
Coordinator Training
2016

Southeastern Michigan Area
Combined Federal Campaign



“Show Some Love”



WELCOME
•You’re here today ready to make a 

difference – your effort will be invaluable 
to the campaign.

• Everything you do matters to those who 
need it most.

• “Thank you” is not sufficient to express 
our gratitude for 

your participation.



Make a Decision Today

•You will become knowledgeable about 
the CFC.

•You will be responsive to the needs of your 
fellow employees.

•You will ask for help whenever you need it.



What is the Combined 
Federal Campaign?

The CFC represents…

• Choice   

• Convenience

• Confidence

• Care



2016 Southeastern Michigan 
Area CFC Goal

$2,000,000

• 2015 Results - $1,751,000



Understanding Your Role
• You are responsible for overseeing the solicitation 

efforts within your agency.

It is YOU who sets the tone for “EACH ASK”

• You are responsible for inspiring and supporting your 
fellow employees

It is YOU who will share with others the 
importance of CFC

• You are the link to the more than 19,000 CFC 
supported Charitable Organizations



Coordinator Duties

•Meet with your Agency Head.

•Review past campaign performance.

•Recruit and train Keyworkers; Share goals,

Targets and Timelines

•Promote the CFC internally. 

•Order campaign materials and incentives.



Coordinator Duties, cont’d
• Distribute supplies and incentives

• Plan internal Agency Kick-off and other events

• Verify the contents of all Report Envelopes

• Note for your records donor incentive preferences (Incentive 
Tracking Form)

• Send Copy #1 of Pledge forms to Payroll office

• Update CFC Staff regularly

• Update Agency Head regularly



Coordinator Duties, cont’d

• Implement thank you and recognition 
program for donors and volunteers.

• Publicize results via e-mail or flyers, etc.



Your Meeting with the 
Agency Head

• Share that your campaign could get a significant boost 
from his/her involvement

Letter to staff in support of CFC and Campaign goal

Attendance at Campaign Events 

• Inform him/her of campaign schedule and timelines

• Get their input on campaign goals



Analyzing Past Campaigns
• Use your Agency’s prior Campaign history to 
analyze your potential and goals.

• SEMI 2015 CFC raised more than $1.7 million.

• Participation = 13.9%

• Per Capita gift = $53.43

• Average gift = $385.69

• Where do you stand currently and where would you 
like to be?



Campaign Materials

•Charity Guide

•2016 Pledge Cards

•CFC Brochures 

•Online Giving Postcards

•Posters

•Lapel Pins

•Report Envelopes

•Incentive Tracking Forms



Charity Guide

• The charity guide is a listing of all participating 
charities, CFC history and a campaign overview.

• Print version of the charity guide

• A searchable electronic version and a PDF version are 
now available at: 

www.cfcsemi.org



CFC Brochures
Highlight the benefits of giving through CFC, offer 

samples of what your gift can provide and shares the 
gripping story of how one family was assisted by a 

CFC supported charity…all in a simple tri-fold 
brochure.

Three versions of the brochure have been produced.

• General

• DoD/Veterans Administration

• U.S. Postal Service



Online Giving Postcards
Individual cards provide step-by-step instructions for 
making an online contribution through CFC Nexus, 

Employee Express or MyPay.

Each Federal Agency will receive cards that apply to 
their circumstance.



Agency Speakers & Displays

Consider using speakers or displays 
from CFC supported agencies as a 

part of your Campaign.

Your employees will gain a true 
sense of what their contribution 

can provide.



Key Worker Selection

•A volunteer is essential.

•The person should be motivated and properly trained to 
represent CFC.

•The person needs to be allowed the time to contact each 
individual personally.

•The person should be confident in making “EACH ASK”.



Characteristics of a Good Key 
Worker

•Bright 

•Positive

•Hard-worker

•Self-starter

•Leader

•Encourages others

•Team player

•Willing to succeed

•Dynamic speaker

•Organized

•Strategic planner

•Reliable

•Self-sufficient

•Charismatic

•Enthusiastic

•Professional



Key Worker Training
• Training of your Keyworkers is critical.

• Give Keyworkers the tools to be successful

• Education in dealing with objections to giving

• Knowledge of Campaign Materials

• Complete Campaign Timelines

• Sources for assistance



Approaching Your Co-Workers 
About CFC

•Be Positive

•Be Informative

•Be Honest

•Be Calm

•Be Helpful

•Be Understanding



Online Giving

All federal employees may make a payroll
deduction or credit card contribution online in 
2016.  Payroll and Credit Card, both one-time 
and 12-month recurring, contributions can be 

made through CFC Nexus.

Select Federal Agencies also have the option of 
using Employee Express to make payroll 

deduction donations.



MyPay - Online Giving Option
All federal employees whose payroll is processed 

through Defense Finance and Accounting 
Service (DFAS) can make a direct payroll 

deduction contribution online in 2016 through 
the MyPay system.



MyPay - Online Giving , Cont’d

Here are the Federal departments that may use 
MyPay to pledge online:

• DoD
• Veterans Administration
• Department of Energy
• Health and Human Services



MyPay - Online Giving , Cont’d
NOTE: The “Campaign Search” screen is 

designed to link employees to the local 
campaign for their primary duty station. This 

screen will only be shown to Army, Navy, and 
Air Force Personnel. This information is 

automatically provided for active duty Marines 
and Federal civilians.

The four-digit Campaign Code for the 
Southeastern Michigan Area CFC is:

#0452



MyPay - Online Giving , Cont’d
A complete screen-by-screen walk through of 

the MyPay on-line contribution process is 
available under the Coordinator Information 

/Tools and Downloads area at 
www.cfcsemi.org.

http://www.cfcsemi.org/


Important Note for MyPay and 
Employee Express Donors

Key MyPay and EEX Training Point

For an organization’s pledges to be properly credited, the donor MUST
enter the Federal Agency Account No. given to them by their Keyworker 

in the appropriate field in each of these on-line giving systems. 

In MyPay - “Command/Unit Name” field
In EEX - “Agency Reporting Number/Name” field

A complete list of Federal Agency Account Numbers, by Department, is 
included at the end of your handout.



“Charity Auto-Response Element,” 
or C.A.R.E.

Nexus donors will receive an email message with a one-paragraph “thank 
you” statement and summary of the agency’s plans for using donor 

contributions when they make a designation. The messages were collected 
by OPM and are sent via the Nexus system. Campaigns will not release 

any information about these donors to the charities unless the donor 
specifically authorize the campaign to do so.



2016 Pledge Form



Completing Forms

•Write clearly and legibly

•Be thorough 

•Always verify contents of Report Envelopes

•Double check all math.

•Keep copies of each envelope you submit.



Report Envelope



Lapel Pin

For All Donors



Incentives

Incentive items are selected by the LFCC.

The CFC Duffle Bag is available for a gift of 
$702.00.



Incentive Tracking Form
CFC Duffle Bag



CFC Staff Commitment 
•Supporting all facets of your role in our Southeastern 

Michigan Area Campaign

•Providing supplies and campaign materials

•Obtaining weekly campaign updates from each 
Federal Agency

•Scheduling speakers and assisting with 
campaign events

•Picking up audit envelopes



Contacting Your CFC Staff

Steve Dingman
CFC Director
cfcdetroit@gmail.com

Cell:   (734) 649-4424
Fax:    (734) 266-1744

Mia Walker
CFC Administrative Assistant
•mwalkercfcdetroit@gmail.com

Cell:   (734) 649-4377
Fax:    (734) 266-1744



Thank you for supporting 
the Southeastern Michigan 

Combined Federal 
Campaign
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