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OBJECTIVE:

As a charity speaker addressing Combined Federal Campaign (CFC) donors, you are representing all charities in the Desert Southwest CFC list.  Your primary purpose is to influence the Federal employees to participate by making a donation to a charity of their choice through CFC.

As part of your presentation, you may educate the donors about how their contributions are put to use by using your charity as an example.  Tell your organization’s story – what programs and services it provides, how donations are used, and how help from Federal employees make a difference.

Federal regulations prohibit charities from using this opportunity to promote or solicit donations for their charity.  Pointing out your agency’s 5-digit code number and saying something like “Please designate (my charity) in your CFC contribution” goes against federal regulations.  
Distributing brochures about your charity also goes against federal regulations.  However, you may have brochures available for anyone requesting additional information.  Before the meeting, you may also ask the Federal employee leading the meeting if you can display literature for employees to take.  

Remember, your primary purpose is to attempt to influence your audience to donate to a charity through CFC.

HOW CHARITY SPEAKERS ARE SELECTED:
The Federal agency CFC contact is encouraged to determine what charities and/or topics are of interest to their colleagues and select a charity that meets their desires. For example, a Federal agency may request a charity speaker that provides services for people with cancer, homelessness, feeding the hungry, animal protection, etc. 

If a Federal agency CFC contact person does not have a preference of a charity or topic, then the selection is done on a rotating basis using a list of charities that have provided qualified speakers all of whom have agreed to adhere to the Charity Speaker Guidelines.  When a request is received, the charity next in line is contacted to fulfill the engagement.  Should contact not be made, the next charity in line will be called.  The “missed” charity will remain at the top of the list.

The majority of the contact regarding speaking opportunities are made via email. However, sometimes there is not very much notice of the speaking opportunity and a phone call is made directly to the contact person on the list.  
ONCE SELECTED, THE CFC OFFICE WILL PROVIDE YOU WITH:

· The start time and length of your portion of the presentation.

· Location of the presentation.
· A description of who your audience is and an estimate of how many people will attend.

· Driving instructions and parking location.

· Instructions on how to get on base or into secured buildings, if required.

· Your Federal employee contact’s name and rank/rate, and his/her telephone number.

DO’S AND DON’TS OF GIVING A CFC PRESENTATION

DO know your audience:  its composition, knowledge of the subject, and its level within the organization.

DO set an arrival time that allows for check-in and transit to your speaking location.  

DO pay attention to any security requirements when entering a building and/or the base and plan accordingly.

DO bring photo identification with you as many Federal buildings require this information.

DO confirm with the CFC Office the length of time you have for your presentation.

DO dress appropriately.

DO ask people to consider a donation through the CFC to the charities that mean the most to them.

DO give examples of how donations through CFC make an impact on charities that they select.

DO say “thank you” at the beginning and end of your presentation.

DO consider bringing a small “gift” (tote bag, t-shirt, mug, etc.) that can be used as a door prize the day of your presentation.

DON’T bring a video or film of your charity – the CFC video tells the campaign story.

DON’T bring charity literature that solicits – educational materials and business cards may be set out for your audience to take if they desire.

DON’T give out your charity’s CFC number during the presentation.

DON’T attempt to recruit people to attend special events, fundraising activities, or sell raffle tickets.
DON’T exceed your allotted time.  Your portion of the program is calculated to fit into a total presentation time frame.

DON’T overload your audience with too many ideas.

DON’T discuss political, religious, sexual, or lobbying issues.

DON’T compare your charity’s services, need, or importance to another agency.

DON’T attempt to solicit support for your charity.

DON’T forget to say “thank you.”

SAMPLE 5-MINUTE CFC PRESENTATION

OPEN:


“Thank you.  My name is _________________________ and I represent 
(name of your charity)   .


“Over 20,000 charities can receive assistance and support through the Combined Federal Campaign.  On behalf of each of these organizations, thank you for your contributions and support.


To give you an example of the good achieved as a result of your generosity, I would like to tell you about (the work that our organization does) (how I was helped) (How someone in my family was helped).”

BODY:

· Tell a story in human terms that explains the heart of what your charity does.

· Give one or two statistics and explain what each means to the listeners.

· Give an example of what a contribution to your charity will do.

CLOSE:

· Reiterate that there are over 20,000 charities Federal donors can designate to receive their gift.   Encourage people to look through the book or go online and select a charity that has a personal meaning to them … that they are passionate about.  

· Thank your audience


“Thank you for your past generosity.”


“Thank you for contributing through the Combined Federal Campaign.”


· Share a closing thought or quotation about giving, such as:


“Don’t give ‘til it hurts.  Give ‘til it feels good.”


“To the world, you may be just one person.  But to one person, you may be the world.”


“We all shine with our own small light.  Together we blaze like the sun.”

· 2016 CFC Theme:  Show Some Love
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Name of Agency: 














Address: 














City: 







  Zip 






Phone: 





 Fax: 









The following individuals have read the 2016 CFC Charity Speaker Guidelines and will abide by the guidelines provided. If there are more than one person listed, please put an * next to the name who is the primary contact. 

1. Name: 













Daytime Phone: 




 Email: 






Cell Phone: 








(    Available for daytime 
    (Available before 8:00 AM
           ( Available after 5:00 PM

I have read the Charity Speaker Guidelines and will abide by them when presenting for the Desert Southwest Combined Federal Campaign.

Signature: 








 Date: 





2. Name: 













Daytime Phone: 




 Email: 






Cell Phone: 







(    Available for daytime 
    (Available before 8:00 AM
           ( Available after 5:00 PM

I have read the Charity Speaker Guidelines and will abide by them when presenting for the Desert Southwest Combined Federal Campaign.
Signature: 








 Date: 




3. Name: 













Daytime Phone: 




 Email: 






Cell Phone: 








(    Available for daytime 
    (Available before 8:00 AM
           ( Available after 5:00 PM

I have read the Charity Speaker Guidelines and will abide by them when presenting for the Desert Southwest Combined Federal Campaign.

Signature: 








 Date: 
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