
                                
                             

2016 Potomac Combined Federal 
Campaign 

Key Worker Training –  
MCB-Quantico  



                                
                            Agenda 

 
 

• Registration 

• Welcome and Introductions 

• Guest Agency Speaker 

• CFC at a Glance 

• Marketing the Campaign/Best Practices 

• The Paperwork 

− Online Giving 

− Brochures 

− Pledge Cards 

− Paper Pledge Turn-ins 

• Changes for the 2017 Campaign 

• Gifts and Incentives 

• Questions and Wrap-up  

What is the  

Role Of   

a Keyworker? 



                     CFC at a Glance 

• Only workplace charitable fundraising campaign for Federal 

civilian and military employees. Is held once-a-year from 

September 1 to December 15. 

• Established in 1961 by President JFK and administered and 

regulated by the Office of Personnel Management (OPM) 

(https://www.opm.gov/cfc/). 

• Contributors are encouraged to designate to their favorite charity 

or charities through payroll deduction. 

• Has over 20,000 non-profit charitable organizations worldwide. 

 

 

 



• Number of Employees Solicited:                                   20,513 

 

• In 2014 Campaign 

− Total Amount Raised                                          $  837,766.20 

− Number of Donors                                                      1,372 

− Participation Rate Overall                                            6.7% 

− Average Gift                                                             $610.62 

 

• In 2015 Campaign: 

− Total Amount Raised                                          $  727,475.97 

− Number of Donors                           1,263 

− Participation Rate Overall             6.2% 

− Average Gift:           $575.99  

  

Potomac CFC  

 Potomac CFC Results 

                    



 Number of Employees Solicited:                                  14,064    

  

• 2014 Campaign: 
• Total Amount Raised                 $  462,961.10 

• Number of donors                                                        900 

• Participation Rate                 6.40% 

• Average Gift      $ 514.40                               

 

• 2015 Campaign: 
• Total Amount Raised                                               $   400,656.51 

• Number of Donors                                                                810 

• Participation Rate                                                                 5.76% 

• Average Gift                                                                    $ 494.64 

 

 

Potomac CFC  

 Quantico MCB 

                    



     Donation Breakdown 
 

• $Locally, donors gave: 

 

− $35,625 to Fredericksburg Area Food Bank 

 

− $13,384 to King George Animal Rescue League 

 

− $12,243 to SPCA 

 

 



                     The Gifts 

• All donated funds, minus administrative expenses, go directly to the 

organization specified.  Administrative expenses are approved by the Local 

Federal Coordinating Committee (LFCC).   

 

• Contributions are VOLUNTARY! 

 

• Donors are encouraged to designate.   

•Individuals can donate to as many organizations as they wish, they just 

have to fill out additional pledge cards. 

 

• Undesignated funds:  the proportions are determined by the amount 

designated for each agency. 



 

• You are the key to success of the campaign! 

− Assist Lead keyworker in planning and organizing 

Department/agency events. 

− Contact each employee and follow-up to ensure everyone has a 

chance to donate. Use the Ways To Give Cards as a follow-up. 

− “Key” to collecting/reviewing pledge cards and turning in funds. 

− Encourage payroll deduction through MyPay (ePledge). 

• Your positive attitude will help ensure a favorable response 

from you co-workers. 

• You are the official representative of the charities that depend 

on the CFC for funds. 

− Agencies, in turn, help people in need in our community, 

our country and around the world. 

 

                 The Key Worker’s Role 
 

You are the 

 leader within  

your organization 

 



       Marketing the Campaign 

 

• Be creative and make it “fun” fundraising.  Share creative 

special events on your organizations Facebook, Twitter, 

and/or website. 

 

• Involve the minds of your co-workers; decide what’s  

     best for your agency/unit and what makes your  

     agency/unit special.  The possibilities are endless 

     get creative and make it fun! 

 

• Send witty, inspiring, and short blasts that create  

     excitement about the campaign. 

 

• .Hang posters everywhere – lobbies, hallways, bathrooms, 

     break rooms, elevators, etc. 

•   

Share your 

Ideas with 

others 



Marketing the Campaign 
              (Cont’d) 

• Promote the campaign through the display of  posters and 

other creative means of publicity you can develop.   

 

• Use all hands and group meetings to provide CFC 

information.  Be sure to coordinate this with your supervisor 

     before hand.   

 

• Use Guest speakers at kick-offs and other events. 

 

• Sponsor special events for your departments/agencies. 

Money collected during a special event is considered 

undesignated unless an individual wants their portion 

designated to a charity or the agency wants to designate to 

one or more charities.   

 

 



Marketing the Campaign 
               (Cont’d) 

• Don’t take objections personally. 

 

• All donations are voluntary so PLEASE, never coerce or 

strong-arm. 

 

• Encourage payroll deduction (MyPay)... It’s the easiest way 

to give! 

 

• Say “Thank You”! 

    

 

 



                                                                          

 
       Campaign BEST Practices 

 
 DO use special events to focus attention on the campaign. 

 

 DO something different to spark interest in your campaign. 

 

 DO publicize your office’s activities – Get the word out! 

 

 DO check ideas out with your agency/unit head. 

 

 DO solicit ideas from co-workers. 

 

 DO hold committee/staff meetings – make sure everyone’s motivated and on 

       the same page! 

 

 DO have a Plan B! 

 

 DO invite guest speakers. 

 

 DO mingle – smiles are contagious! 

 

 



                                                                          

 
       Campaign BEST Practices 

 
 DON’T surprise your boss with an event on company time. 

 

 DON’T do the same old thing – try something new! 

 

 DON’T be shy! 

 

 DON’T abuse civilian work hours – excused absences are limited 

      and should be used sparingly.  Otherwise, civilians will be required 

      to take leave. 

 

 DON’T go overboard – keep it modest. 

 

 



Special Event Ideas 

• Bowling Tournament                           

 

• Book Sale 

 

• Bake Sale 

 

• Pancake Breakfast 

 

• Hotdog Lunch 

 

• Pizza Lunch 

 

• Executive Prison 

 

• International Food Day 

 

 



Special Event Ideas 

• Chili Cook-off 

 

• Baby Picture Match Game 

 

• Ice Cream Sundaes 

 

• Penny Wars 

 

• Jean Day  

 

• Candy Cane (Thank You) 

 
 When Turning-in money from special events fill out an pledge form 

with the name special event or the name of the event (Jean Day) 

and the complete the amount under the block for cash. 

 

 



                                                                          

 
       Campaign BEST Practices 

 

• Communications 

• Highlight the CFC campaign on home agency pages and link to our website 

• Include photos of employees and event(s) on Intranet 

• Highlight Keyworker(s) on Intranet so potential donors know who is supporting 

the campaign in their agency 

• Email daily inspirational stories and campaign goal updates 

• Events 

• Send out campaign reminders on pay day 

• Start countdown activities 

• Encourage competition in office(s) 

• Place campaign thermometers, posters and table tents in high traffic areas 

• Plan fun events like pizza parties, chili cook-offs, bake sales, ice-cream social 



                                                                          

 
       Campaign BEST Practices 

Leadership Support: 

 

• Request Leadership send out emails encouraging campaign participation 

(provide weekly status reports on campaign progress that can be incorporated 

in the message) 

• Request campaign discussion during  staff meetings 

 

We need your 

support! 



                            

 
 Ways to Give 

 

• DoD Civilian and Military Personnel through your MyPay Account 

for Payroll Deduction at https://mypay.dfas.mil/mypay.aspx 

 

• For Credit/Debit Card pledges use CFC Nexus at:  

https://www.cfcnexus.org/_potomaccfc/ 

 

• Paper copies for cash, check or payroll deduction 

 

 

 

https://mypay.dfas.mil/mypay.aspx
https://mypay.dfas.mil/mypay.aspx


UNIVERSAL GIVING 

• New to the CFC Campaign this year. 

• Universal Giving Charity List will only be available online not 

in printed form.  It will be available in searchable format on 

the OPM website: www.opm.gov/cfc 

• Employees can give to any charity listed in the CFC 

universal giving book/list regardless of where the charity is 

located or where the employee is located. 

• Meaning employees can give charities/ organizations 

outside the Potomac CFC area, as long as, they are 

participating in a CFC Campaign. 

• Universal Giving is available by MyPay, CFC Nexus, and 

paper pledging. 

http://www.opm.gov/cfc


Processing Pledges 
• Double-Check 

− Check pledge cards for accuracy and illegibility.  Check math to ensure total 

contribution – matches total amount entered for charities. 

− Make sure that cash and checks are attached to pledge forms. 

− Make sure all checks are made payable to Potomac CFC. 

 

 

 

• Do 

• Detach the white copies and give to the payroll coordinator for 

your unit/agency or deliver to the base payroll office. 

• Return incorrect pledge cards to employees for correction. 

• Give the Yellow Copy to your Lead Keyworker 

 

• Deliver (Lead Keyworkers) 

• Check totals on envelope. 

• Place only yellow copies and cash/check into envelope. 

• Only make one envelope for unit/agency per turn-in. 

• Take envelope to turn-ins for processing. 

 

 



Easiest Way 

To Give for  

Employee and Keyworker. 

 

Less Paperwork! 



My Pay Slides 

ePledge Process 

Combined Federal Campaign 

option added to MyPay Main Menu 



Donor selects  

“Add New Contribution 

ePledge Process 



Key Training Point  
1. The screen will ONLY be shown to active duty Army, 

Navy, and Air Force Personnel . Those donors must 

be provided their 4-digit Campaign Code 

2. All other donors’ campaign information will be 

automatically populated 

0898 

ePledge Process 



Donor selects donation amount per pay 

period/month 

 

Key Training Point  

Maximum allowable total donation for military 

personnel is $833/month. For donations higher than 

that, military donors should use a paper pledge form 

ePledge Process 



ePledge Process 

The donor enters 

the per pay period 

or per month 

donation amount 



ePledge Process 

Key Training Point  

For an 

organization’s 

pledges to be 

properly credited 

the donor MUST 

enter the 

Command/Unit or 

Federal 

Agency/Office 

See next slide  

Pledge summary 

is displayed; 

undesignated 

funds are 

automatically 

calculated and 

displayed 

MCAF 



   Command/Unit Listing for Quantico                      
• Commanders Office 

• G-1 

• G-3 

• G-4 & PCO/MRB 

• GF 

• G-6 

• Chaplain 

• Office of Counsel 

• Command IG 

• Comptroller 

• Equal Opportunity Advisor 

• DCAA 

• DECA 

• DLA 

• Equal Opportunity Advisor 

• BPO 

• CDD 

• DCAA 

• DECA 

• DLA 

• HMX1 

• H and S Bn 

• HROM 

• JNLWD 

 

 

• LSSS 

• MCM 

• MCAF 

• MCCDC 

• MCCS 

• MCESG 

• MCIA 

• MCIOC 

• MCNAFAS 

• MCNOSC 

• MCOTEA 

• MCRC 

• MCSC 

• MCU 

• MCWL 

• Manpower  Reserve Affairs HQ 

• Manpower Reserve Affairs MB 

• Manpower Reserve Affairs MF 

• Manpower  Reserve Affairs MI 

• Manpower  Reserve Affairs  MM 

• Manpower Reserve Affairs MP 

• Manpower  Reserve Affairs MR 

• Manpower  Reserve Affairs  RA 

• Manpower Reserve Affairs WWR 

 

MyPay List 



    Command/Unit Listing for Quantico  (continued)                                        

• NMMC 

• Naval Health Clinic 

• OAD 

• OCS 

• PAO 

• PEO LS 

• RCO 

• RSU 

• Safety Division 

• SAPRO 

• Security Battalion 

• SJA 

• TBS 

• TECOM 

• TECOM Trng Cmd 

• VADDESS School 

• WTBN 

• 4th LAR 

 

MyPay List 



ePledge Process 

Final review and 

opportunity for 

donor to confirm 

intent 



ePledge Process 

Key Training Point  

No forms will be 

submitted to 

Keyworker. Donor 

can view print PDF 

pledge form for 

recordkeeping.  



ePledge Process 

Donor receipt copy. Up to five 

charities are listed on Page 1 



QUESTIONS? 



Credit/Debit Pledge 

Credit Card 

Giving 



CFC Nexus Slides 



























Reports 



CFC Nexus Slides 









 

The Paperwork 
Just Getting  

Prepared 



                            

 
 Brochure 

 

• Use the 2016 Potomac CFC brochure. 

• Or the online brochure at www.potomaccfc.org 

• 3 Sections: Local/ National/ International. 

• Use 5 digit code to designate agency. 

• Cannot “write-in” an agency that is not included in the 2016 

CFC campaign. 

• Each agency must meet a strict set of guidelines in order to 

be listed in the brochure. 

• The % at the end of each 25 word statement is the 

administration cost of the agency (AFR). 

• Taxonomy Codes are included. 

• Great resource for answering questions! 

 

 

 

What is that 

 organization’s 

five digit code? 



                            

 
 Pledge Cards 

 

 

• Keyworker should review pledge cards for accuracy and legibility. 

• Ensure military branch of service is completed. 

• Minimum Contribution (for Payroll Deduction) MyPay or Paper Copy Pledges 

−  Military Personnel is $1.00 per month 

−  Civilian Personnel is $1.00 per pay period 

• Make checks payable to the Potomac CFC 

• For Paper Pledges: Yellow Paper Copy goes in envelope. 

• For Paper Pledges: White Copy goes to payroll processing office (Payroll 

Deduction Only).  If cash or check, white copy goes back to employee. 

• For Paper Pledges: Military Personnel Payroll Deductions require: Full SSN 

and signature/date. 

• For Paper Pledges: Civilian Personnel Payroll Deductions require: Full SSN 

or Employee ID Number and signature/date. 

 

 

 

 



    Report Envelope and                          

Turn Ins (Lead Keyworkers Only) 

• Complete the Report Envelope  (Paper pledge forms only). 

• Attend Turn-ins  

• Turn-in YELLOW COPY only. 

• White copy goes to payroll processing office - not in envelope 

• Separate Military and Civilian, Payroll, Cash and Checks 

• Keep Checks with the Pledge Cards 

• Keep Cash with Pledge Cards 

• Stay until a representative has verified the accuracy of the Report 

Envelope. 

• Collect incentives at the Turn-in.   

• Keep track of incentives - don’t forget to give incentives to donors! 

 

 

 



                                                                                              

      Turn-in Dates                       

               Lejeune Hall 

1100-13               1100-1300 Hours 

SEPTEMBER 

• September 21  

 

OCTOBER  

• October   5 

• October  19 

 

 

 

NOVEMBER 

• November     2 

• November    16 

• November    30 

 

 
DECEMBER 

• December    7 

• December  14 

• December  21 

 



 

 

The Fun Stuff 



 CFC Events 

Let’s Get This 

Campaign Going! 

September 1
st

 – 

Dodgeball Tournament 

October 6
th

 – Golf 

Tournament 

November 10
th  --

 

Skeet Shooting 

December – ? 



  

 

 

 

 

 

        Incentives 

 

 

Lapel Pin 

Gift of  

All Donors 

There is no set gift!   

  Every donation counts! 



  

 

 

 

         Incentives 

 
 

CFC Giant Magnet 

Clip 

 

Gift of  

$260 - $1,4999 



  

 

 

 

         Incentives 

 
 

CFC Carabiner 

Flashlight 

 

Gift of  

$1,500 - $3,999 



  

 

 

            Incentives 

 

Trunk Organizer 

Gift of  

Over $4,000  



Points to Remember 

• Learn about the CFC 

• Use the 2016 Brochure for information 

• Encourage Online Giving at www.potomaccfc.org 

• Make your own gift first  

• Organize a group meeting/event 

• If a group is not possible, begin making one-on-one requests for a 
contribution (September 1 – December 15) 

• Say “Thank You” – Use Thank You card 

• Review pledge cards for accuracy and readability 

• Attend the Bi-Monthly Turn-Ins 

− First turn-in date is September   

• Give out incentives 

• Collect any old brochures/pledge cards and recycle them 



DISTRIBUTE MATERIALS 

Potomac CFC 2014 

Each Keyworker’s Tool Kit Contains: 

 

 1 Ways to Give Poster 

  Charity Books (Based on # of Employees) 

  Pledge Cards (Based on # of Employees) 

  Ways To Give Card (Based on # of    

     Employees) 

 1 MyPay Guide w/Unit-Organizational 

Listing 

 1 Keyworker Job Description 

 1 Tips for Effective Keyworker 

 1 What Your Gift Can Do 

 1 CFC Special Events Checklist 

 1 Special Event Ideas List 

 Sample E-Mails 

Distribute materials 
carefully based on 

number of potential 

contributors to avoid 

running out too early.  



• The 2017 Combined Federal Campaign will have the following changes: 

 The Potomac CFC and the N. Shenandoah Valley CFC will join with the National 
Capital Area CFC to be one campaign.  

 OPM has contracted for a Central Campaign Administrator (CCA) starting with the 
2017 campaign. 

 CCA contract was awarded to the Give Back Foundation. 

 The CCA will handle charity applications, assign charity codes (for new 
organizations), maintain CFC website, collect fees, process pledges, disburse 
payments to charities and prepare campaign results. 

 All CFC applications will be submitted electronically (only) via the CFC Website 
developed by the CCA.  

 There will be a non-refundable application fee. 

 A listing fee if you are approved.  

 And possibly a disbursing fee. 

 These fees will be paid up front. 

 OPM is hoping to have fee schedule available in the October 2016 timeframe. 

 

 

 

 

 66 



• The Local Federal Coordinating Committee (LFCC) can hire 

a Outreach Coordinator (OC) to handle the marketing 

materials/events or they can handle this themselves. 

• The CCA will have a online giving system which will be for 

all federal employees. 

• This online pledging system will be electronic checks, credit 

cards (to include recurring payments) and payroll 

deductions. 

• MyPay will not have an CFC pledge module in 2017. 

• Completed pledge forms and/or cash/checks will not 

handled by Outreach Coordinator nor Keyworkers. 

• There will no cash pledges. 

• Only check or payroll pledges. 
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2017 CFC Changes (Cont’d) 



• Paper pledges will be mailed to the CCA by the employee 

making the pledge. 

• There will be no special events only educational events. 

• NO pledge forms or money can be collected at these 

events. 

• There will be no undesignated pledges starting with the 

2017 campaign. 

• Universal Giving  (All Around Giving)will continue in future 

campaign years. 

• OPM will be providing more information as the year goes 

along. 
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2017 CFC Changes (Cont’d) 



• Employees will be able to setup favorite charities in online 

system which they will be able to give to year after year 

without re-entering charity information. 

• If charity organization is removed from the campaign during 

the year; the online system will send an e-mail to employee 

asking where they would like their pledge to go (employee 

will be able to pick another charity). 

• Employees will not be able to change the amount of the 

pledge during the year. 

• When an employee leaves the federal government the 

    CFC pledge will stop to the charity. 
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2017 CFC Changes (Cont’d) 



2017 CFC Changes (Cont’d) 

There will be no undesignated pledges. 

In five (5) years starting with the 2022 campaign the CFC will not 

have pledges with checks, paper pledge forms or books 

There will be one CFC website in 2017 which donors can make e-

pledges and search for charities. 

New hires to federal government will be able to make pledge to 

CFC at the time they are hired. 

Online e-giving system opens on CFC website – September 2017 

Questionable whether there will be any incentives in future 

campaign years. 

All existing incentives will be given out this year or donated. 

CCA will answer questions from employees on pledge issues. 

When a employees leaves the federal government the CFC pledge 

will stop to charity. 

 



Where Do I Go 

From Here? 

 

• If you need further assistance contact: 
Capt Manuel Sanchez-Maldonado, MCBQ Campaign Chairperson 

(703) 784-2909 

Manuel.sanchez-maldo@usmc.mil 

 

Sharon  Patrick, Potomac CFC  

 540-373-0041 ext. 318 

 spatrick@rappahannockunitedway.org 

 

Website:  www.potomaccfc.org              Potomac Combined Federal 

                                                           Campaign (CFC) 

We’re here to  

Help! 

mailto:Manuel.sanchez-maldo@usmc.mil
mailto:Manuel.sanchez-maldo@usmc.mil
mailto:Manuel.sanchez-maldo@usmc.mil
mailto:spatrick@rappahannockunitedway.org
http://www.facebook.com/rappahannockunitedway


 

Any questions? 

 

Thank you for your time! 

Help’s Only a 

Phone Call Away 


