaign code

Campaign Code: 0072

All other donor’s campaign information will 
automatically populate

An invalid code will yield 
an error message

Confirm Campaign



Select donation amount 
per pay period        

Donors over $833/mo. Must use 
a paper pledge form

SEARCH FOR CHARITY

1. Charity 5-Digit Code

2. Name of Charity

3. Type of Charity                       
(Services Rendered)

4. Advanced Search          
(Administrative Costs or Keywords)

Skip Designating to a 
Specific Charity



Donor to Review             
and Confirm

Follow prompts to fill out Charity Name and Donations per Charity

For an organization’s 
pledges to be properly 

credited the donor   
MUST enter the branch 

office name:

LRAFB 
19th, 314th, 922nd

ARNG 
188th, 189th

Camp Robinson, Ft. Chaffee 

USACE
US Army Corps of Engineers

PBA
Pine Bluff Arsenal

Do NOT Identify 
Specific Group or Unit

Work Email Required

Amount Release to the 
Charity if Desired

Recognition Release: 

YES to receive incentive gift

NO to ‘opt out’ of gift 



No forms will be submitted to the Keyworker. 

Donor to Print PDF for 
Record Keeping
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 Gold Award 
 +$125 per capita

 Silver Award 
 $90 - $124 per capita

 Bronze Award 
 $60 - $89 per capita

 Top Average Campaigns
 Minimum 30% participation required

Arkansas National GuardCentral Arkansas Veterans 
Health Services

Little Rock Air Force Base

Pine Bluff Arsenal

United States                              
Postal Service

US Army Corps of Engineers



 Patriot Giver
 $120 - $249

 Supergiver
 $250 - $499

Smart Phone Car Holster & 
Leadership Pin

CFC Bottle, Rally Towel &    
Leadership Pin

Subject to Availability

Phone Not Included



 Hero Giver
 $500 - $999

 Golden Eagle
 +$1000 (w/ form)

CFC Fleece Roll-Up Blanket & 
Leadership Pin

Eagle Trophy, Fleece Roll-Up Blanket, 
CFC Bottle and Rally Towel & 

Leadership Pin

Subject to Availability





Be the one…                                                   
you can make the difference.

QUESTIONS??


