COORDINATOR & KEY WORKER

TRAINING




The CFC

When does the Campaign begin? 1 SEPT - 15 DEC

Who can give to the CFC? Any Federal Government Employee;
Contractors /Retirees (non-federal empl) CANNOT be solicited but can still give

Why do | have to set Campaign Goals? Setting campaign goals provides
the federal agency a starting point for running a successful campaign. The
coercive practice of Setting a goal of 100% participation or establishing
personal dollar goals and quotas are strictly prohibited by the CFC.

GOALS MUST BE SET & EMAILED NLT 9/30/16 OR 2015 GOAL WILL REMAIN

When do | turn in my federal agency’s/command’s pledges?

Periodically; Once a week especially if your agency/command is large (i.e. 200+
employees). PLEASE DO NOT HOLD ON TO PLEDGES FOR ONE SUBMISSION!

DEADLINE TO SUBMIT PLEDGES: 15 DECEMBER 2016

Lead | Commit | Care



Coordinator’s Role

* How can | have a successful campaign?

v" Make a Plan which should include assigning & training departmental
coordinators.

Visit Your

|_Coordinator/ |
Key Worker

Resource
Center

www.cfcshr.org

4

o Ask for volunteers first, then if necessary, assign friendly, capable peers to
be Key Workers (KWs).

o If people are reluctant, remind them that you’re asking them to serve as a

KW because you think they’re well-respected & excel at following through.
It’s a Fun job that gives them the chance to be part of something
important & enables them to meet new people.

v" Obtain Commitment from your Senior Leadership.

v" Promote your campaign.

v Evaluate & Celebrate your Results & always
Thank everyone for their support & involvement.

SUCCESS

n own this face of pure accomplishment

Lead | Commit | Care
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Coordinator/Key Worker’s Role

Remember—This is YOUR campaign! Set goals & develop a plan to
implement the CFC drive for your federal agency/command.

Use your Campaign Account Report to review your campaign history &
establish a Campaign Dollar Goal. DUE NLT SEPT 30TH

EDUCATE staff on the importance & benefits of CFC; Visit Donor Information
at www.cfcshr.org.

Encourage participation by ensuring EVERYONE receives an opportunity to
decide to give — 100% CONTACT.

Promote! Promote! Promote Online Pledging! Visit www.cfcshr.org.

Encourage voluntary giving through Payroll Deduction. It’s easier &
convenient!

Host a kick-off activity, fundraiser & internal incentives; include CFCSHR

speaker presentation. Please be sure to first check with your JAG/Ethics/Legal
Office regarding these activities.

Lead | Commit | Care
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Coordinator/Key Worker’s Role
Cont.

Distribute campaign materials: Carbon Pledge Forms & Charity Brochures

Direct staff to www.cfcshr.org to pledge online via CFC NEXUS OR through myPay via
your Agency’s intranet. DONORS MAY NOT USE ALL METHODS; USE ONLY ONE

MUST Collect & Verify the ACCURACY of donor information on paper/online pledges.

MUST maintain a record of donors; Specify leadership givers via the Campaign Report
Sheet (download MS Excel online); Pick-up/Distribute Leadership Recognition gifts

Turn in ALL PAYROLL/PSD carbon copies (top copy) AND signed CFC NEXUS payroll
copies to respective Payroll Office/Command Pass Coordinator (CPC)/CSR Admin

NLT 1 December

Turn in ALL CFCSHR OFFICE carbon copies (middle copy) with ALL cash/checks &
NEXUS cash/check pledges to:

CFC of South Hampton Roads
2515 Walmer Avenue
Norfolk, VA 23513

Lead | Commit | Care
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Combined Federal Campaign

Coordinator/Key Worker’s Role
Cont.

Campaign Account Report Campaign Report Sheet

MolS: Enier nmploryes rarm and piesge information in res fiwidn. I donor gavw ol leaderahiz: el AND sish b2 recebn 8 gif,
e roprints |oend ot cay bl i by [ v
CFC of South Hampion Roads #0897
COR COMBTNED FEDERAL CAMPATGN COMPANY ACCOUNT REPORT - SELECTED DATE  0/60/00 1 Campa|g|‘| Report Sheet
e}
AR DINATOR
= s e i4
FEDERAL AGENCY NAME/COMMAND 2012 COORDINATOR N
ADDRESS1 2011 COORDINATOR . smouri pall oy cushiltack
ADDRESS2 2010 COORDINATOR s Tia b il By il hind e —
“har 51 T S|
Date 1014 *Ecbeat Bila repor! wih ceper pledges only. Keep s cogy
for pour recceds.
PHONE NUMBER: 000
[ d royi” omrmne Coondmnan e L
Commarding Officer CAPT JOHN DOE 08/2012 Flweeg nitien ) Balances
[ TOTAL
Amount Fad
ACCOUNT #  916123/F UDSET- C E C 2 2 Sat ¥ yyeepuinis | [ SINCRE Y | Tutia Maget | e Bt nlnriat Emplayea
-------- - - =~ Conriested | CoshChess | thes PuyeliDed L Contacted
EMPLOYEE CAMPAYGN HISTORY 1_[Emplo L3 u L L
. RN ey S ore e T |E S A0 T | Tas
¥ E LE0TE] S0 00| Vi
i |E 0| S50 00| Vi
] S FRRTE] FEN-ETCH Vs
5 ~ g [ 000 &0 00| 42 60| Yk
2 . o =90 7 e 00 e Vi
! g 90 =09 & £48.00 £25 00 ik
0 % 0 00 .00 3 5400 554 00 Yaa
0 o 00 00 i) 3000 50 00 .00 Yus
Q -0 0 00 -00 11 X BEQ 00 8504 00| Vi
12 [l A0 00 £240 00 Vi
i3 Ed B30 00 Al i) Yas
———————————————————— 14 &0.00] A 0| i)
GIVERS | ) $000 00| Yas
hl x 1,208 00 1,208 00 Yan
1 524 00| 2400 Yan
% il 100 1.0 Yas
il &0.00] &0 50| A 0| i)
] B0.00] & 00| 3 & Yas
£0.00
$0.00
HIGHLIGHT THE ROW ABOVE TO INS: NEW FOWS)
TOTALS: [ 6] [2] saeoree]  tecams) $2.372.00 100
Privecy Act Natice
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BEETCY WhEn e ovemTEtt W ety 8 el N D Pe e Hevenus Sarvics Bnd wies and local Serg mthoriies regarsing
moome bax retLTm
The bammhirg of e 5N Eong e St it recswsd (8 VoL, Howesr i i bomimh By of e requesiss FlzemaSn Ry
"SR 17 8T 07 FOTCC TN W YOUT regaeet for 8 payrsl Sealsicn by fOu mgenoy
¥ 1o wow mking n et karmp-ssr it e, Faretors, ot using e prl deducion metod of pymen, po e nct recuind b
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>CFC

Combined Federal Campalgn

The Paper Pledge Form

ILLEGIBLE INFORMATION ON THE FORM MAY RESULT IN INACCURACIES OF DONOR’s PLEDGE

DONOR COPY

8 ) R — CFCSHR OFFICE COPY T ——_—
PAYROLL / PSD COPY

When POBo K VA 23641-1119
FALL 2015 (757)85: 500 ext 155 www dcshr org

) Frtome W e T =
Payr()“/PSD or DOE JOHN W i il | © | 123456789
CFC copies AL SR oD
ARE NOT 1234 SEARD, NORFOLK VA 12345 (757)123-4567
CIVILIAN | POSTAL MILITARY CONTRIBUTION: Total Amount Designated
P, Vrite in the total of your one-time Cash o 0 Ea
2 26 PAY PERIODS (PP) 24 PAY PERIODS (PP) w 3t of your annual Cash Ehaty Cooe toE
tu rned | n to (1YR) (1YR) Check contribution in the space provided below B Yk
CorreCt oﬁices v Box Al::’:lﬂ’" X 26 PP TOTAL v Box lllls(:lI-I(N’ X 24 PP TOTAL ICheck /Cash § jj. 3 4 .5 z 552
:
— $15 s
$ DE SIGN D GIFT

ELEASE (OPTIONAL)

x name, 10 the charity(ies) to whic

N O [Home Address ONLY:
[Personal Email Address ONLY:
NO ".gov™ or “.mil" Accepted D / /
MADE BY Yol Dec ow /1/14
2 In addtion to my contact information, | authorize the CFC 10 release the amount of my

pledge to the charity(ies) | designated above.

D O N O R LEADERSHIP RECOGNITION
- nzations do not provide goods or senvice in whole or partial consideration for any CORrbUONS Made 1o the organizations via this pledge card

(Check one)

: L J NO,1DO NOTWANT A GIFT v Yes, | want a gift! I\ -
v Flag it (5240-51199) Eagle Gift (§1200+) CFC

Combined Federet Campoign

USEBALL POINT PEN. WRITE LEGIBLY & FIRMLY.

Lead | Commit | Care



Coordinator/Key Worker’s Role

Cont,

>CFC

Combined Federal Compaign

PAYROLL ENVELOPE

o CHECK THIS BOX IF MILITARY PLEDGES ARE INSIDE ONLY
0 CHECK THIS BOX IF CIVILIAN PLEDGES ARE INSIDE ONLY

> Payroll Envelopes for C : Military pledges as Military pay

d’s CSR/CPC/P Il Admis

DO NOT accept Civilian payroll deduction

versa. Submit to agenc

2: ¢ “PAYROLL/PSD COPY" top copy of all CARBON pledges FC NEXUS Online Payroll (printed/sig
pledge forms. NOT INCLU. /PAY. CAS CK : MONIES IN THIS ENVELOPE.
DEADLINE TO SUBMIT PAYROLL PLEDG 1 DECEMBER
Federal Agency / C 1:
Address:
City: 2 Y _ = State: _ _ Zip: _

Coordinator Name:

Phone: Email:
Department Key Worker Name (if applicable):
Phone: Email:

For Coordinator/Key Worker Use Only

Total # of Payroll Pledges: Total Amount: S vIC:

= Air Force o Navy
Army o US Coast Guard
o Marine

o Civilian
o Post Office

o US Federal Agency

Coordinator Signature: Date:

FOR PSD/PAYROLL OFFICE USE ONLY
Confirmed Total # of Donors: Confirmed Total Pledge Amount: $_
Staff Name: Date:

Payroll: Please only use CFC Campaign Number 0897 to process all CFCSHR payroll deduction slips

www.cfeshr.org Revised 2016

Lead |

Commit

COORDINATOR Check On
t o Additional Partial

CFC OFFICE Staff
Date:

Combined Federal Campaign

CAMPAIGN COLLECTION ENVELOPE

WIT

NO )

CFC Account # (No UIC):

(found on Campaign Account
Federal Agency / Command:

Coordinator:

Coordinator Phone

Email

/\"/N('LOSE ONLY THE MIDDLE CARBON “CFCSHR OFFICE COPY™
AND CASH/CHECK PAYMENTS INSIDE THIS ENVELOPE (No myPay):
Complete information below according to pledges inside this envelope

Pledge Type Total # of Donors Total $ Amount

Payroll Deduction / Allotment s

CASH ONLY s

CHECKS ONLY s

TOTAL EMPLOYEE GIV s

Special Events / Fundraising S
(i.e. bake sale, chili cookoff. etc.)

FINALTOTAL $

DEADLINE TO SUBMIT ALL PLEDGES TO CFC: 15 DECEMBER

CFCSHR CANNOT ACCEPT PLEDGES AFTER THIS DATE

-
JA~JLEADERSHIP GIVING: Enter total count below for those giving at the listed
leadership giving levels & who indicate on their pledge that they want a gift

#Flag
$240-1,199

A
2

<=
y\f‘DO.\'OR COPY (last carbon copy): All donors MUST keep their “DONOR

COPY™ for Tax purposes. CFCSHR DO )T PRODUCE A TAX LETTER.

1IN COO

Env) to; CFCSHR, 2515 Walmer Avenue, Norfolk, VA 23513

@un
MOTE LOC
pton Roads
CFCSHR OFFICE AUDIT USE ONLY

Total ¢ of Donors

Total $ Pledges
Confirmed Pay roll Deduction 3

[ Confirmed Cash:
Confirmed Check:

Confinned Fundraber

Confirmed Total: S

CFC Auditor / Date:

www.cfeshr.org Revised 2016

Care




Ways To Give Online = CFC NEXUS

File Edit View History Bookmarks Tools Help I

/& CFCSHR - Combined Feder...

% | IEM 12 Years - YouTube

o x|+

B

€&

Feshi.ong/ i rootfindes phpTcontent Td=1523

CHARITIES

FACEBOOK

TE

Click the “PLEDGE ONLINE”
button on the homepage,
www.cfcshr.org

CFC NEXUS will open in a new
window

New NEXUS donors, Click
“REGISTER”

Returning NEXUS donors, Click— |

e visitors tth CFCN account, re:
Retur

2016 CFCSHR LFCC
2016 CFC CAMPAIGN CHAIR
REAR ADMIRAL JOHN C. SCORBY,JR, USN
mmmmmm vy Rl Wi Alloic
File Ed(VwHtryBkmale Help T
B CFCNewsiorg Administrat. X | % CFCNews.org ot
@ itps:/chenexusorgl ¢ |[B- coogte sled & A=
| CFC OF SOUTH HAMPTON ROADS =
y/ 2515 Walmer Avenue PO Box 41119 « Norfolk, VA 23541 » 757-853-8500 x155 phone = 757-853-3900 fax CFC gEXUS
MAINMENU  PLEDGING MY PLEDGES & PROFILE
mobile __

Click here if you are tEvinu problems filllnc out the form fieldsy

MAKE A PLEDGE

CAMPAIGN TOTALS CONTACT THE CAMPAIGN

ing don pI ase login No Pledges Yet for

>

2014

= oo

b

Contact
Campaign

PLEDGING
_ISON

“LOGIN”

va [T @ e roucy [ T

Lead

| Commit |

Copyright © 2014, CFC Nexus. All rights reserved.

Care



>CFC

Combined Federal Campaign

Ways To Give Online - CFC NEXUS
Cont.

SELECT YOUR AGENCY GROUP BELOW

SEARCH AGENCY GROUP BY KEYWORD, NAME, ADDRES S5, ETC

~

search by keyword ﬁ

FEDERAL AGENCIES SsHow ~

JEB LITTLE CREEK FORT STORY SHOwW

NAVAL AIR FORCE ATLANTIC SHOwW

NAVAL AIR STATION OCEANA SHOwW

NAVAL MEDICAL CENTER PORTSMOUTH COMMANDS SHOW |-
NAVAL STATION NORFOLK SHOwW

NAVAL SUBMARINE FORCE ATLANTIC SHOwW |
NAVAL SUPPORTACTIVITY HAMPTON ROADS SHOwW |
NAVAL SURFACE FORCE ATLANTIC SHOwW

NAVY EXPEDITIONARY COMBAT COMMAND SHOwW
NORFOLK NAVAL SHIPYARD SHOwW

-

cumrent

s s

Lead | Commit | Care



Combined Federal Campaign

Ways To Give Online - CFC NEXUS

Federal Employees ARE NOT ©®Hﬂﬁo Contractors/Retirees
permitted to solicit Contractors/ ARE NOT permitted to pledge online;
Retirees. They may approach they may submit cash/check via a paper
Coordinator. pledge only

SELECT YOUR AGENCY GROUP BELOW

SEARCH AGENCY GROUFP BY KEYWORD, NAME, ADDRESS, ETC

search by keyword @

US COAST GUARD COMMANDS SHOW
US POST OFFICES VA AND NC HIDE

USPS Chesapeake Deep Creek Station - 1D:908161
857 Old George Washington Hwy, Chesapeake VA 23323-9993

m

USPS Chesapeake Great Bridge Station - ID:908162
1100 Battlefield Blvd South, Chesapeake WA 23322-9993

USPS Chesapeake Indian River Station - ID;908163
3810 Indian River RD, Chesapeake WA 23325-9998

USPS Chesapeake Jolliff Delivery Unit - ID:908164
4417 Portsmouth BLVD, Chesapeake V& 23321-9993

USPS Chesapeake Main - ID:908160
1425 Battlefield BLVD Morth, Chesapeake VA 23320-9993

_ USPS Norfolk Horview Station - [D:908149
' 1112 Green ST, Norfolk VA 23513-9993

-

cument

Lead | Commit | Care



Combined Federal Campalgn

Ways To Give Online - CFC NEXUS
Cont.

SELECT YOUR AGENCY GROUP BELOW

YOU SELECTED: USPS NORFOLK NORVIEW STATION - 1D:908149 change

completed

COMPLETE YOUR REGISTRATION ALL FIELDS ARE REQUIRED
TITLERANK TYPE TITLE/RANK
[ Civilian -| | Ms. -
FIRST HAME LAST HAME
[ Kenyetta ] [ Fauntleroy ]
EMAIL COMFIRM EMAIL

[ kfauntleroyi@unitedwayshr.org ][ kfauntleroyi@unitedwayshr.org ]

USERNAME/LOGIN PASSWORD CONFIRM PASSWORD
CcaEe Enaifive caze zenzitive S min & charsciers caee zenzitive /S min & charsciers
[ kfauntleroy ] [ (T Y T ] ] [ I T IT] ]

click here to complete your registration

cument

. legin with my username/password . . recowver my password .

Lead | Commit | Care



>CFC

Combined Federal Campaign

Ways To Give Online - CFC NEXUS

Cont,
MAKE A PLEDGE

SELECT A PLEDGE TYPE CURRENT

PAYROLL DEDUCTION AUTHORIZATION MU ST BE CHECKED

FPLEDGE TYPE

@ Payrall Contribution
! Cash (one time)
Check (one time)
Credit / Debit Card (one time)

FLEASE SELECT A FAYROLL PERICD
@ CIVILIAN (26 pay periods)
' MILITARY (24 pay periods)

AMOUNT PER PAY PERIOD

5 1 I:' .00 whale numbers only, decimals are not allowed. Example: 8, 18, 29, 39, 59 etc.

PAYROLL DEDUCTION AUTHORIZATION

G | hereby authorize any agency of the United States Government by which | may be employed during 2015 to deduct the amount{s) shown abowve from my pay each pay pericd
during the calendar year 2015 starting with the first pay period that begins in January and ending with the last pay pericd that begins in December, and to pay the amounts so
deducted to the Combined Federal Campaign shown above. | understand that this authorization may be revoked by me in writing at any time before it expires.

TOTAL ANNUAL GIFT

$260

{amount eguals the amount per pay period = pay pericd. In the next step this amount will be allocated among the charities you select.)

Lead | Commit | Care



Ways To Give Online - CFC NEXUS
Cont.

YOUR PERSONAL INFORMATION CURRENT

OUR AGENC

Y OUR MAME
USPS Morfolk Morview Station

Ms. KenyettaTEST FauntleroyTEST
EDIT MY PROFILE 1112 Green ST Morfolk, WA 23513-9998

DISCLOSURES

CFC organizations do not provide goods or services in whole or partial consideration for any contributions made to the organizations via this pledge card.

VOLUNTEERING
The USA Freedom Corps Volunteer Network can help you access service opportunities near your home or office, across the country, or overseas. Just go to www. wolunteer.gow, enter
geocgraphic information, such as zip code or state, and your area of interest to find out how you can get invelved.

Employee ID Numbe

YOU WILL ENTER YOUR EMPLOYEE ID NUMBER AT THE NEXT STEP AFTER COMPLETING THIS FORM.

REGQUIRED FOR PAYROLL DEDUCTION

WORK FHONE
123-456-7390| format: 123-456-T890 ext 1224

GO TO PREV STEP GO TO HEXT STEP

Lead | Commit | Care



Combined Federal Campalgn

Ways To Give Online - CFC NEXUS

Cont,
CHARITY SELECTION AND ALLOCATION CURRENT

TYPE SEARCH TERMS {5 DIGIT CODE,CHARITY NAME,ETC) THEM ENTER =

(e ——
' ADD UNDE SIGNATED | ADD INTERMATIONAL UNDESIGNATED

rerme vour search,| CHARITY SELECTION AND ALLOCATION CURRENT

° LUNG CANCER RESEARCH FOUNDAT" TYPE SEARCH TERMS (5 DIGIT CODE,CHARITY NAME,ETC) THEN ENTER -

San Carles, CA LEGAL NAME: Lung Cancer Research Found | CLICK THE ADD BUTTON TO ADD LUNG
CANCER RESEARCH FOQUNDATION, BONNIE J.

© (DAMERICAN LUNG ASSOCIATION IN [ | ADDARIO TO YOUR PLEDGE OR THE +/-
Phoenix, AZ LEGAL NAME: AMERICAN LUNG ASSOCIATION [ CHARITY DETAILS

© NATIONAL LUNG CANCER PARTNERSF @) LUNG CANCER RESEARCH FOUNDATION, BONNIE J. ADDARIO (1 of 16) 5DIGIT CODE (UTeycam |
Madisen, Wi LEGAL HAME: National Lung Cancer Partnershi San Carlos, CA LEGAL NAME: Lung Cancer Research Foundation, Bonnie J. Addario 84118 PLEDGE

© (DST.LOUIS CHILDREN’S HOSPITALF @ (T)AMERICAN LUNG ASSOCIATION IN ARIZONA (2 o1 16) 5 DIGIT CODE 7\
Slrrs B LRI = S S L =il BT A Phoenix, AZ LEGAL NAME: AMERICAN LUNG ASSOCIATION OF THE SOUTHWEST INC 74011

© LUNGEVITY FOUNDATION .« I T EE NS T oo
521 95 PLEDGE

Chicage, IL LEGAL NAME: LUNGewvity Foundatic
PERFECT, YOU ARE DONE!

° @LUNG CANCER INITIATIVE C I;g::;mgé\gffR RESEARCH FOUNDATION, BONNIE J. ADDARIO {m 5 DIGIT CODE (@I E il
Raleigh, NC LEGAL NAME: National Lung Cance 95597 PLEDGE

SUM OF ALL ALLOCATIONS: 5280
| DISTRIBUTE ALLOCATION [T G IR JELLLErEE S B LE RE
REMAINDER EVENLY ALLOCATIONS REMAINING BALANCE: s0 5 DIGIT CODE LG
1 2970 PLEDGE
GO TO PREV STEP GO TO NEXT STEP

5 DIGIT CODE R IE
23369 PLEDGE

Lead | Commit | Care



*CFC

Ways To Give Online - CFC NEXUS

Cont,

DIGITAL SIGNATURE AND COMMENTS CURRENT

COMMENTS (OPTIONAL)

—

GO TO PREV STEP

> Your Agency/Command’s » Donors are required to PRINT off
Payroll Office ASKs for copy, SIGN & SUBMIT to Agency/
an ink signature from the Command Coordinator/ Key Worker
donor as per federal Payroll Office

Using your mouse, touch screen,or pad, create
your signature. This is used by payroll offices
for pledge authorization.

CLEAR SIGNATL ;iz] /
=

PAYROLL DEDUCTION PLEDGES: Donors
will be asked to enter SSN/EIN after this step [T

CLICK AND HOLD THE MOUSE DOWM TO SIGN WITHIM THE GRAY BOX

MAKE SURE TO RELEASE THE BUTTOM WHILE IN THE GRAY BOX

COMPLETE THIS PLEDGE

Lead | Commit | Care



>CFC

Combined Federal Campalgn

Ways To Give Online - CFC NEXUS
Cont.

MY PLEDGES

SUCCESS! - PLEDGE FORM COMPLETED

YOUR PLEDGE HAS . - =
=]
BEEN COMPLETED PLEDGETuNe%Ln?‘z%‘:g A CFC CAMPAIGN NO  CITY/STATE CODE  ATTENTION PAYROLL OFFICES,
H . Use this number only to identify the local campaign.
SUCCESSFULLY! ol oo FCFE 0897 - 511760 e "
PLEDGE NUMBER: 1134548 PLEDGE DATE: JUN 16, 2015
LAST NAME, FIRST HAME CIVMIL FEDERAL AGENCY | OFFICE EED 5]
F:g:;lr:;:]:ggl CIVILIAN uspPs l::s}l:gﬁurwew

DONOR EMAIL
kfauntleroy@unitedwayshr.org
VIORK ADDRESS & ZIF CODE |
1112 Green ST Norfolk 23513-9888 |
CONTRIBUTION: Fill in the blank showing the amount of your payroll allotment. cash or check contribution. Write in the total of

WORK PHONE NO.
123-456-7890

When CFC NEXUS Pavroll B aae s
N ALLOTMENT SOURCE ‘ AMOUNT ‘ INTERVAL TOTAL GIFT
CrvILiaN| s10.00 26 pay periods $260.00

ORGANIZATION 1D AMOUNT

(84118) Lung Cancer Research Foundation, Bonnie J. Addario $260.00
(EIN:20-4417327)

TOTAL PLEDGE: $260.00

copies ARE NOT turned in to
PSD / CSR/ Payroll Admin

LEADERSHIF GIVING

I elect NOT to receive an incentive gift as recognition for any contribution

PAYROLL DEDUCTICH AUTHORIZATION

I'would like to remain anonymous, please | | hereby suthorize any agency of the United States Govemment by whish | may be

do not release my information. employed during 2015 to deduct the amountis) shown sbove from my pay each pay
period during the calendar year 2015 starting with the first pay period that begins in

January and ending with the last pay pariod that bagins in Decamber, and to pay the

amounts so deducted 1o the Combined Federsl Campaign shown above. | understand that

this suthorization may be revoked by me in writing 3t any time before it expires.

)
e ==
— — JUN 18, 2015

SIGNATURE DATE

RELEASE OF INFORMTION

— i
R D O O R DISCLOSURES
No goods or services were provided in whole or partial consideration for any contributions made to the organizations via
this pledge card

CFCRREXUS

CFC OF SOUTH HAMPTON ROADS

2515 Walmer Avenue PO Box 41119 - Norfolk, VA 23541 - 757-853-8500 x155 phone « 757-853-3900 fax

MAIN MENU PLEDGING MY PLEDGES & PROFILE MY TOOLS
my pledges mobile ||
my profile
my referrals

LUUIIGI 18 ST FUUL TGS W I 1 GSY IS Pa U USRI R Uesaa,

For Credit Cards and eChecks - This pledge has been electronically processed.

COORDINATORS: Please\turn in Payroll copies to your PSD/Payroll st
Offfice; CASH/CHECK copies should be turned in to CFCSHR
Lead | Commit | Care




CFC NEXUS PAYROLL COORDINATOR

CFC OF SOUTH HAMPTON ROADS

1. MY TOO L S 2515 Walmer Avenue PO Box 41119 - Norfolk, VA 23541 » 757-853-8500 x155 » 757-853-3900 fa

CFCRNEXUS

MAIN MENU PLEDGING MY PLEDGES & PROFILE
2. PAYROLL F
TOOLS
Expand the groups
3. Click “process pledge.

new pledges
(single)

MY TOOLS
PAYROLL TOOLS

COORDINATOR
TOOLS

agency user roles

custom payroll download

process new pledges (single) ES

LOGOUT

maobile |

process new pledges (bulk)

. view processed-completed pledges s\ to find a SPECiﬂC
agency overview
report
- comparison report .
SEdILIT DY KEYWOIU paper pledge batch creation

o US POST OFFICES VA AND NC (1 unprocessed pledges)

Expand the groups below to find and process pledges. Type in the search field to find a specific

Don ’t ha Ve MY m search by keyword

TOO L S on yO ur @ | US POST OFFICES VA AND NC (1 unprocessed pledges)

o LISPS MNorfolk Morview Station (1 unprocessed pledges) 1112 Green 5T
m en U b ar, S ee Morfolk, VA 23513-9998
Kenyetta

PAYROLL - PROCESS NEW INCOMING PLEDGES

ONLY PROCESS

Expand the groups below to find and process pledges. Type in the search field to find a specific

pledge.
P L E D G E search by keyword
l F ° US POST OFFICES VA AND NC (1 unprocessed pledges)
. USPS Morfolk MNorview Station (1 unprocessed pledges) 1112 Green ST
. Norfolk, VA 23513-9998
DO n O r h aS S u b m I tted to yo u ° 1140046 FauntleroyTEST, KenyettaTEST Cash (one time) $520.00 Maon Sep 28 2015
the signed & printed payroll
pledge or paper clipped
Cash/Check payment to one-
time pledge Lead | Commit | Care




Ways To Give Online = MYPAY

Visit the MyPay website via your agency/command intranet
20-30 min

e Payroll Deduction ONLY.
e Donors DO NOT have to print off form. DO NOT SUBMIT TO PSD/PAYROLL

* MUST use the correct Command/Unit Name... (“Federal Agency Name”) assigned to your
federal agency/command. This is your CFCSHR Account #

Timeout

* Maximum donation amount for military personnel is $833/month (or $9,996/year).
* To cancel pledge, donor MUST contact their Payroll Customer Service.
e System unavailable for DHS, USCG and USPS personnel.

ACTIVE DUTY
Army/Navy/Air Force

Use the South Hampton Roads CFC 4-digit Campaign Code 0897 at start of pledge.

Marine & DoD Civilians
DO NOT need to enter 4-digit code; System will recognize 0897 code. Will not see screen.

PLEASE DO NOT ENTER ANY OTHER CODES THAN WHAT HAS BEEN ASSIGNED BY CFCSHR.

Lead | Commit | Care



Ways To Give Online - MYPAY
Cont,

Entering any other
code will result in
donor’s pledge
falling within
another CFC’s
campaign or
counted as
UNRECOGNIZED

CFCSHR & YOUR
AGENCY DOES
NOT GET CREDIT
FOR PLEDGE

L

Campaign Search

Please enter the 4 digit CFC code that is on your pledge form. If the CFC code that is on the form is not valid, or you did not
receive a pledge form, please visit your finance office for processing. Service members will not be allowed to stop or change
their Charity allotment via myPay.

Entering an invalid campaign
code will result in an error
message

Enter CFCSHR Code 0897 D897 Find Campaign

Please confirm the campaign number and area are correctly listed
below OR enter another 4 digit CFC code and select Find Campaign

Key Training Point
The screen will ONLY be shown to active duty Army, Navy, and Air Force Personnel &
personnel must “Confirm Campaign” prior to continuing. Those donors must be
provided their 4-digit Campaign Code => CFCSHR Code 0897

All other donors’ campaign information will be automatically populated; thus, other
donors will not see this screen
Lead |

Commit | Care



Ways To Give Online - MYPAY

Donors can

search for

charities in
multiple ways:

5-digit Charity
Code; Charity
name; Category/
Keyword;
Advanced search

Cont,

Change Amount

Current contribution: $50

Steps to Get Started:

1. Select your charity by selecting a search option below.

2. Enter the search criteria to locate your charity.

3. Add your charities by checking each checkbox next to the charities name and click Add Selected
Charities.

4. Repeat steps 1- 3 if you wish to add other charities. You may add up to 30 charities.

5. When you have finished selecting all of your charities, specify the amount of your contribution for each
charity and complete the Personal Information Authorized Release section and click Continue

6. To make a one-time contribution, please contact your CFC key worker.

Name Search Category Search Advanced Search

If you know the exact 5 digit code of the charity in which you wish to contribute, enter the code in the textbox and
click “Search”.
If you wish to contribute all or a portion of your contribution to all International funds, enter “llllI" in the code search
field.

5 Digit Charity Code Search:

Search

If you do not wish to designate specific charities, click "Skip. Do not designate specific charities™.
Undesignated gifts are distributed among all organizations in proportion to their pledges.

Lead | Commit | Care



Combined Federal Campaign

Ways To Give Online - MYPAY
Cont,

« Please complete the fields below. Work phone number or work email address and work street address
are required

» Please indicate if you wish to have your pledge amount released to your designated organizations

- If you wish to authorize recognition, please indicate so in the Recognition Release Authorization field

= Click address or email if you wish to release your contact information to your designated organizations

Personal Information

) Charity Code Charity Name Contribution Per Month
Don’t know your 11977 Animal Rights Institute 5.00
agency/com ma nd 11646 Assistance Dog Institute 5.00
81344 America's VetDogs - the Veteran's K-9 Corps, Inc. 5.00
CFCSH R ACCt #? 19800 Angel Canines for Wounded Warriors 5.00
10474 Animal Welfare Institute 5.00

CONTACT CFCSHR

99999 Undesignated 25.00

Make Changes  Search for Charities

MIL will see: Personal Information Authorized Release

”C0m ma nd/U nlt Work Email Address: john.smith.civ@mail.mil
Name” £
Work Phone Number:
CIV will see: \ R e Enter YOUR Federal
“ : location or code :(“:vrded by‘;:rccampai'gn :osrek:r.er e 907426 Agency/ Command,s CFC 4‘digit, S‘digit
Federal o e T or 6-digit Account number HERE

Age n Cy/Off' Ce" Recognition Release Authorization:

If yes is selected, | wish to receivi
offered by my campaign and | qualify.
(Contact your local campaign for details.)

recognition/appreciation gift if

Contact Release Authorization: By Address ©) By EmaRt () Neither

Home Email Address: john.smith@yahhoo.com

Continue

Lead | Commit | Care



>CFC

Combined Federal Campalgn

Ways To Give Online - MYPAY

Your Agency/
Command’s CFC
Acct# will print here

Cont,

ﬁ'CFQ CFC Campaign Num;s 0897

ATTENTION PAYROLL OFFICES:
Use this number only to identify the local campaign.

City/State Code:
Last Name, First Name, Mi O Ccivilian Federal Agency and Office
LAWTON DAVID P X mitary
Work Street Address Work Telephone Number
4022002
CHARITY CODE ANNUAL AMOUNT
ALLOTMENT SOURCE] AMOUNT INTERVAL TOTAL GIFT
MILITARY PAYROLL M 5
$50.00 12 menits $ 600.00 Llallo1- s60.00 |
CIVILIAN PAYROLL s |1 ' 1| 5]4 l SH $60.00 I
x 26 pay periods
CASHI/CHECK (o] o] 2fa [ o e $60.00 ]
Check Number:
= fait [1] o] afo] o mum— $60.00 |

CFC organizations do not provide goods or services in whole or partial consideration for
any contributions made to the organizations via this pledge card.

/|

|l|°| I"I-’lH $60.00 I

DESIGNATED GIFT: To designate to one or more charities of
federated groups fill |n the charity code(s) and dollar amounts above.
among all organizations in

COPY #3 - CONTRIBUTOR'S COPY - KEEP FOR PERSONAL TAX RECORDS

proportion to tgeir pledges.

J

INFORMATION RELEASE (OPTIONAL)

Any information your enter below will be released, along with your name, to th
charity(ies) to which your made a pledge. Do not enter your work address or effail.

/
/

Home Address:

Personal Email Address: Jjohn.smith@yahhoo.com

X In addtion to my contact information, | authorize the CFC to reiffase the amount of

my pledge to the charity(ies) | desighated above.

PAYROLL DEDUCTION AUTHORIZATION

| hereby authorize any agency of the United States Goverment by which
| may be employed during the next year to deduct the amount(s) shown
above from my pay each pay period during next year starting with the
first pay period in January and ending with the last pay period in
December, and to pay the amounts so deducted to the Combined
Federal Campaign shown above. | understand that this authorization
can only be revoked by me through arrangements made with my
servicing personnel or payroll directly.

SIGNATURE ELECTRONIC DATE 8/23/2013

OPM 1654
Revised March 2013

Donor receipt copy. Up

charities are listed on Page 1

to five

Lead | Commit

| Care

Donors can
designate up to a
maximum of 30

charities

(29 if there are

‘undesignated’ funds

remaining)




Ways To Give Online — EEX

PARTICIPATING FEDERAL AGENCIES (Area 10) ONLY (i.e. oPm, SSA, etc.)

Look for the CFC Logo on Employee Express (EEX).
Payroll Deduction ONLY.

Donors DO NOT have to print off form. DO NOT SUBMIT TO PSD/PAYROLL

All participating agencies have agreed that the use of EEX for CFC is strictly
optional. No employee is required to use EEX to make his or her CFC donation.

During CFC campaign season, the EEX system will allow users to start a CFC
contribution, or to review and edit a pledge previously entered into the system.

If your Federal Agency participates in EEX and you are not already an Employee
Express system user, you may subscribe by going to the Employee Express Web
site and requesting a PIN.

EMPLOYEE Visit the Employee Express website
Y e B (www.employeeexpress.qov)

PRESS

Lead | Commit | Care


http://www.employeeexpress.gov/

CFC RECAP

CFC CAMPAIGN DATES: 1 SEPTEMBER - 15 DECEMBER

YQU are responsible for educating your federal peers & providing them the
opportunity make a contribution to any CFC-approved charity.

YQU are accountable for Distributing, Collecting & Proofing each donor’s pledge.
Use appropriate campaign report envelopes.

If a pledge is unclear/incomplete, please return to donor for accuracy before
submitting to CFCSHR and/or Payroll offices.

Treat ALL donor pledges as MONEY! If a donor s pledge is misplaced or was not
submitted correctly to the CFCSHR/Payroll offices, that denor s money is misplaced.

Ensure all donors keep their carbon pledge copy (DONOR COPY) or a copy of their
online pledge for tax purposes as CFC does not produce a tax letter.

Contact CFCSHR if you have questions or may need additional materials.

KEEP THE FUN IN FUNDRAISING!!

Lead | Commit | Care



The CFC Process

Coordinator/Key Worker
VI

>CFC

Combined Federal Campaign
of South Hampton Roads

Lead | Commit | Care



853-8500 x 155

kfauntlerov@unitedwavshr.org | ‘ A .
CFC

L Combined Federal Campaign
ea omml are

Kenyetta Fauntleroy, Director J<
CFC of South Hampton Roa \


mailto:kfauntleroy@unitedwayshr.org
mailto:kfauntleroy@unitedwayshr.org

