10 STEPS TO A SUCCESSFUL CAMPAIGN 
STEP #1:

STUDY AND PLAN

Learn about the Combined Federal Campaign – seek to understand how organizations are admitted to the brochure, have a general understanding of the laws that govern the campaign and be able to answer anticipated questions from your co-workers.  Know your agency’s giving history.  This information will help you set your goals for the current year.  Map out this year’s campaign plan.  How will you publicize your campaign?  What kind of special events will you do?  What will be the most effective way to educate employees at your agency about the campaign? Establish a timeline or calendar so that your campaign is well planned and efficient. Use the timeline to monitor your progress
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Benefits

· Analyzing past campaigns will help you plan this year's campaign.
· Learning about the CFC will ensure that you have an answer for any question that might be asked by a fellow co-worker or team member.
Checklist/Strategies
· Review CFC history and learn about the overall campaign

· Meet with your Loaned Executive, former ECC or principal combined fund organization (PCFO) to review your agency's giving history, including total amount contributed, percent of employee participation, and average gift.

· Decide the best way to conduct your workplace campaign so that it fits with your agency.
· Organize your campaign materials

· Establish your timetable, remember when preparing for a campaign, 90 percent of your time is spent planning and organizing your campaign and only 10 percent is spent running it.

STEP #2:

SECURE MANAGEMENT SUPPORT 

With the support of management the campaign can be extremely successful and enjoyable. Work with management on your campaign plan and keep them updated of the progress of the campaign. Invite management to complete the first pledge forms! 

Benefits

· Conducting successful management campaigns sets the example for employees to follow.

Checklist/Strategies
· Ask for senior management to be involved in the employee campaign by speaking at campaign events about involvement and payroll deduction and by writing a letter or sending an email to employees encouraging their involvement.

· Have management add a CFC message onto regularly scheduled meetings as much as possible during the campaign.

· Ask management to be involved in key planning meetings, setting campaign goals, and developing strategies

STEP #3:

RECRUIT YOUR TEAM

Recruit a team to help you!  If your facility/office is very large, perhaps a representative from each department can enable your team to be most effective. Your team members can assist you by helping in all stages of campaign planning and throughout the campaign by helping to gather pledge forms and by conducting employee meetings. 
Benefits

· Sharing the role of distributing the CFC message reduces the job of the ECC.

· Empowering employees allows them to take ownership of the campaign.

· Working with a team builds camaraderie and makes the campaign even more enjoyable!

Checklist/Strategies
· Include someone from each department on your team so that every employee has a coordinator they are familiar with.
· Recruit individuals that are organized, have good communication skills, are enthusiastic, well known, and are liked and respected by their co-workers.

· Recruit and train enough team members to support your campaign effort, a good rule of thumb is one team member for every 30 employees.
· Allow your Principal Combined Fund Organization to help you with training your team
· Design your team to split up the responsibilities of the campaign; some ways to split up work are as follows: incentive prizes, newsletter, kickoff rally, speakers, tours, key workers, etc.

· Conduct a meeting with the team to get their ideas on how to achieve your objectives and assign tasks.

· Develop a system for record-keeping and reporting of pledges.

STEP #4:

SET A GOAL AND PUBLICIZE IT!

To increase participation:

Increase the level of participation by publicizing your campaign and making a convincing case for workplace giving.  Consider challenging departments to a friendly competition and awarding prizes to the departments with the highest participation rates.  Keep it fun and friendly.  The key to higher participation is asking every single employee in your agency to participate – give them the opportunity to say YES!   Schedule group meetings to educate employees about the campaign, utilize agency speakers, create a fun campaign theme and incorporate it into special events, and recruit employees who’ve been helped by a charitable organization to share their personal story with others.  Employees who volunteer at a charitable organization also make great team members or speakers at employee rallies.   Please note that although we strive for high levels of participation in the campaign, we should never coerce or pressure our employees to participate.  Please remember, setting a goal of 100 percent givers makes people feel coerced and negatively affects the campaign.
To increase average gift:

Promote payroll deduction!  Gifts of payroll deduction are usually three times more than cash/check gifts.  Offer incentives to givers at all levels.  Set goals and publicize them to employees.  Promote leadership giving! 

Benefits

· Establishing a target serves as a motivator to achieve better results.

Checklist/Strategies
· Set a 100 percent contact goal, to reach all employees.

· Focus on encouraging everyone to give at an incentive level.

STEP #5:

UTILIZE CFC RESOURCES

There are several resources available to you and your winning team to help you with your campaign. Be sure that you are aware of all of your resources. 

Benefits

· Allows you to have the most successful campaign possible

· Distributing the materials designed by the CFC each year promotes education and awareness.

· By using the available resources it make it easier for your to promote and have fun with your campaign

Checklist/Strategies
· The CFC brochure is a list of eligible CFC agencies with vital information about the CFC.  Your team should be familiar with the directory.  Encourage the employees to identify agencies they have volunteered for, or have benefited from. This provides them with a reason to give and is one of our best education tools.

· PLEDGE FORM provides a way to record your employees' gifts to CFC agencies. Again, each employee should receive one of these pledge forms. We suggest that you personalize each form with the employee's name. 

· CAMPAIGN POSTERS are available for you to post throughout the workplace.
· CAMPAIGN THERMOMETER POSTERS are available for you to post throughout the workplace to celebrate the progress that your workplace makes throughout the campaign.
· Be sure to familiarize yourself with the CFC website, there are lots of tips and campaign tools at your disposable on this website, www.opm.gov/cfc
STEP #6:

PUBLICIZE AND PROMOTE YOUR CAMPAIGN

Education and promotion are critical to your campaign’s success.  The more your employees know about the CFC, the more likely they are to support the federations and agencies involved.  IF YOU DON’T TELL THEM ABOUT THE CAMPAIGN – THEY WON’T KNOW ABOUT THE CAMPAIGN!  Promote the campaign in your newsletters, through email, by voicemail, through letters left on every chair or through any other forms of communication you can think of.  Make it enthusiastic – share your excitement!  Plan an event to kick-off your agency’s campaign.  

Benefits

· Keeping employees excited about the campaign increases donations.

· Publicizing the campaign is the key: You can't expect donors to give to the CFC if they do not know about it!

· Announcing last year's successes makes people feel good about giving this year!

Checklist/Strategies
· Use employee meetings to educate co-workers.  
· Put up campaign posters 
· Utilize people (employees, if possible) who have benefited from a charitable organization included in the campaign brochures as speakers.  
· Host agency fairs to expose your employees to a variety of service providers, ask your Principal Combined Fund Organization with help in setting up an agency fair.
· Invite agency speakers to attend campaign presentations and meetings
· Schedule a kick-off event!
· Design inter-agency competition to generate interest and boost campaign results by department (example: first to make goal.)

· Run an editorial about the importance of volunteerism.

· Publish a special CFC edition of your newsletter, or create one especially for the campaign.

· Promote the campaign through emails or on your workplaces intranet system

STEP #7:

MAKE IT FUN WITH SPECIAL EVENTS!

Special events help to raise awareness, interest, enthusiasm and money.  
Benefits
· Special Events help to promote the campaign and encourage support of the campaign
· By creating a fun and memorable way to give, employees will look forward to the next year’s campaign.
Checklist/Strategies
· Determine what kind of special event management will support  
· Look for an opportunity to hold a special event, such as in conjunction with a planned staff luncheon or a previously scheduled agency event

· Ask your Principal Combined Fund Organization for ideas that fit with your agency size

· Review the list of special events ideas located on page 15.

STEP #8:

MAKE THE ASK

This is the most important part of the campaign!  While planning, education and promotion are all vital steps, asking for and getting employees to contribute to the CFC is the point of all your efforts.  IF YOU DON’T ASK – THEY CAN’T SAY YES!  
It’s easy to ask!  You can say, “Please join me in supporting our community through a payroll deduction gift through the Combined Federal Campaign.”  “If you contributed last year, please consider increasing your pledge.” “If you haven’t participated before, please consider doing so this year.”  “Remember that payroll deduction makes giving convenient and also allows you to spread your giving over twelve months.”  “Consider giving at a Leadership Level.”  Sample presentations are provided for you in this handbook. 
Benefits of Payroll Deduction:

· It helps to minimize costs while maximizing your contribution

· You manage your own philanthropy, you know when deductions start and end

· It saves time and takes little effort

· Best of all, by donating a specific amount from each paycheck, you can make a much more significant impact on causes you wish to help

Benefits
· IF YOU DON’T ASK – THEY CAN’T SAY YES!  
· Asking every employee can only make your campaign more successful!
Checklist

· Determine which type of campaign presentation is best suited for your organization; this depends largely on the number of employees and the organizational structure.  
· Ask during group presentations or one-on-one meetings.  
· Education and personal interaction is essential to provide employees with the information they need to consider giving.
· Encourage discussion at meetings.  
· Don’t be afraid of tough questions.  
· Listen to the objection; ask questions to clarify the concern; answer all objections; if you are not sure of an answer, say so . . . then ask your PCFO for assistance.  
· Ask every employee to give!
STEP #9:

REPORT YOUR RESULTS!

The pledge forms are printed in triplicate.  The (3rd ply) pink copy should be given to the employee who participates – this is to be used for their tax records.  Your PCFO will give you several campaign reporting envelopes in which to place pledge forms and cash/check contributions.  Place the (2nd ply) yellow copies for “Principal Combined Fund Organization”, along with cash, checks, and money orders into reporting envelopes and complete the information on the front of the envelope.  Then return these reporting envelopes to your PCFO by their due date.  Send the (1st ply) white copies to your agencies payroll office.
Benefits

· Regularly reporting results allows the team to monitor the progress of the campaign and allows your organization to get recognized at report meetings.

· Turning in reports regularly keeps you from having to hold cash, checks, and pledge forms.

Checklist

· Keep the employees and the agency director informed of progress (this allows time for improvements if necessary.)

· Account for all of the forms.

· Report your CFC results weekly. This will help to promote the campaign.

STEP #10:

SAY THANK YOU!

One of the most important parts of the campaign is saying thank you.  EVERYONE LIKES TO HEAR THE WORDS “THANK YOU!”  Let everyone in your organization know how much money was raised and how it will impact your community, the nation, the world!  It can be simple and fun, and will help build the foundation for next year’s campaign.  
Benefits

· Publicly thanking employees demonstrates appreciation for your employees' commitment to caring and builds on the momentum for giving in the next campaign.

· Remembering this step is important. This is one of the easiest yet most overlooked steps.

Checklist

· Display posters to thank employees for their support.  
· Announce campaign totals.  
· Run thank-you articles or stories in your newsletter and agency intranet.  
· Recognize outstanding campaign volunteers.  
· Send a letter from the agency to employees thanking them for their support.  
· Post campaign results in a newsletter or on-line.  
· Send personal thank you notes to your campaign team.  
· Present a certificate of appreciation to team members.  
· Recognize employees as quickly as possible.

· Have an awards ceremony as part of your wrap up/thank you meeting.

· Do post-campaign stories reporting how much was raised, the average amount donated per employee, and how the figures compare with previous years.

· Publish a thank you letter from a CFC recipient thanking employees for contributing.
· Tailor your thank you to meet your environment.

· Insert payroll stuffers in all employees' paychecks announcing campaign results.

SPECIAL EVENT IDEAS

Sports Events
Golf tournament or putt-putt contest

Work with a nearby golf course to get reduced rates. Charge players the regular price with proceeds going to CFC. Humorous prizes can be handed out later at a potluck dinner (i.e. shortest drive, highest score, etc.) Set up a miniature golf course within your

own office, lobby, or work area. Charge each player to play and award a prize to the player with the lowest score.

Tricycle races 
Before the race, employees pay to have sandbags or rolled pennies tied to opposing department managers' tricycle. Hold the race in the lunch-room or outside. The first one to the finish line wins a prize for the department (i.e., pizza party).

Tug-of-war
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Have employees against executive staff or interdepartmental competition. Each team pays a fee to enter.

Slam dunk contest!

Charge a fee to compete and provide a prize for the winner.

Team sports competitions

Form teams between departments, divisions, branches or regions and get pledges for goals scored, baskets made, etc. Provide refreshment stands.

Bowling tournament

Get a bowling alley to reduce normal fees. Charge participants the regular price with proceeds going to the CFC. Participants can get pledges for the number of pins knocked over.

Office Olympics

Set up an obstacle course in the lunchroom, several offices, several floors of offices, or outside. One station can be for typing a couple of paragraphs, another station for filing, another for photocopying, etc. The contestants pay an entry fee and the winner gets the prize.

Auction/Sales

Lunch box auction

Employees supply lunches to be auctioned off. Give prizes for the most creative or elegant lunches.

Executive auction

Ask the executive staff to donate half a day to the CFC. Then auction each executive off to the employees. The executive must take over the employee’s job for half a day.

Home-grown auction

Employees donate random items for auction such as cakes, cookies, monthly parking spots, a weekend at their summer cabin, or a home-cooked dinner. Services such as car detailing, a month of lawn-mowing and wallpapering also may be auctioned.

Rummage sales

Employees donate items to be sold in the parking lot or cafeteria.

Balloon sales

Stuff a message inside announcing a prize they’ve won, or a thank you for their donation to CFC. 
Food

• Bake sale; candy bar or popcorn sale

• Pie-eating contests

• Lunch-time spaghetti or chili feed, or barbecue; pancake feed

• Ice cream social

Contests

Ugly tie or hat contest

Executive staff members wear their ugliest ties or hats and solicit “votes” (a vote is $1) from employees. The person with the most votes at the end of the day wins the prize.

Match the baby face contest

Employees bring photos of themselves as babies. Other employees buy ballots listing the photos by number and guess which baby is who. A prize goes to the employee who correctly identifies the most babies.

Most humorous photo contest

Employees bring humorous photos to work. Employees vote with quarters for the funniest. The winning photographer gets a prize.

Lip sync contest

Hold a lunch-time lip sync contest. Charge an entry fee and have the audience vote for the best act. Give a prize to the winner.

Kiss the pig contest

Executive staff members collect one-dollar votes all day. The executive with the fewest votes at the end of the day has to kiss a pig in front of the entire office.

Other FUNdraising Ideas 

Compliment-o-grams

Make up special forms and sell them to employees as an anonymous way to give a compliment to someone in the office. Compliment-o-grams must be delivered by a trustworthy employee sworn to secrecy. Charge a dollar per compliment.

Balloon-o-grams

Employees have messages tied to helium balloons delivered to designated co-workers. Charge a dollar per balloon.

Dead flower bouquets

This is a great Halloween idea. Get flower shops and restaurants to donate dead flowers. Employees pay to have a dead-flower bouquet with a message sent to another employee. Charge a dollar per flower message.

Penny jar

Each department has a jar and each penny equals a point. Anything else equals its value in negative points. For example, a dime is minus 10 points. The department with the most positive points at the end of a week wins a prize.

Car wash

Employees pay to get their cars washed in the parking lot during the work day. 

Dress down for CFC
Employees pay a dollar to wear casual clothes on a specific work day during the campaign. 

Treasure hunt

Sell daily clues to a mystery location where a treasure is hidden. The first employee to guess the location wins the treasure.

Cookbook sales

Have employees donate recipes and put them together in a cookbook. Give away samples of food while selling the cookbooks.[image: image1.png]
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