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1. Involve people! Get a team of volunteers (proportionate to the size of your agency) to help you plan.

2. Become familiar with the CFC. Read the FAQ at www.intermountaincfc.org 

3. Set a participation and dollar goal based on last year’s results. Advertise your goals.

4. Hold a simple CFC rally – during a regularly scheduled staff meeting is recommended. Items c) and d) are optional but doing at least one is highly recommended to gain and hold attention.
Recommended Rally Procedure:

a. Advertise the event a week in advance. Ideally, offer refreshments and/or plan a fun activity. 

b. Ask agency head to welcome staff to the CFC meeting and encourage employees to participate. 
c. (Optional) Show the CFC video.
d. (Optional) Invite a local CFC charity (check the 2011 Charity List!) to speak for 5-10 minutes about the importance of giving, etc. Or ask an employee to share a story about how a CFC charity helped him/her.
e. Emphasize that CFC gives federal employees the opportunity to support a cause(s) that matters most to them personally. Their pledges will go only to the CFC charities they designate. 

f. Pass out the CFC brochures and pledge forms. Let everyone know that just for filling out/returning their pledge form (even if they don’t pledge a single dollar!) they will be entered into a drawing to win a gift (see back of CFC brochure).
g. Show the calendars and let employees know that any contributor will receive one, if desired.

h. Show the first time giver incentive bottle and tell employees that any first-time CFC contributor (minimum gift: $26) will receive it. 

i. Note that employees may pledge online via Employee Express (if a participating EEX agency) or via CFC Nexus, available from Intermountain CFC’s homepage: www.intermountaincfc.org 

j. Thank employees for coming and request that all employees return the pledge forms, regardless of whether they contribute, by a specified date toward the end of your campaign.
5. Follow up individually with each employee. This is the key. Don’t pressure but kindly ask if they would consider making a pledge to a cause of their choice. Emphasize that even the minimum $1 per pay period donation really adds up to make a difference.
6. (Optional) Toward the end of the campaign, hold a CFC fundraising activity together as an office and raise some extra money toward your campaign goal. Choose from one of the many suggested activities in the Fun(d)raising Ideas document available at www.intermountaincfc.org ( Campaign Team (Coordinators & Loaned Executives.

7. Thank everyone who participated in any way. This is vital to ongoing success! Recognize all your volunteers, keyworkers, and agency management in particular. 

8. Send white copies of the online and hard copy pledge forms directly to your payroll office – NOT to Intermountain CFC. Send only yellow pledge form copies to Intermountain CFC! Please do not include online pledge data on the outside of the envelope or include copies inside envelope. Online pledge data will be downloaded separately, and your agency will be credited. Carefully follow the instructions on your transmittal envelope. Put the transmittal envelope inside a plain manila envelope before mailing yellow copies to Intermountain CFC.
