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2.
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General Requirements for National Agencies.

Specific Requirements.

Application Requirements.

Public Announcement of Recognlzed Agencies and Assigned Periods.

Appendix A-Source of Funds and Costs Report.

Appendix B-Certificate,

E. The Local Combined Federal Campaign

1.

Authorized Local Voluntary Agencies.

2. Participation in Federal Campaigns by Local Affiliated Agencies.

3. Responsibility of Local Federal Coordinating Committees.

4. Local CFC Plan.

5. Organizing the Local Campaign: The Principal Combined Fund
Organization.

6. Basic Local CFC Ground Rules,

7. Coutributions.
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10. Central Receipt and Accounting for Contributiocns.
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A. Administration and General Provisions

1.

Definitions.
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(a)(1) The terms "voluntary agency,"” “"voluntary health and welfare
agency,” "voluntary charitable agency,” and "voluntary charitable health and
welfare agency” mean an organization that:

(1) 1s organized and operated for the purpose of rendering, or of
materially or financally supporting the rendering of one or more of the
following services directly to, and for the direct benefit of, human beings:

(A) Delivery of health care to {1l or inform individuals;

(B) Education and training of personanel for the delivery of health care
to 111 or infirm individuals;

{C) Health research for the benefit of ill or infirm individuals;

(D) Delivery of education, training, and care to physically and
mentally handicapped individuals;

(E) Treatment, care, tehabilitation, and counseling of juvenile
delinquents, crinminals, released convicts, persons who abuse drugs or alcohol,
persons who are victims of intra—-family violence or abuse, persons who are
otherwise in need of gocial adjustment and rehabilitation, and the families of
such persons;

(F) Relief of victims of crime, war, casualty, famine, natural dis-
asters, and other catastrophes and emergencies;

(G) Neighborhood and communitywide services that directly assist needy,
poor, and indigent individuals, including provision of emergency relief and
shelter, recreation, transportation, the preparation and delivery of meals,
educational opportunities, and job training;

(H) Legal aid services that are provided to needy, poor, and indigent
individuals solely because of their inability to afford legal counsel and with-
out a policy or practice of discrimination For or against the kind of cause,
claim, or defense of the individual;

(1) Protection of families that, on account of need, poverty, in—
digence, or emergency, are in long-term or short-term need of family, child
care, and maternity services, child and marriage counseling, foster care, and
guidance or assistance in the management and maintenance of the home and
household;

(J) BRelief of needy, poor, and indigent infants and children, and of
orphans, including the provision of adoption services;

(K) Relief of needy, poor, and indigent adults and of the elderly;
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(L) Assistance, consistent with the mission of the Department of
Defense to members of the Armed Forces and thelir families;

(M) Asslistance, consistent with the mission of the Federal agency or
facility involved, to members of its staff or service who, by reason of geo-
graphic isclation, emergency conditions, irjury in the line of duty, or other
extraordinary circumstances, have exceptional health or welfare needs; or

(N) Lessening of the burdens of government with respect to the
provision of any of the foregoling services;

(1i) Meets all eligibility requirements established in this Part;
and can show that it met all such requirements for the full fiscal year of the
organization for the period immediately preceding the closing date establighed
by the Director for the submiasion of ite application for admission to the
Combined Federal Campaign for a particular year.

{111} 1s an organization described in, and qualifying under, 25 USC
501(c){3); is not an "action organization” within the meaning of 28 CFR
1,501(c)(3)-1(3); and is eligible to receive tax-deductible contributicns under

. 26 USC 170;

(iv) Does not participate i{n, or intervene directly or indirectly
in, any political campaign on behalf of or in opposition to any candidate for
public office, or on behalf of any side or pasition in a public veferendum,
initiative, or similar procedures; and

{v) Except as provided in Al(a)(4), has articles or organization
that do not expressly empower the organization to, and the organization does
not, expend more than the proportions set forth in Al(a}{2) of its total
expenditures on any or all of the following activities:

(A) Activities that are not in furtherance of the purposes set
forth in Al(a)(1)(i);

{(B) Activities {other than activities directly related to the
organization's participation in the Combined Federal Campaign) for purposes of
influencing legislation or rulemaking at any level of Federal, State, or local
government; and

(C) Activities for purposes of litigation {including contributing
to the expenses thercof), other than litigation undertaken as a necessary part
of the provision of legal aid services as set forth in Al{a)(1)(1){(H); provided
that the activities described in this paragraph Al(a)(1){v)(C)) shall not
include activities to protect the existence of the organization, its tax exempt
status, 1its participation in the Combined Federal Campaign, or its own direct
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and private interests, as opposed to the Interests of the causes or policy goals
that is supports.

(2) The maximum level of expenditures permitted by Al(a)(l)(v) without
digqualifying an organization from participation in the Combined Federal
Campaign shall be 15 percent of the organization’s total annual expenditures;
provided that the level of expenditures thus made in the aggregate, on any and
all activities identified in Al(a)(l1){v) may not, in any one year, exceed the
sum of §$1,000,000; and provided further that no more than one~fourth of the
maximum level of expenditures thus made may be expended in any one year as grass
roots expeaditures,

(3) For purposes of the preceding paragraph, the following definitions
shall apply:

{1) The term "influencing legislation™ shall have the same meaning
that {8 has in 26 USC 4911(d);

(11) The term “influencing rulemaking" shall have the same meaning
that the term “influencing legislation” in 28 USC 4911(d)} would have if the tepm.
“"rulenaking” were substituted therein for the term "legislation,” and the term
"government agency” were substituted therein for the term "legislative body™;

(111) The term “"rulemaking” shall have the same meaning that the
term “rulemaking” has in 5 USC 551(5) (i.e., meaning agency process for formu-
lating, amending, or repealing a rule);

(iv) The term “"expenditures”™ shall mean all money expended or debts
incurred by the organization;

{v) The term "toral annual expenditures” shall mean all expendi-
tures made by the organization in its fiscal year; and

(vi) The term "grass roots expenditures” shall mean all ex—
penditures made by the organization for the purposes described in 26 USC
4911(d)(1)(A) (1.e., the term "influencing legislation” means any attempt to
influence any legislation through an attempt to affect the opinions of the
general public or any segment thereof) and for the purposes that would be
described in 28 USC 4911(d)(1)(A) if the term “rulemaking” were substituted
therein for the term “legislation.™

{4) An organization that has been notified by the Director that it does
not satisfy the requirements of Al(a)(1)(v) may nonetheless petition the
Director for inclusion in the Combined Federal Campalgn. The Director shalli,
from time to time, announce through the Federal Personnel Manual System or other
appropriate lnstrugents the time, place, and manner in which such a petition may
be filed. The petition shall set forth specific facts and circumstances in
support thereof. The Director shall grant the petition if he determines that
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the organization's activities described in paragraphs {(A), (B), and {C) of
Al{a){(LI)(v), taken as a whole:

(1) Do not significantly exceed the linits described in Al(a)(2),
taking into account other indices of activity not adequately accounted for by
the measurement of expenditures (such as the use of volunteer secvices or

in-kind contributions); and

(ii) Are in direct furtherance of the organlzation's activities
described in Al{a){1)(i). Any such determination by the Director shall be in
writing, shall succinctly state the basis for the determination, and shall be

available to the public.

(b) Campaign terms:

(1) "Director” shall mean the Director of the United States Office
of Personnel Management, or his delegate;

(2) “Employees” shall mean any person employed by the government of
‘the United States of any branch, uynit, or instrumentality thereof, including
persons in the civil service and in the uniform services;

(3) "Combined Federal Campaign™ or “Campaign” or “CFC" shall wean
the fund-raising program established and administered by the Pirector pursuant
to Executive Order 12353, as amended by Executive Order 12404 and any subsidiary

units of such progran;

(4) "Community” shall mean & community that is defined either by
generally recoganized geographic bounds or by irs relationship to an isolated
government installation;

(5) "Direct Contributions” shall mean gifts, in cash or in donated
in~kind material, given by individuals and/or other nongovernmental soutces
directly to the spending health and welfare organization;

(6) “Indirect Contributions” shall mean gifts, in cash or in
donated in~kind material, given to the spending health and welfare organizations
by another health and welfare organization, but not transfers, dues, or other
funds from affilliated organizations or government, which are not to be
considered as public “contributions.”

{(¢) The term “Principal Combined Fund Organization” (or QOrganization)
means the organization in a local Combined Federal Campaign that has been
selected and so prescribed in section E5 to manage and administec the local
Combined Federal Campaign, subject to the direction and control of the local
Federal Coordinating Commirtee and the Director. All of its Campaign duties
shall be conducted under the title "Principal Combined Fund Organization for

_ (local CFC)” and not under the corporate title of the qualifying
federation.
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2. Summary Description of the Program.

(a) Eligibility of National Voluntary Agencies. National voluntary
agencies apply to the Director each year for on-the-job solicitatiom privileges
in the Federal Government. Early each calendar year, the Director issues a list
of agencies that have met the prescribed standards as to program objective,
elibitility, administrative integrity, and financial responsibility,

(b) Assigned campaign periods. In the United States, Combined Federal
Campaigns are held when set by the Director, usually in the fall; the DOD Uver—
seas Combined Federal Campaign is also usually held during the fall. The
solicitation period for a Combined federal Campaign is normally limited to six
weeks, but may be extended for good cause by the local Federal Coordinating
Committee,

(c) Combined Federal Campaign, At locations where there are 200 or umore
Federal personnel, all campaigns must be consolidated into a single, annual
drive, known as the Combined Federal Campaign. The campaign is managed by the
organization designated as the Principal Combined Fund Organization, in accord
with E5, under the supervision of the local Federal Coordinating Committee ahd
the Director. Such campaigns are conducted under administrative arrangements
that provide for individual voluntary agency recognition, description of each
voluntary agency's services, and allocation of contributions in accordance with
specific designations by donors.

(d) Decentralized operations. The federalism principle shall guilde
Campaign organization. Following designation of & Principal Combined Fund
Organization, local representatives of that Organization initiate campaigns in
their local community by direct contact with the heads of Federal offices and™
installations. Each Federal agency conducts its own solicitation among its
employees, using campalgn materlals, supplies, and speakers furnished by or
through the Principal Combined Fund Organization, under the direction of the
local Federal Coordinating Committee and the Director.

(e) Solicitation methods. Employee solicitations are conducted during duty
hours using methods that permit true voluntary giving and reserve to the
individual the option of disclosing any gift or keeping it confidential.

(f) Off-the~job solicitation. Many worthy voluntary agencies do not
participate in the on-the-job program because they do not wish to joim in its
coordinated arrangements or because they cannot meet the requirements for
eligibility., Such voluntary agencies way solicit Federal employees at their
homes as they do other citizens of the community, or appeal to them through
union, veteran, civic, professional, political, legal defense, or other private
organizations. In addition, limited arrangements may be made for off-the-job
solicitations on military installations and at entrances to Federal buildings.
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(g) Prohibited discrimination. The Campaign i a means for promoting true
voluntary charity among members of the Federal community. Because of the parti-
cipation of the Governweat in organizing and carrying out the Campaign, all
kinds of discrimination prohibited by law to the Government must be proscribed
in the Campaign. Accordiagly, disctiminatioa for or against any individual or
group on account of race, color, religion, sex, national origin of citizens,
age, handicap, or political affiliation is prohfbited in all aspects of manage-
ment and execution of the Campaign. Nothing herein denies eligibility to any
voluntary agency, which is otherwise eligible under this section to participate
in the Campaign, merely because such voluntary agency is organized by, on behalf
of, or to serve persons of a particular race, color, religion, sex, national
origin, age or handicap.

3. Federal Policy on Civic Activity. Federal personnel are encouraged to
participate actively in the work of voluntary agencies as members of policy
boards or comaittees, heads of local campaign units, or voluateer workers-to the
extent consistent with Federal agency policy and prudent use of official time.
They are encouraged also to devote private time to such volunteer work.

4., Preventing Coerclve Activity. True veluntary giving is basic to Federal
fund-raising activities. Actions that do not allow free chofces or even create
the appearance that employees do not have a free choice to give or not to give,
or to publicize their gifts or tu keep them confidential, are contrary to
Federal fund-raising policy. The following activites are not in accord with the
intent of Federal fund-raising policy and, in the interest of preveanting
coercive activities in Federal fund-raising, are not permitted in Federal fund-
raising campaigns:

(8) Supervisory solicitation of employees supervised;

{b). Serting 100 percent participation goals;

(¢) Providing and using contributor lists for purposes other than the
routine collection and forwarding of contributions and installment pledges;

(d) Establishing personal dollar goals and quotas; and

(e) Developing and using lists of noncontributors.,
B. Organization and Functional Responsibilities

1. Development of Policy and Procedures.

(a) Director, U.S. Office of Personnel Management. Under Executive

Order 12353, (March 23, 1982), Charitable Fund~Raising, and No. 12404 (February
[0, 1983}, Charitable Fund-Raising, the Director 1s respoasible for establishing
charicable fund~raising policies and procedures in the Executive Branch., With

the advice of appropriate interested persons and organizations and of the
Executive departments and agencies concerned, he makes all basic policy,
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procedural, and eligibility decisions for the program. The Director may au-
thorize the conduct of demonstration projects in one or more CFC locations to
test alternative arrangemente differing from those specified for the conduct of
fund-raising activities in Federal agencies,

(b) Eligibility committees, A National Eligibility Committee shall comsist
of a chairman and such other members selected by the Director as he deems
neceasary, who shall serve at the pleasure of the Director. Local eligibility
shall be determined by the local Federal Coordinating Committees. The National
Eligibility Committee is responsible for recommending to the Diractor:

{l) Eligibility determinations on national federations and national
voluntary agencles;

{(2) Modification of eligibility standards and requirements as needed;
and

(3) Any other matters as requested by the Director,
2. Program Administration.

(a) Federal agency heads. The head of each Federal Executive department
and agency 1s responsible for:

(1) Seeing that voluntary fund-raising within the Federal department or
agency is conducted in accordance with the policies and procedures prescribed
herein,

(2) Designating a top—level representative as Fund-Raieing Program.
Coordinator to work with the Director as necessary in the administratidn of the
fund—-raising program within the Federal agency;

(3) Assuring full participation and ccoperation in local fund-raising
campaigns by all installations of the Federal agency.

{4) ‘Assuring that the policy of voluntery giving and clear employee
choice 18 upheld during the fund-raising campaign; and

(5) Providing a mechanism to look into employee complaints of undue
pressure and coercion in Federal fund-raising. Federal agencies shall provide
procedures and assign responsibility for the investigation of such complaints.
Personnel offices shall be responsible for informing employees of the proper
organization channels for pursuing such complaints.

(b) Fund-raising program coordinators. The responsibilities of Federal
agency fund-ralsing program coordinators are to:

=
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(1) Cooperate with the Director, the local Federal Coordinating
Committee, and the Principal Combined Fund Organization in the development and
operation of the program;

(2) Maintain direct liaison with the Office of the Director in the
adminiatracion of the program;

{(3) Publicize program requirements throughout the Federal department or
agency;

(4) Answer inquiries about the program from officials and employees and
from external sources; and

{5} Investigate and arrange for any necegsary corrective action on
complaints that allege violation of fund-raising program requirements within the
Federal agency.

3. Program Coordination, The Directory coordinates the Federal agencies'
administration of the fund-raising program and maintains liaison with voluntary
agencies,

4. Local Voluntary Agency Representatives. Federated and national voluntary
agencles provide their State and local representatives with policy and
procedural guidance on the Federal program. The local representatives are
responsible for furnishing educational wmaterials, speakers, and campaign
supplies as may be required and appropriate to the Federal program.

5. Local Federal Agency Heads. The head of the Federal department or agency
provides the heads of the local Federal offices and installations with copies of
the Federal fund-raising regulations. The local Federal agency heads are
responsible for:

(a) Cooperating with representatives of the local Federal Coordinating
Committee, the Principal Conbined Fund Organization, and local Federal officials
in organizing local Federal campaigns;

{b) Undertaking official campaigne within their offices or installations
and providing active and vigorous support with equal emphasis for each

authorized campaign;

(c¢) Assuring that personal gsolicitations on the job are organized and
conducted in accordance with the procedures set in these regulations;

(d) Assuring that authorized campaigns are kept within reasonable
aduinistrative limits of official time and expense.

10
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6. Local Federal Coordinating Committee.

(a) When there are a number of Federal agency offices and installations in
the same local area, some interagency coordination is necessary in order to
achieve effective community-wide campaigns and to improve general understanding
and compliance with the fund-raising program. The Director assigns the respon-
sibility for local coordination to existing organizations of Federal agency
heads whenever possible and to special committees where needed. The local
Federal Coordinating Committee {s authorized to make all decisions within the
provisions and policies established herein on all aspects of the local campaign,
including eligibility and the supervision of the local community campaign and
the Principal Combined Fund Organization. Such decisions may be appealed, how—
ever, to the Director.

(b) Authorized local Federal Coordinating Committee. Coordinating respon-
sibility is assigned by the Director to one of the following organizations:

{1) Federal Executive Boards. The boards exist in principal cities of
the United States for the purpose of Improving interagency coordination. They
are conposed of local Federal agency heads who have been designated as Board
members by the heads of their departments and agencies under Presidential
authority.

(2) Federal Executive Associations and Federal Business Associlations,
self-organized associations of local Federal officials, and the Department of
Defense National Policy Coordinating Committee.

(3) Fund-Raising Program Coordinating Committee. These committees are
established in communities where there 1s no Federal Coordinating Committee in
existence. Leadership in organizing such a committee is the responsibility of
the head of the local Federal installation that has the largest number of
civilian and uniformed services personnel. Local Federal agency hesads or their
designated representatives serve on the comuittee and determine all organiza-
tional arrangements.

(c) Employee union representation. In order to ensure employee participa-
tion in the planning and conduct of the CFC, employee representatives from the
principal employee unions of local Federal installations should be invited to
serve in whatever organization exercises local coordinating responsibilities.

{d) Fund-raising responsibilities. Within the limits of the policies,
procedures, and arrangements made nationally, the fund-raising responsibilities
of local Federal Coordinating Committees are to:

(1) Facilitate local campaign arrangements., The Federal Coordinating
Committee (1) names a high-level chairman for the authorized Federal campaigns,
(11) provides lists of Federal activities and their persounel strength, (iii)
cooperates on interagency briefing sessions and kick-off-meetings, and (iv)
supports appropriate publicity measures needed to assure campaign success.

11
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(2) Administer program requirements. The Coordinating Committee is
responsible for organizing the local Combined Federal Campaign, supervising the
activities of the Principal Combined Fund Organization, and acting upon any
problems relating to a voluntary agency's noncompliance with the policiles and
procedures of the Federal fund-raising program.

(3) Develop understanding of campaign program policies and procedures
and voluntary agency programs. The local Federal Coordinating Committee serves
as the central medium for communicating program, policies and procedures of the
Campaign and for understanding the organizations employees are being asked to
support and how employees can obtain services they may need from these organiza-
tions.

(e} Principal Combined Fund Organization., The local Federal Coordinating
Committee will supervise a local Principal Combined Fund Organization. The
Principal Combined Fund Organization will raise money from Federal employees and
administer the local campaign under the direction of the local Federal Coordi-
nating Committee.

(f) Communication and resolution procedures through the Director, Office of
Personnel Management. Each local Federal agency head will receive fund-raising
directions through his Federal agency channels and will raise questions that
pertain to fund-raising activities within his Federal agency by the same means.
However, the local Federal Coordinating Committee refers unresolved local fund-
raising questions or problems that are common to several Federal agencies
directly to the Director. The Director coemunicates directly with the chairman
of the local Federal Coordinating Committee for information about the local
fund-raising situation,

(g) Integricy of local Federal Coordinating Committee. A local Federal
Coordinating Committee may not serve as a Principal Combined Fund Organization,

(h) Keview of local Federal Coordinating Committee eligibility decisions.
Local eligibility decisions shall be made by the local Federal Coordinating Com-
mittee. Local Committees shall determine whether a voluntary agency has direct,
human health and welfare services available to Federal employees in the local
campalpn solicitation area. Such decisions shall be made at an open meeting of
the local Federal Coordinating Committee and upon giving notice to interested
parties. Interested parties denied admission to the Campaign may petition the
local Federal Coordinating Committee to reconsider its denial of admission,

Such petition for reconsideration may be dismissed as untimely unless it 1s
received by the local Federal Coordinating Committee within ten (10) days after
the petitioning party has received actual or constructive notice of the decision
of which reconsideration is sought. A petition for reconsideration shall be
supported by facts justifying reversal of the original decision. If the local
Federal Coordinating Committee unanimously refuses to reconsider its decision,
or reconsiders its decision and unanimously affirms the denial of admission,
then its decision shall be final, 1If at least one wember of the local Federal
Coordinating Committee believes that the decision merits further review, or if

12
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the local Federal Coordinating Committee, having received a petition for re-
consideration, fails to act thereon within ten (10) days of its actual receipt
thereof, then the matter may be appealed pursuant to the provisions of El3(e) to
the Director, whose decision shall be final.

7. Avoidance of Conflicts of Interest. Any Federal employee who serves on the
Eligibility Committee, a local Federal Coordinating Committee, or as a Federal
agency fund-raising program coordinator must not participate in any decision
situations where, because of membership on the board or other affiliation with a
voluntary agency, there could be or appear to be a conflict of interest.

C. Campaign Arrangements for Voluntary Agencles

1. Types of Voluntary Agencies. Voluntary agencies are private, nonprofit,
gelf-governing organizations financed primarily by contribution from the public.
Some are national in scope, with a national organization that provides services
at localities through State or local chapters or affiliates. Others are pri-
marily local, both in form of organization and extent of services.

2. Types of Fund-Raising Methods.

(a) The methods used by voluntary agencies in public fund-raising will be
either federated or independent. A national federated group must meet the same
eligibilicy criteria as a national agency, and have at least 10 local voluntary
agency presences in at least 300 local combined campaigns. In federated cam—
paigns, local voluntary ageancy representatives join coutractually into a single
organization for fund-raising purposes. A local United Way, united fund,
comnunity chest, or other local federated group may be considered and supported
as a single agency. Local chapters or affiliates of national agencies can form
local federations or be admitted as additicnal participating members of national
federated groups.

(b} An independent campaign 1s one conducted by a local unit of a national
voluntary agency through its own fund-railsing organization, or by a local non-—
affiliated agency which otherwise meets established eligibility criteria.
Voluntary agencles may conduct independent campaigns or participate in a federa-
tion.

3. Considerations in Making Federal Arrangements.

(a) On-the-job—solicitation. In order to have only one on-the-job solici-
tation, i.e., a Combined Federal Campaign, individual appeals must be combined
into a single joint campaign of eligible health and welfare organizations in
conformance with the policies and procedures prescribed herein.

(b} Campaign arrangements established nationally, Basic campaign arrange-
ments are established by the Director. Local Federal agency heads and Coordi-
nating Committees are not authorized to vary from the established arrangements
except to the extent that local variations are expressly provided for herein,

13
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(c) Number of solicitations. Not more than one on-the-job solicitation
will be made in any year at any location on behalf of voluntary agencies, except
in the case of emergency or disaster appeal for which specific prior approval
has been granted by the Director.

(d) Responsible conduct. In the event a national voluntary agency fails to
acdhere to the eligibility requirements or to the policies and procedures of the
Federal program, solicitation privileges may be withdrawn by the Director at any
time after due notice to the voluntary agency and opportunity for consultation.

4, Definition of Terms Used in Federal Arrangements.

(a) Domestic area. The 50 United States, and the Commonwealth of Puerto
Rico.

(b) Overseas area. All other points in the world where Federal employees
or members of the uniformed services are stationed.

{c) Recognized National Voluntary Agency. A voluntary agency that has been
declared eligible by the Director for participation in campaigns in the Federal
establistment,

{(d) National Voluntary Agency “supported primarily through United Ways,
United Funds, and Community Chests.” A voluntary agency that generally solicits
within the Federal establistment as a participating member of United Ways,
united funds, community chests, or other local federated groups that are menbers
in good standing of, or are recognized by, United Way of America.

(e) Federated community. A federated community is a geographical location
within the domestic area where a federated fund-raising program exists. In a
federated community, recognized natlonal voluntacy agenciles can join a federated
campaign group or participate individually. However, voluntary agencles “sup-
ported primarily through United Ways, united funds, and community chests" are
authorized to selicit on-the-job in a federated community only as participating
members of the local United Way, fund, or chest.

(f) Local nonaffiliated voluntary health and welfare agency. Local non-
affiliated voluntary agencies are voluntary agencies that provide health and
welfare gervices in the local area, and otherwise meet the established
eligibility criteria other than the national scope of D2{c}.

5. Federated and Overseas Campaigns.
(a) Authorized Federated groups. (1) United Way of America and any local
United Way, united fund, community cheat, or other local federated group that is

a member in good standing of or 1s recognized by, United Way of America and that
meets the eligibility requirements in these regulations is authorlized on—the-job
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solicitation privileges in its local campaign area on behalf of any of its
member voluntary agencles that alsc meet these requirements. Certifications as
to the eligibility requirements on behalf of local United Ways, united funds,
and community chests and each member voluntary agency will be made by United Way
of America to the Director.

(2) The American Red Cross, the National Health Agencies, the Inter-
national Service Agencies, the National Service Agencies, and such other
federated groups which shall meet the eligibility standards under this section
as determined by the Director, shall be authorized on-the~job solicitation
privileges on behalf of thelr member wvoluntary agenciles thar also meet all
requirements herein. Certification for each subunit that they meet such
requirements will be made to the Director.

{3) A member voluntary agency of a federated group need meet only the
specific eligibility requirements of D3, Member agencies of federated groups
are responsible for furnishing to their respective federated groups adequate
evidence of their compliance with all eligibility requirements, and federated
groups are responsible for ensuring that such adequate evidence is properly
furnished and, as needed, revised. Failure by a member voluntary agency to meet
the requirements will disqualify the federated group that certified such
voluntary agency from soliciting contributions, unless after notice to the group
of intent to cancel, corrective action is taken to the satisfaction of the
Director. If appropriate corrective action i1s not taken, the Director may
disqualify the federated group.

(b) Local federated agencies. To be eligible for participation in the
Federal fund-raising program, the local federated group must be broadly repre-
sentative in its board and committee membership of the community and must be
making bona fide efforts to meet community needs. Requirements for participa-
tion in a local federated group must be in writing, available to the public,
reasonable, and applied fairly and uniformly to all local voluntary agencies
requesting participation. Procedures must be provided by the federated group
for at least one review of any decision denying participation requested by a
local voluntary ageucy. The review must be conducted by a committee or other
body within the federated group that did not participate in the original deci-
sion. A written statement of the reasons for denial must be provided to the
applicant voluntary agency. Where a local chapter or affiliate of a national
voluntary ageancy is precluded from independent participation in the Federal
fund-raising program because the local voluntary agency 1s not approved for
federated participation, such chapter or affiliate may request the Director,
after securing a report by the federated group, to determine whether or not the
reasons for its nonapproval were ‘“arbitrary and capricious.”

(c) “Causes.” Solicitation for a health or other “cause,"” e.g., for

*Mental Health" or Heart Disease,™ without identification of the specific volun-
tary agency for which the funds are sought, 1s not authorized. All funds

15


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


102, AR 600-29 27 September 1983

collected from Federal personnel must be allocated only to specific voluatary
agencies,

(d) Designation of federated area. The recognition of & local Federal
Coordinating Committee by the Director designates the community served by that
Committee as a recognized local campaign site. Two or more authorized local
Federal Coordinating Committees are authorized to develop coordinated solicita-

tions best sulted to the needs of their localities.
{e) Overseas Campaign. (1) DoD Overseas Combined Federal Cawpaign.

(1) A Combined Federal Campaign is authorized for all Department of
Defense activities in the overseas areas during a six—week pericd in the fall,
Voluntary ageaclies that may participate in the Overseas Combined Federal
Campaign will consist of: The American Red Cross; the United Service Otganiza-
tion; those national health agencles recognized for campaigns in the domestic
area (the Federal Service Campaign for the National Health Agencies); and those
internationl service agencles recognized for campaigne in the domegtic area, aad
any nationl or federated voluntary agency recognized for overseas campalgns. Any
of these voluntary agencies is eligible to be a Principal Combined Fund
drganization.

{1i) Contributors to the DoD Overseas Combined Federal Campaign
designate their gifts to one or more of the eligible agencies or the Principal
Combined Fund Organization. The Principal Combined Fund Organization for the
overseas campaign shall pay the amounts collected directly to the designated
voluntary agencles, less "shrinkage™ and the processing fee, if any, that s
approved in advance of the overseas area responsible for the local campaign
arrangements.

(2) Local Voluntary Agency campaigns. The heads of overseas offices and
installations may, at their discretion, permit the solicitatfon of their
milirary and civilian personnel for local voluntary agencies. Such campaigns
will be conducted in accordance with the basic policies and procedures of the
Federal program and at times which do not conflict with the Dol Overseas
Combined Federal Campaign period. The eligibility standards in D will be used
as guidelines in determining the eligibility of local voluntary agencies.
Federal leadership in organizing such campaigns will be assumed by the head of
the overseas Federal establishment that has the largest aumber of Goverameat
personnel in the campaign area.

(3} oOptional participation by certafn civilian agencles, Federal clvilian
departments and agencies that have traditicnally considered their overseas
personnel as members of the National Capitial Area for fund-raising purposes may
continue this practice.

(4) On-Base Health and Welfare Activities. On-base morale, welfare, and
recreational activities may be supported from CFC funds.
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6. Off-the-Job Solicitation at Places of Employment. Voluntary agencies that
are not recognized for the on-the-job program may be authorized off-the-job
solicication privileges at places of Federal employment under such reasonable
conditions as may be specified by the local head of the Federal installation
involved provided that such conditions are not inconsistent with this Section,
Dual solicitation is not authorized, so this privilege cannot be made available
to any voluntary agency that is included in the on-the-job program.

(a) Family quarters on military installations. Voluntary agencies may be
permitted to solicit at private residencees or at similar on-post family public
quarters Iin unrestricted areas of military installations at the discretion of
the local commander. However, such solicitation may not be conducted by mili-
tary or civilian personnel in their official capacity during duty or non—duty
hours, nor may such solicitation be conducted as an officfal command-sponsored
project. This restriction is not intended to prohibit or to discourage military
and civilian personnel from participating as private citizens in voluntary
agencies during their off-duty hours.

{b) Public entrances of Federal buildings and installations. Voluntary
agencies that engage in limited or specialized methods of solicitatiomfor
example, the use of “poppies™ or other similar tokens by veterans organizations
may be permitted to solicit at entrances or in concourses or lobbies of Federal
buildings or installations normally open to the general public. Solicitation
privileges will be governed by the rules issued by the General Services Adminis-
tration pursuant to the Public Bulldings Cooperative Use Act of 1976 or later
wmodification, or other applicable Government legal authority.

D. Eligibility Requirements for National Voluntary Agencles
1. Purpose. These eligibility requirements are estadblished to ensure that:

{a) Only responsible and worthy voluntary agencies are peraitted to solicit
omrthe-job in Federal installations;

(b) The funds contributed by Federal personnel will be used effectively and
for the announced purposes of the soliciting voluntary agencies; and

(c) All recognized national voluntary agencies meet requirements of Execu-
tive Order 12353 (March 23, 1982) and Executive Order 12404 (February 10, 1983).

2. General Requirements for National Agencies.

(a) Type of agency. Ounly nonprofit, tax—exempt, charitable organizations,
supported by voluntary contributions from the general public and providing
direct and substantial health and welfare and other appropriate national
voluntary services through their national organization, affiliates, or represen-
tativee are eligible for approval. All such services must be consistent with
the policies of the United States Government.
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(b) Integrity of operations. Only voluntary agencies having a high degree
of integrity and responsibility in the conduct of their affairs will be
approved, Punds contributed to such organizations by Federal persounnel must be

effectively used for the announced purposes of the voluntary agency.

(¢) National scope. A national voluntary agency must demonstrate that:

(1) 1t is organized on a national scale with a national board of
directors that represents its constitueat parts, and exercises clese supervision
over the operations and fund-raising policies of any local chapters or
affiliaces.

(2) 1t has earned good will and acceptability throughout the United
Staes, particularly in cities or coumunities within which or nearby are Federal
offices or installations with large aumbers of persomnel.

{3) 1t has national scope, that 1s, scale, goodwill, and acceptability;
this may be demonstrated as follows:

(i) By a voluntary agency's provision of & service in many (c one
quarter) States, or in several foreign couatries, or in several parts of one
large foreign natiom;

(11) By derivation of contributor support frow many parts of the
Nation;

(11i) By the extent of public support and the number and the
geographical spread of contributors; and

(iv) By the national character of any public campaign, which way be
shown by an applicant having at least 200 local chapters, affiliates, or repre-—
sentativee that promote its campaign.

(d) Type of campaign. Approval will be granted only for fuad-raiging
caapaigns in gsupport of current operations. Capital fund campaigns are not
authorized.

3. Specific requirements.

(a) Eligibility. To be eligible for approval by the Director for partici-
pation in the Combined Federal Campaign, a national voluntary agency must be
one:

in AL (1) That is a voluntary charitable health and welfare agency as defined
n .

(2) That is voluntary and broadly supported by the public, meaning (1)
that it is organized as a not-for-profit coporation or association under the
laws of the United States, a State, a territory, or the District of Columbia:
(11) that it 1s classified as tax-exempt under Section 501{c)(3) end s eligible
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to receive tax deductible contributions under Section 170 of the Internal
Revenue Code of 1954, as amended; and (iii) that, with the exception of volun—
tary agencies whose revenues are affected by unusual or emergency circumstances,
as determined by the Director, it has received at least 50 percent of its
revenues from sources other than the Federal Government or at least 20 percent
of its revenues from direct and/or indirect contributions in the year immedi-
ately preceding any year in which it seeks to participate in the Combined
Federal Campaign {organizations founded within the past three years participa-
ting in the CFC before this section became effective will have three (3) years,
and all other organizations in the CFC will have one (1) year tc comply with the
50 percent/20 percent requirement);

(3) That is directed by an active board of directors, a majority of
whose members serve without compensation; that adopts and employs the Standards
of Accounting and Financial Reportiag for Voluntary Health and Welfare Organiza-
tions; that prepares and makes available to the general public an annual
financial report prepared in accordance with the Standards of Accounting and
Financial Reporting for Voluntary Health and Welfare Organizations and is certi-
fied, using the form in Appendix B of this section, by an independent certified
public accountant; that provides for an annual external audit by an independent
certified public accountant.

(4) That can demonstrate to the Director, 1f its fund-raising and
administrative expense is in excess of 25 perceut of total support and revenue,
that its actual expense for those purposes is reasonable under all the circum
stances in its case.

(5) That ensures that its publicity and promotional activities are
based upon its actual program and operations, are truthful and nondeceptive, and
include all material facts; and

(6) That has a direct and substantial presence in the local campaign
community, meaning that Federal employees and their families are able to re-
ceive, within a reasonable distance from their duty stations or homes, services
that are directly provided by the voluntary agency or that demonstrably depend
upon, or derive from, the specific research, educational, support, or similar
activities of the particular voluntary agency. Demonstration of direct and
substantial presence in the local campaign community, including adequate docu-
mentation thereof, shall at all times, and for all purposes, be the burden of
the voluntary agency. Such direct and substantial presence shall be determined
in light of the totality of the circumstances in each case, iacluding, but not
necessarily limited to, conelderation of the following factors:

(1) The availability of services, such as examinations, treatments,
inoculations, preventive care, counseling, training, scholarship assistance,
transportation, feeding, institutionalization, sheltering, and clothing, to
persons working and living in the local campaigan community.
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(1i) The presence within the local campaign community, or within
reagsonable commutiang distance thereof,of a facllity at which services are
rendered or through which they may be obtained, such as an office, clinic,
mobile unit, field agency, or direct provider, or specific demonstrable effects
of research, such as personnel or facilities engaged therein or specific local
applications thereof.

(iii1) The avallability to persons working or residing in the local
campaign community of coummunicetion with the voluntary charitable agency by
means of home visits, transportation, or telephone calls, provided by the
voluntary agency at no charge to the reclplent or beaeficiary of the service.

(iv) Awareness within the local Federal community of the existence,
activities, and services of the voluntary charitable agency. Provided that
voluntary charitable health and welfare agencles whose services are rendered
exclusively or 1in substantial preponderance overseas and that meet all the
eligibility criteria set forth, except for the requirement of direct &and
substantial presence in the local campaign community, shall be eligible to
participate in each local solicitation area of the Combined Federal Campaign.

{b) Fund-Raising Practice. The voluntary agency's publicity and prowmo-
tional activities must assure protection against unauthorized use of its con-
tributors lists; wust permit no payment of commissions, kickbacks, finders fees,
percentages, bonuses, or overrides for fund-raising; and must permit no general
telephone solicitation of the public.

(¢) Reports. (1) Annual Report. The voluntary agency must prepare an
annual report to the general public that includes a full description of the
voluntary agency's activities and accomplishments and the names of chief
administrative persoannel,

(2) Combined Reports. Voluntary agencleg which represeat more than one
subunit must prepare a combined annual financlal report to the general public in
accordance with the Standarde of Accounting and Financial Reporting for Volun-
tary Health and Welfare Organizations. The combined report shall include all
income and expenditures for the national operations and all chapters,
committees, affiliates, or satellites.

(3) Source of Funds and Costs Report. The voluntary agency must file a
special report with the Director that discloses, on a consolidated basis, the
agency's (including chapters and affillates) sources of funds, fund-ralsing
expense, and uge of pet funds in ita mwost recent fiscal year.

4. Application requirements.

(a) Federated groups. The American Red Cross, Uaited Ways and local
community chests or united funds that are members in good standing of or are
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recognized by United Way of America, the National Health Agencies, the Inter-
national Services Agencies, the National Service Agencies, and such other
federated groups shall be recognized under C, and do not need to apply sepa-
rately as National Agencles. For purposes of this Section, the American Red
Cross and its chapters are recognized as operating an accounting and financial
system in substantial compliance with the Standards of Accounting and Financlal
Reporting for Voluntary Health and Welfare Organizations and certification to
this effect by local chapters is not required.

(b) Rational agencies. In corder to be consldered for sclicitation privi-
leges in domestic or overseas campaigns in the Federal service, each national
voluntary agency must file an application annually, National voluntary agencies
that have already been approved for fund-raising privileges in the Federal
services are not required to submit the information requested in paragraphs
(£)C 1), (2), (3), (4) and (8), below, except where there has baen a substantial
or significant changes in these items; for example, a change in purpose of the
organization or a decline in chapter coverage or activity. They are required to
furnish information in paragraphs (£} (1), (5), (6), (7), (9), (10), (11}, and
(12), below.

(c¢) Time and place of filing. Applications must be filed with the Office
of the Director, United States Office of Personel Management, Washington, DC
20415, Applicants are urged to file as early as possible in each calendar year.
Deadlines by which filings must be made will be announced each year through the
Federal Personnel Manual System, CFC memoranda, and other appropriate instru—
ments.

(d} National eligibility. The Director, with the assistance of a National
Eligibility Committee of government cfficials, employee organization leaders,
and private citlzens, uses the information filed with the agency's application
and derived from other responsible sources to make his decision on an agency's
eligibility. The National Eligibility Committee shall consider the applications
fairly, hold meerings and hearings as appropriate, and make recommendations to
the Director. National eligibiliry shall only give a presumption of local
eligibility; voluntary agencies must also meet the requirements of D3. Where a
local chapter of an eligible national voluntary agency is denied participation
in a local campaign, it may appeal to the Director, whose decision shall be
final.

(e) tiotice of decision. Applicants for national eligibility are to be
notified of the decisions as soon as possible after filing. If dissatisfied
with the Director's decision, the applicants may request reconsideration of the
decision by the Director. The Director's decision upon reconsideration will be
final.

(£) Form and content of application. Applications shall be filed in the
following form and will include the information, documents, and data gpecified:
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(1} Corporate name and fiscal year.

(2) Statement of origin, purpose, and structure of organization,
including information to show clearly that the voluntary agency meets each of

the general and specific requirements of D,

(3) A list of chapters, affiliates, or representatives in alphabetical
order by State; and under the State, a list of cities with chapter, affiliate,
or representative by names and addresses;

(4) Demonstration of the good will and acceptability of the corganiza-
tion throughout the United States.

(5) Outline of the program, particularly the nature of the direct
services provided by the voluntary agency and under what subparagraph of Al(a)
(1)(1) the application is made, written assurance of compliance with all other
requirements of section Al(a) and D2 through D3.

(6) Description of board of director's administrative activity in past
year and list of current board members' names, addresses, and businesses or

professions.

(7) Certification by an independent certified public accountant of
compliance with an acceptable financial system and adoption of the Uniform
Standards.

(8) Statement of compliance with all factors in the section on fund-
raising practice.

(9) Copy of latest annual report.

(10} Copy of lstest financial report prepared in accordance with the
Standards of Accounting and Financial Reporting for Voluntary Health and Welfare
Orgenizations and certification by an independnet certified public accountant
that the report was prepared in conformity with the Standards.

(11) Copy of latest external audit by an independent certified public
accountant.

(12) A special report to the Director, consistent with the reporting
requirements of the Standards. The report must include the voluntary agency's
sources of funds, expenditures by program service, and supporting services with
fund~raising and other expenditures listed separately. The report must cover
the most recent fiscal year and represent a consolidated statement of national
and affiliate income and expenditures. The amount of contributions received
from United Ways, united funds or community chests, from Federal service
campaigne, aod the total from all other sources, especially transfers, dues, or
other fundse from affiliated organizations, must be separately identified and
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shown, All entries must be reported in dollar and percent of total contribu-—
tion. The report must be furnished in accordance with the format shown in
appendix A to this section.

(g) The Director shall be authorized to investigate facts and circumstances
on issues relating to eligibily raised under these regulations.

5. Public announcement of recognized agencles and assigned periods. Early in
the calendar year the Directory will announce the names of all national volun-
tary agencies eligible for participation in the Pederal fund-raising program for
the ensuing campaign year.
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Appendix A to Subpart D
Source of Funds and Costs Report

(for the year ending )

Organization:

Public support
Recefved DLz@CLly oecieasosesasoratsnsasrsssssocntocsnusenons
Contribut{iOnB.cstsssrotesatssosesasvrasontosstaassscnsssetdsten
Special Events (net of direct benefit costs of § Jeeouns
Legaclies and BoQUEBES...susrcssvsvrtsivsctscrsraatsnnvcrsnenns

SUDLOLAleecsssenosstnsctdtoadtosstvontontssranetossasysrsdaes

o

.

I

l

Received Indirectly:
Federated campaigns {(a.g., Uolted Way).oi.ovearancsrannasseaas
Federal service CampaignEec.eccnscccsesesrosscssssencsnssonans
Other Contributions. oavsescessstsnsraractvassvosstsnnssnsosans

SUDLOLA]l. svccctscnssnvsstonstnsammseratosstasirtoarsnsnacons

I

l

Tatal Support from the Public.cascescirscnoscsrssconsanrrsocas

l

Revenue:

Grants from Federal Goveranment sgeacies

{1ocludiog grants {o=kiBd).ces.coveeirsonsratessosnsnraanans
Crants from State or local government agencies

{including Hedicadd)iuereuunninetancansacnnsarnnsasnsosesns
Hemberships. soeetissacatonatsecsssrocsnssusasssnncsascransnans
Progran service fees (including Hedlicare)..eevcvesossosnsannias
Sales of waterials and services to member ualts

(net of direct eXPEOBES)ic.ssvenccsrrcsmsrrassrsacsnssnsonns
Sales of marerials and services fo the public

{net of direct eXpensaB)}...ceruirtecvacearononacrssorsonsans
Transfers, dues, atc., from affiliated organizetions, #tC.s...
InvesIment f0CORE.. sccrrecrsrssaetsrsccosassotssnenasnssassss
Cains on investment CTanSBCLiODE..-cciverscosnnsrasnpnnssnsnas

OLBer LOCOMEeessrassotatsstosccsaatsnsatasasbsancnnssasmbrdana

l

|

TOtAl REVENUB. .. iceceaststassoracassntssacsssasnitasnastostons

l

Toral Public Support And ROVEDUR...rieuetococonposancnsens

l

Expeases
Progran services
(PTOZTERY cevtnertoannecsocnnssresssncnstnsennnscasararann
(Program).veccssssesosvencenannsan ettt eetitearensatinnn

(PTOETAR) cevetsnnntrrasuansrornnanns N

|

(PrOgram) s cecraeneetetesronisscsinssanrsoncnsesasansacnnas

SUBLOLBl. i cnssccnerocasretansaanrotatatsstotncasnoeatenan

|

Supporting BErvViceB. i isetiiaritarrranannsaosrrantannans

..... .
Hanagement and genetal......ov.une R R T PR
Fund-raising.eesssasnsnscroeannarsannannan teretarustuerrvaas

SUD DAL i cs et etarsotratnancnacrasnrnranransscansentnnn

i

Total EXPONBEE . aeecsivsinecsnncsosnnsonnnersannssons

Excess (deficlency) of public support end
TEVENUE OVET EXPEOREB.. ..y usreoencsssonagan,

I AN ]

!
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Appendix B

Certificate

Name of Organization

I certify that the above-named organization has adopted, and has prepared its
financlial statements in accordance with the Standards of Accounting and
Financial Reporting for Voluntary Health and Welfare Organizations (1974
Edicion} prepared and published by the National Health Council, Inc., the

National Assembly of National Voluntary Health and Welfare QOrganizations, Inc.
and the United Way of America.

Signature:
Address:
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E. The Local Combined Federal Campaign
1. Authorized local voluntary agencies.

(a) A local voluntary agency shall meet the same criteria as a national
voluntary agency, except natonal scope, and shall be evaluated under the
criteria set forth in this section by the local Federal Coordinating Committee
recognized by the Director for thet community.

(b) A local affiliate of an eligible national agency shall be given a
presumption of eligibility for admission to the local campaign by the local
Federal Coordinating Committee, but it wust also meet the local preseace
criterfon of D3(a)(6).

(¢) Local nonaffiliated voluntary health and welfare agencies shall be
evaluated separately by the local Federal Coordinating Committee to determine
whether they are eligible.

(d) If a local nonaffiliated voluntary agency receives less than $3,000 in
designated contributions in a local campaign for a single year, then the local
Federal Coordinating Committee may, in its discretion, debar the local
nonaffiliated voluntary agency from participating in the local campaign for a
period not to exceed three (3) years thereafter.

{e) An on-base morale, welfare, and recreational activity authorized by a
military base commander may be supported from CFC funds.

2. Participation in Federal campaigns by local affiliated agencies.

(a) Arrangements shall be established by each local Federal Coordinating
Committee to evaluate local voluntary agencies that seek to solicit separately
from local federated groups. These procedures shall require eligible local
voluntary agencles to preregister with the local Federal Coordinating Committee
to participate in the Combined Federal Campaign for that year. An eligibilicy
meeting shall be held to decide which agencies are eligible. Arrangements shall
be made by the Central Receipt and Accounting Point to distribute contributions
to eligible voluntary agencies, after appropriate adjustments are made for
"shrinkage” and approved administrative costs.

(b} Applicarion procedures. In order to be eligible for participation in
the Combined Federal Campaign, each local voluntary egency must submit an appli-
cation for registration in the CFC to the local Federal Coordinating Committee.
Applications may be submitted jointly for member agencies in federated groups.
The Federal Coordinating Committee is responsible for reviewing and taking ac-
tion on the applications based on eligibility requiremeats 1in this section,
especially those of D. The Local Federal Coordinating Committee may request a
qualified screening organization to assist in the processing and review of
applications agalnst the eligibility requirements and in recosmending approval
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or denial of the application, but the local Pederal Coordinating Committee must
make the actual decisicas. Xf the Pederal Coordinating Committee determines
that eligibility requirements are not met, ressons for that determination will
be provided to the voluntary agency within 60 days of the receipt of the
application.

3. Responsibility of Local Federal Coordinating Committees. Each Federal Co-

ordinating Committee 18 required to organize a Combined Federal Campaign in the
local area for which it has fund-raising responsibility. The heads of Federal

departments and agencies will request their local officials to cooperate fully

with the decisicns of the Pederal Coordinating Committee in all aspects of CFC

arrangements. The Federal Coordinating Committee wmakes all final decisions on

the local campaign, subject to appeal to the Director.

4, Local CFC plan.

(a) CFC a6 uniform fund-raising method. The Combined Federal Campaign is
the only authorized fund-raising method in all areas in the United States in
which 200 or more Federal employees are located. All voluntary agencies wishing
to participate in fund-raising within the Federal service must do so within the
framework of a local Combined Federal Campaign.

(b) Non—participation. In the event that amy voluntary agency does not
follow these regulations for participation in a local CFC, fund-raising
privileges in local Federal establishments are forfeited during that fiscal
year. Voluntary withdrawal will not prejudice eligibility for the next year's
Campaign.

{c) Red Cross participation. In local communities where the American Red
Cross 18 not a participating member of the local United Way, it will be regarded
as a separate campaigpo organization in the campaign. American Red Cross
chapters have independent authority with respect to fund-raising pelicy, so
responsibility for deciding on participation in CFC rests with the local chapter
board of directors. As with the other national organizations, in the event
local American Red Cross chapters choose not to participate in CFC, they are not
authorized to have a separate campaign in local Federal offices or installations
during the fiscal year involved, except in the case of an emergency or disaster
appeal for which specific prior approval has been granted by the Director.

(d) Exceptions in areas of less than 200 Federal employees. Where there are
fewer than 200 Federal employeea in the local campaign area, it may not be
practicable to hold a Combined Federal Campaign. Therefore, in such areas local
Federal officials are oot required to arrange for a Combined Federal Campaign.
However, if they believe it would be desirable from the standpoint of the local
community or the Federal Government to have such a campaign, they may contact
the Director to arrange & Combined Federal Campaign regardless of the number of
employees involved. Where a CFC is oot conducted because of lack of sufficient
Federal employees, the local united fund is authorized to solicit within the
Federal establishment during the fall of the year and other Federated groups are
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authorized to conduct a separate spring campaign. Where the American Red Cross
1s not a member of the local united fund and the area will not have a CFC, then
the Red Cross may conduct an independent campaign during the month of March.
However, payroll deductions for charitable contributions are only authorized in
conjunction with Combined Federal Campaigns.

S. Organizing the Local Campaign: The Principal Combined Fund Organization.
The Local Federal Coordinating Committee shall organize the local community
campaign, It will appoint a campaign chalirman who will carry out campaign
duties in conformance with the policies and procedures prescribed in this
section, From among the federations approved for participation in the local
CPC, the local Federal Coordinating Committee ghall select a Principal Combined
Fund Organization to manage the campaign and to serve as fiscal agent. 1Iu doing
so, the Federal Coordinating Committee shall select whichever applicant
organization it finds to be the local federated group in the CFC geographic
area that provides, through one specific, annual public solicitation for funds,
the greatest support for charitable agencies that depend on public subscriptions
for support; that, in the judgment of the Federal Coordinating Committee, can
most effectively provide the necessary campaign services and administrative
support for the successful Campaign,

(a) In deciding whether an organization is the Principle Combined Fund
Organization in the CFC geographic area, the Federal Coordinating Committee will
consider.

{l) The number of local charitable voluntary agencles or affiliates in
the CFC geographic area that rely on the applicant organization for financial
support and that meet the prescribed eligibility criteria for participation in
the CFC,

(2) The number of dollars raised by the applicant organization in the
CFC geographic area during its laet completed annual public solicitation for
funds;

(3) The percentage of such doliars disbursed to the charitable voluntary
agencles; and

(4) The local capacity of the applicant organization to provide the
necessary campaign services and administrative support (including operation of
the Central Receipt and Accounting Point) to the local Federal Coordinating
Comnittee for a successful Federal campaign in conforwance with the policies and
procedures prescribed in this section.

(b) An organization seeking to be designated the Principal Combined Fund
Organization in a CFC area shall submit its application for such designation to
the local Federal Coordinating Committee for approval within thirty days after
the Director has determined eligible federations. All guch applicants must
Pledge to manage the campaign fairly and equitably; to conduct organization
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operations separate from other voluntary ageacy operations; to consider advice
from, be responsible to reasonable requests for information from, and to consult
with other agencles; and to be subject to the decisions and supervision of the
local Federal Coordinating Committee and the Director. Upon submission of a
complaint by a local Federal Coordinating Committee or a federated or national
voluntary agency, the Director may revoke the designation as a Priucipal

Combined Fund Organizaiton if in his discretion he findas these pledges are not
fulfilled.

(c) Applications shall include the following: (1) The names of the
voluntary agencies in the area that rely on the applicant organization for
financlal support and that meet the eligibility criteria set fn this section;

(2) The boundaries of the area covered by the public donation solici-
tation of the applicant organization;

(3) The nunber of dollars raised in the CFC geographic area by the
applicant during its last completed annual public solicitation for fundse;

(4) The percentage of such dollars disbursed to the charitable agencies;

(5) Agreement to transmit contributicns, as designated by Federal
employees, to charitable organizations approved for participation and listing in
the local CFC (minus only "shrinkage”— that i{s, uncoliectible pledges and gifta-
and the approved fee for adminstrative cost reimbursement);

(6) Certification that it, and its participating member organizations,
are in conmpliance with all applicable eligibility requirements specified in
this section for participation in the CFC;

(7) Fee, Af any proposed to be charged by the applicant organization for
reimbursement for administrative costs; and

(8) Statement that the applicant organization is organized to provide
the necessary campaign services and support to the local Federal Coordinating
Committee for a succesgful Federal campaign in conformance with the policies and
procedures prescribed in this section.

(d) Federated groups, member agencies of federations and other voluntary
agencies certified for listing and receipt of designations through the approved
local or national admigsion process shall be eligible to receive designations.

(e) The Principal Combined Fund Organization shall provide a form for the
employee to indicate any amounts he may wish to designate to affiliated and
non—~affiliated benefic{aries. The Principal Combined Fund Organization shall
pay the amount collected to the employee-designated beneficlary agency less
"shrinkages” snd the amount necesgary to reimburse the Principal Combined Fund
Organization for administrative expenses.
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doinitrative cost reimbursement Wusl be

d £
(f) The fee, if any, charged for a e and published fn

approved in advance by the local Federal Coord{nating Committe
the campaign literature.

(g) All contributions not designated to specific voluntary agencles or
specific federated groups shall be deemed to have been degignated to the
Principal Combined Fund Organization. A statement of that fact shall be clearly
stated on the face of each pledge card in red ink, which shall also state the
name of the federated group which is the Principle Comhined Fund Organization

in that local Campaign.

(h) The Principal Combined Fund Organization shall issue a report to the
local Federal Coordinating committee within a reasonable time following the
campaign setting forth the following iaformation:

(1) Amounts contributed and pledged,
(2) Number of contributors,

{3) Amounts designated to each participating federated group and
voluntary agency,

(4) Amount designated to the Principal Combined Fund Organization, and

(5) Costs of administering the campaign, including the Central Receipt
and Accountiog Point.

{1) CFC committee. Where necessary, the local Federal Coordinating
Committee may designate a committee from among its principal members, called the
CFC Committee, to give top leadership and direction to the planning, conduct and
evaluation of the local combined campaign. The Federal Coordinating Committee,
however, may not redelegate any final authority for the campaign to the CFC
Committee. The Chairman of the Campaign need not be the Chairman of the
organization designated as the local Federal Coordinating Committee.

(j) Action steps by the Local Federal Coordinating Committee. (1) The
Chairman of the local Federal Coordinating Committee is authorized to establish
a Local Joint Work Group of Federal representatives and representatives of the
Principal Combined Fund Organization. The Chairman shall direct the Principal
Combined Fund Organization to assemble necesgary Information and to subnit a
plan detailing materials and a timetable for campaign arrangements. This shall
include the dates for preparation, printing and distribuiton of aarerials,
kick-offs, training sesslons, report meetings and award ceremonies. All of
these, including the specific materials to be used, shall be submitted to the
full local Federal Coordinating Committee for approval on a day to be announced
broadly to participating voluntary ageacies and federated groups and to the
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Director. An adequate opportunity shall be provided for participating federated
groups and voluntary agencies to review and comment on all proposals.

(2) The local Federal Coordinating committee will set a date or dates each
year for local eligibility hearfnge. Such meeting or meetings shall be reported
to the Director, aud given wide publicity in the local community and to the
voluntary agencies and federated groups which have applied for eligibility.

(k) Loaned Executive Program. One or more loaned Federal executives may be
used in a Coubined FPederal Campaign. The Loaned Executive Prograam was
authorized by President Nixon in a wemorandum to heads of departments and
agencies dated March 3, 1971. A Loaned Executive may be detailed from his
agency on a full- or part-time basis, for a specific period of time, to conduct
or assigt in the operation a Combined Federal Campaign. The employing agency
will decide who will serve as a Loaned Executive, if anyone, and the length of
the detail. Executives may not be loaned or assigned to any specific voluntary
organization but only to the official Combined Federal Campaign group. When
aspigned to the CFC, the executive shall be placed on administrative leave.

6. Basic local CFC ground rules.

(a) The arrangements outlined in E6 through EI3 constitute basic ground
rules for the local Combined Federal Campaign. Certain local variations are
permissible if specially authorized in this part. However, any modification of
ground rules in specific instances must be requested by Federal Coordinating
Committees from the Director. Hodifications will be granted only in the most
exceptional circumstances.

(b) The local Federal Coordinating Committee will approve the: (1) Campaign
name. The name will include the worde "Combined Federal Campaign;™ the year for
which contributions are solicited; and approximate identificaiton of the
locality; as for example: ~1981 San Antonio Area Combined Federal Cawpaign.”

(2) Campaign period. The solicitation period may be any period between
September 1 and November 30.

(3) Campaign area. The exact geographical area to be covered by the
combined campaign will be determined nationally, taking into accGuat past
practice and the feasible scope for a single coordinated campaign. The
jurisdiction of the organization named as the local Federal Coordinating
Committee will set the basic area of the Campaign, based upon past practices.
Any changes in campaign area must be approved by the Director.

7. Contributions.

(a) The contributor's information leaflet will clearly state that the
Federal employee is encouraged to direct his gift to specific voluntary
agencles. A single form of pledge card and leaflet—brochure will be produced
under standards set in this section, and approved by the Director. The leaflet
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will explain that when such glfts are earmarked to a specific voluantary agency,
the Principal Combined Fund Organization will remit such funds, less approved
administrative costs, in accordance with the donor's wishes as those funds are
collected. The leaflet will also clearly state that when the Federal employee
decides not to designate, the gift will be deemed designated to the Principal

Combined Pund Organization for distribution.

{b) Several boxes will be provided on the pledge form so thst the donor may
indicate his choice, 1f any, of one or wore of the voluntary agencies listed to
receive all or part of his gift. A uiniwum of five boxes for such purposes will
be shown on the face of and on all copies of the pledge card itself. Separate
designation slips are not authorized under amy circumstances. The pledge card
must be arranged so that each Federal employee receives the pertinent CFC and
voluatary agency information and the pledge card as a single package (as
examples, inserted in a glot or pocket in the contributor's information
leaflet).

(c) If contributions are designated to organizations not participating in
the local CFC, they will not be accepted but will be returned to the contri-

butor.
8. Dollar goals.

(a) A dollar goal for the overall combined campaign is recommended.
Generally, it provides a focus for group spirit and unity of purpose that
contributes materially to success, By apportioning the goal equitably among the
Federal offices and installatione, each Federal agency sharee responsibility in
the teaw effort and has a mark with which to gauge its progress.

(b) In developing the proposed goal, the local Federal Coordinating Com
mittee should take into account past giving experience in local Federal
campaigns, the needs and reasonable expectations of the voluntary agencles in
the current campaign situation, and the probability of a substantial increase in
the level of giving due to the single campaign and payroll payment plan. The
objective should be to set & gogl that is attainable, which can be exceeded in
an enthusiastic and purposeful campaign.

{c) Dollar goals are not required. An alternative approach is to rely on
“suggested giving” as the principal incentive. For example, the “goal” could be
75 percent participation at the suggested giving level,

9. Suggested Giving Guides and Voluntary Giving.

(a) Suggested gilving guides for contributions are authorized for local
constructions. Guides for cash giving or direct-payment pledges may be included
in terms of percent of annual income, number of hours pay, or suggested size of
gift in relation to various income levels. Guides may be printed in the
contributor's leaflet or on the pledge form. They will be accompanied by a
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statement explaining that the guide 1s provided because employees often ask for
one, but that the decision to give and the amount is up to each employee.

(b) Pederal agencies are not authorized to furnish individual employea
suggested glving guides based upon the employee's specific pay or grade; a guide
of this kind 1s comparable to an individual quota or assessment, which is
prohibited.

(c) The contributor’s leaflet or the pledge form must include the express
statement that the employee has the right to make his gift confidentially in a
sealed envelope which will be delivered unopened to the Combined Federal
Campaign headquarters.

10. Central Receipt and Accounting for Contributions.

(a) The Principal Combined Fund Organization shall provide and administer
the Central Receipt and Accounting Point or it may arrange for an appropriate
financial institution to provide such service on {ts behalf, under the direction
of the local Federal Coordinating Committee, Any charges by such institution to
provide the necessary services are the responsibllity of the Principal Combined
Fund Organization and should be included in the latter organization's
administrative costs factor.

(b) The central accounting poiat will tabulate all contributions designated
to specified agencles on the pledge cards and then tabulate the contributious
designated to the Principal Combined Fund Organization. The amounts payable to
the specified voluntary agencies are subject to deduction “"shrinkage™ and of the
approval percentage, if any, for reimbursement of administrative costs to the
Principal Combined Fund organization.

(c) Provision must be made by the Principal Combined Fund Organizatiom for
the audit of CFC funds. If the CFC is over $100,000, an independent audit must
be performed. Coples of the audits must be submitted to appropriate local
Federal officials and made available for inspection by emny voluntary agency or
federation participating in the CFC.

(d) In addition to the usuel method of cash contribution and direct payment
of pledges, the use of voluntary payroll withholding is authorized for members
of the uniformed services and civilian personnel at CFC locationa. Local
voluntary agencies may decide whether or not to provide for direct payment of
pledges; however, cash contributions must be permitted. Keyworker collection of
installment pledges is prohibited.

11. Campaign and Publicity Materials.
(a) Campaign and publicity materials will be developed in the local arees

under direction of the local Federal Coordinatiag Coemittee, and will be printed
and supplied by the Principal Combined Fund Organization. All disputes over
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materials will be resolved by the local Federal Coordinatiag Conmittee, except
that failure to follow this section or other directive of the Director way be
appealed to the Director. All publicity must have the approval of the local
Federal Coordinating Committee before being used.

(b) Distribution of any bona fide educational material of the voluatary
agencies or provision of other services to employees at Federal establishments
must be handled through the Federal agency occupational health unirs, and not
the CFC coordinators. While there is no Inteat to restrict the normal
aducationzl or service activities that voluntary agencles provide in Federal
agencies, no special distribution of materials or services should be planned
within Federal facilities during the campaign, giving undue publicity to a
particular voluatary agency or category of voluntacy agencles during the
campaign period. Violation of this requirement by any voluntary egency nay be
grounds for the local Federal Coordinating Committee ta disqualify the voluatary
agency from further participation in the local CFC for that year after due
notice to the voluntary agency concerned.

{c) A single Contributor's Information lLeaflet, a one—part list of
participating voluntary agencies, and a single, joint Pledge Form and Payroll
Withholding Authorization (the latter two preferably to be placed in an insert
slot or otherwise assembled i1n the former) are to be distributed by keyworkers
to each potential contributor. The Pledge Form and Payroll Withholding
Authorizaiton must be one form, All CFC literature, keyworker solicitorse, and
materials released as a part of the campaign must inform employees of their
right to make a choice and will provide full information about the voluntary
agencies, federated groups, and the Principal Combined Fund Organization.
Employees will be informed that while the Federal Government encourages its
employees to make a choice, it does not mandate that they chooge.

(d) Campaign materials mugt constitute a simple and attractive package that
has fund-raising appeal and essential working information. Treatment should
focus on the combined campaign and homogeneous appeal without undue use of
voluntary agency symbols or other distractions that compete for the contrib-
vtor's attention. Extraneous instructions conceroing the touting of forams,
tallﬂigg of contributors, etc., which are primarily for keyworkers, must be
avoided.

(e) Specific campaign and publicity materials: (1) Contributor's Leaflet.

(1) This will be the only informational material distributed to
1ndividual contributors. It will describe the CPC arrangement, explaian the
payroll deduction privilege, and will include the information required by E7.
The leaflet should be constructed to contain a pocket or a slot to hold the CFC
pledge card.

(11) The leaflet will provide fastructions about how an employee
may obtain more specific information about voluntary agencies participatiang in
the campalgn, theitr programs, and their finances, It will also inform employees
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of their right to pursue complaints of undue pressure or coercion in Federal
fund-raising activities. The leaflet will advise civilian employees to consult
with their personnel offices and military personnel with their commanding

officers to identify the organization handling such complaints in their respec-
tive Federal agency.

(1i1) A Privacy Act notice wust be printed on the leaflet.
(2) Separate list of participating voluntary agencies,

(1) This brochure will ligt each voluntary agency approved by the
appropriate Federal officials for participation in the CFC with a brief atate-
ment of about 30 words on its programs. Opposite the name of each voluntary
agency a number will be provided beginning with the number 10} so that contrib—
utors desiring to indicate a cholice of agency or agencies to whom they wish
their gift to be directed may insert such number or numbers in the designation
boxes provided for that purpose on the pledge card. Each voluntary agency which
is a member of a federated group shall be entitled, at its local option, to have
that group designation added, in parenthesis, at the end of its statement.

(11) The listing of voluntary agencies will also include therein
the following generic titles reflecting the approved categories of services as a
means to assist employees in making rational designations: children and family
services, community coordination services, local federal personnel services,
provision of basit¢ needs and economic opportunity, health services/services to
handicapped, international services, neighborhood services, acquisition ef know—
ledge and skills, youth and recreation services, specialized and miscellaneous
services. The order of assignment of these categories, and the order of volun-
tary agencies under them, will be reassigned by lot each year by the local
Federal Coordinating Committee.

(1i1) Federated groups will be listed, in an order set by lot each
year, at the end of the list of voluntary agencies, under the title “Campaign
Groups,” with identification numbers keyed to the numbers of their participating
federated groups. The federated group which is the Principal Combined Fund
Organization will be so identified.

(1v) An 1illustration of the prescribed format is ghown below.
Children & Family Services
101 (name of agency and group affiliation) (description of program)
102 (name of agency and group affiliation) (description of program)
103 (name of agency and group affiliation) (description of program)
Comaunity Coordination
20i (name of agency and group affillation) (description of program)

202 (npame of agency and group affiliation) (description of program}
203 (name of agency and group affiliation) (description of program)
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Local Federal Personnel Services

301 (name of agency and group affiliation) (descriptiom of program)
302 (name of agency and group affiliation) (description of program)
303 (name of agency and group affiliation) (description of prog:am)
* * * *

Campaign Groups

70l=-International Service Agencies
702-~National Service Ageuncies
703—National Health Agenciles
704——Anmerican Red Cross

705——United Way/Community Chest, etc., of

(The statement: “This group also has been designated as the Principal Combined
Fund Organization for “ ghall be added after the title of
federated organization serving that function.)

(3) Pledge form and payroll withholding authorization.

{1) When completed, this working form will go to the Central
Receipt and Accounting Point for the local area. The format for the pledge card
is get by the Director and is available from the Dffice of Personpel
Management.

(11) Ome copy of this forw will be used as the Payroll
Withholding.

Authorization. When completed, this copy will go to the contributor's payroll
office. Since there are some 1,400 separate payroll offices serving Federal
personnel, the withholding authorization must be in a atandard format and bear
adequate identification of the local campaign.

(i1i1) The name and mailing address of the local CFC Central Receipt
and Accounting Point will be printed at the top of the form. The name must be
the same as that for the campaign and include the year; for example, “1981 San
Antonio Area Combined Pederal Campaign.™

{(iv) The box entitled "Identificatin No.” will be used for the
contributor's Social Security Number, except in the case of Federal agencies
that have a separate payroll identification numbering system. There is no
requirement to use this space and it should only be used when it aids in
accounting or campaign management.

(f) Other campaign materials that are authorized include: (1) Chairman's
Guide. For use of campaign chairmen in individual Federal installations.
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(2) Keyworker's gulde. Instructions for keyworkers about CFC arrange-
ments, solicitation methods, and forwarding procedures.

(3) Keyworker's report envelope. With tally sheets (which may be
printed on the envelope) on which the keyworker will list the names of contribu-
tors or the numnber of confidential envelopes enclosed.

(4) Miscellaneous campaign items. Contributor's receipt, window
stickers, posters, progress charts, awards, etc.

(S} Publicity ftems. News storles and fillers for the local press and
house organs, employee letters, speeches of campaign leaders, division chairman,
films, television and radio material supporting the campaign; and

(6) Awards. To recognize campaign achievements by Federal agencies
Federal agency chairmen, etc. Awards should be identified as "Combined Federal
Campaign"” awards. The presentation of awards and plaques by individual volun-
tary agencles or categories of voluntary agenciles for CFC accomplishuments ig not

permigted.

(g) Hational materials provided and made availlable for use by local CFCs
will be developed by an orzanization named by the Director. The Director will
provide opportunity for comment on such materiale by interested parties prior to
approval. He must approve all material prior to use.

12, Payroll Withholding. The following policies and procedures are authorized
for payroll withholding operations in accordance with Office of Personnel
Management regulations in 5 CFR Part 550, Pay Administration.

(a) Applicability. Voluntary payroll allotments will be authorized by all
Federal departmeants and agencles for payment of charitable contributions to
local Combined Federal Campalgn organizations.

{(b) Allotters. The allotment priviliege will be made avallable to Federal
personnel as follows:

(1) Employees whose net pay regularly is sufficient to cover the
allotment are eligible., An employee serving under an apointment limited to 1
year or lesg may make an allotment to a Combined Federal Campaign when an
appropriate official of the employing Federal agency deteramines the employee
will continue his employment for a period sufficient to justify an allotmeat.
(This includes part-time and intermittent employees who are regularly employed).

(2) Members of the Uniformed Services are eligible, excluding those on
only short-term assignment (less than 3 months). (The Department of Defease has
modified its wilitary pay allotment regulations to authorize allotments for CFC
charitable contributions by uniformed service members.)
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(¢) Authorization. (1) Allotments will be wholly voluntary and will be
based upon contributors' individual written authorizations,

(2) Authorization forms in standard format will be printed by the
Principal Combined Pund Organization at each location. The forms and other
campaign materials will be distributed to euployees when charitable contribu-
tions are solicited.

(3) Completed authorization forms should be transmitted to the con-
tributors’ servicing payroll offices as promptly as possible, preferably by
December 15. However, if forms are received after that date they should be
accepted and processed by payroll offices.

(d) Duration. Authorizations will be in the form of a term sllotment for
one full year—26, 24 or 12 pay periods depending upon the allotter's pay
schedule starting with the first pay period beginning {n January and ending with
the last pay period that begins in December. (The standardization of beginning
and ending dates, except for individual discontinuances, ia intended to simplify
payroll operations and ainimize costs.) However, the fact that an employee or
military member will not be on duty for the full year should not preclude
acceptance of a payroll allotment if he has sufficient time in service remaining
to make the allotment practicable. Three months or more would be congidered a
reasonable period of time for which to accept an allotment.

{e) Amount. (1} Allotters will make a single allotment which is appor-
tioned into equal amounts for deductions each pay period during the year.

(2) The wminimum amount for allotment will be deterained by the local
Federal Coordinating Committee but will be not less than $1.00 bi-weekly, with
no restriction on size of increment above the minimum.

(3) No change of amount will be authorized during the term of an allot-
ment.

(4) For the purpose of simplicity and econcmy in payroll operations, no
deduction will be made for any period in which the allotter's net pay, after all
legal and previously authorized deductions fs insufficient to cover the
allotment, No adjustment will be wade in subsequent periods to make up for
deductions missed,

(f) Remittance. {1) One check will be seat by the payroll office each pay
peried, in the gross amount of deductions on the basis of curreat authoriza-
tions, to the Central Receipt and Accounting Point at each location for which
the payroll office has received allotment authorizations.

(2) The check will be accompanied by a statement identifying the
agency and the number of employee deductions. There will be no listing of
allocters included or of allotter discontinuances.
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(g} Discontinuance. (1) Allotments will be discontinued automatically:
(1) On expiration of the year withholding period.

(11) On death, retirement, or separation of allotter from the
Federal sgervice.

(2) The allotter may revoke his authorization at any time by requesting
it io writing from the payroll office. Discontinuance will be effective the
first pay period beginning after receipt of the written revocation in the pay-
roll office.

{3) A discontinued allotment will not be reinstated.

(h) Transfer. (1) When an allotter moves to another organizational unit
served by a different payroll office in the same CFC location, whether in the
same office or a different department or agency, his allotment authorization
will be transferred to the new payroll office.

(2) When there 1s a delay in recelving the transferred authorization in
the new payroll office, or when the allotter moves to a location covered by
another CFC, the allotter should be permitted to complete a new authorization
for the remalnder of the one-year withholding period, which will supersede and
revoke his previous authorization,

(3) uhen the allotter moves to a location not covered by a CFC, the
allotment will automatically be terminated unless continued by the individual.

(1) Accounting. {1} Federal payroll offices will oversee establishment of
ind{vidual allotaent accouunts, deductions each pay period, and reconciliation of
employee accounts in accordance with agency and General Accounting Office
requirements. The payroll office will accept responsibility for the accuracy of
remittances, as supported by current allotment authorizations, and internal
accounting and auditiong requirements.

(2) The Principal Combined Fund Organization is respousible for the
accuracy of transmittal of contributions, It shall transmit at least monthly
for campaigne of 5100,000 or more or quarterly if less than that awount, minus
only the shrinkage factor and approved fee for administrative cost reimburse-
ment. It shall remit contributions, less approved administrative costs and
shrinkage, to each agency or to the federated group, if any, of which the agency
i8 a member if all member agencles of that federated group, participating in the
local campaign, agree. It shall notify the federated groups, as soon as
practicable after the completion of the campaign (but in no case more than 60
days thereafter), of the amounts, 1f any, designated to them and their member
agencies and of the amounts of deemed-designated coantributions, if any,
allocated tc them and their member agencies.
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(3) Federated and natlomal voluntary agencies, or their designated
agents, will accept responsibility for: (i) rhe accuracy of distribution among
the voluntary agencies of remittances from the Principal Combined Fund
Orgaaization; and (il) arrangements for independent audit agreed upon by the

participating voluntary agencles.
13. National Coordination and Reporting.

(a) The Office for Regional Operations, U.S. Office of Perscnnel Manage—
ment, is respousidle under the Director for CFC arrangements.

{b) All locsl coordinating committees are required to notify the Office for
Regional Operations of their campaign areas, their chairman's name and address,
and the address of their Central Receipt and Accounting Point.

(c) All charimen of local Federal Coordinating Committees are requlired Co
furnish reports of campaign results to the Office of Regional COperations by
January I5 of each year. A repotting format will be furnished to CFC locations
prior to that date requesting information on the results of che caampailgn,
including the following:

(1) Basic data (number solicited, number of contributors);
(2) Payroll deductions (number authorizing, total pledged};
(3) Designations;

(%) Amount of undesignated receipts received by Principal Combined Fund
Organization;

{5) Campaign costs; and

(6) Narrative summary evaluation of CFC arrangement based upon campaign
experience. A copy of the report will be furnished to the local Federal
Coordinating Committee, the Principal Combined Fund Organization, and a copy
will be made available for inspection by other participating voluntary ageacies
and federated groups.

(d) All local activities will be coordinated with the national campalgn
under procedures issued by the Director through the Federal Personnel Manual
system and & handbook of instructions (or other appropriste issuance) for use by
participating voluntary organizations,

(e) Any decision of a local Pederal Coordinating Committee that is appealed
to the Director by any charitable agency or charitable federated group or by any
applicant for sclicitation privileges in a local campaign shall be given due
welght by the Director. Any such appeal shall be looked upon with disfavor
unless it raigses a substantial question of fairness, construction of thege
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regulations, or application of the policies, procedures, directives, and
guidance of the Director. Unless the Director orders otherwise, all burdens of
proof, of persuasion, and of going forward shall be borne by the appellant. An
appeal uay be dismissed as untimely unless it is received by the Director within
the ten (10) days next following after the appellant has received actual or
constructive notice of the decision from which the appeal is taken. Every
appeal shall be submitted in wriring; shall set forth a concise statement of the
decision from which the appeal is taken, the grounds for the appeal, and the
relief sought by the appellant; and shall be accompanied by written proof that
copies thereof have been served upon the local Federal Coordinating Committee
and any other proper party in interest whose participation in the appeal may be
appropriate for the just disposition thereof. The local Federal Coordinating
Committee and any other proper party in interest may respond to the appeal.
Every response, to be timely, shall be received by the Director within the five
{5) days next following after the respondent has received actual or constructive
notice of the appeal. Every response shall be submitted in writing; shall set
forth a concise statement of the facts and arguments that the respondent
believes are material; and shall be accompanied by written proof that copies
thereof have been served upon the appellant and any other proper party in
interest. The Director may, for good cause, extend or shorten the time limits
herein set forth and walve requirements for written submissions and proofs of
service., The Director may, In his scle discretion, review any decision of a
local Federal Cpordinating Committee and stay any decision of a local Federal
Coordinating Conmittee pending his review thereof. All decisions of the
Director shall be final, and shall be executed forthwith by the local Federal
Coordinating Committee or by such other person or entity as the Director may
direct to do so.
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{DAAG-PSI)

By Order of the Secretary of the Army:

JOHN A. WICKHAM, JR.
General, United States Army

Chief of Staff

Officlal:

ROBERT M. JOVCE

Major General, United States Army
The Adjutant General
Distribution:

To be distributed in accordance with DA Form 12-9A requirements for AR,
Personnel General. Active Army: D; ARNG: D; USAR: D,
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This change negates the authority of this regulation to govern on-the-job solicita-
tion for military relief and aid organizations and deletes the reference to the
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Effective 15 August 1979

This change updates the regulation in accordance with the provisions of
the Consent Order and Change 1 to DOD Directive 5035.5 dated 30 April
1979, entered in the case Riddles, et al. v. Department of the Army, Civil
No. 78-1037 (D .D.C.).

Interim changes to this regulation are not official unless they are au-
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The proponent agency of this regulation is the US Army Adjutant Gen-
eral Center. Usars are invited to send comments ond suggested im-

- prevements on DA Form 2028 (Recommended Changes to Publicotions
and Blank Forms) direct to HQDA {DAAG-PSI) WASH DC 20314.

By Order of the Secretary of the Army:

BERENARD W. ROGERS
General, United States Army
Official: Chief of Staff
J. C. PENNINGTON
Major General, United Stafes Army
The Adjutant General

DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA
Form 12-9A requirements for AR, Personnel General —D.
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ARMY REGULATION ' HEADQUARTERS
DEPARTMENT OF THE ARMY
No. 600-29 WABHINGTON, DC, 15 October 1978
PERSONNEL—GENERAL
FUND-RAISING WITHIN THE DEPARTMENT OF THE ARMY
Effective 15§ November 1978

This revision updates the regulation in accordance with DOD Directive 5085.1 and DOD Instruc-
tion 5035.5. Paragraphs 1, 4, 5, and 7 have been expanded. Additions include clarification of
voluntary giving, confidential gifts, coercion, limited fund raising by private voluntary organiza-
tions, and cooperation with recognized voluntary organizations in authorized solicitations.
Local supplementation of this regulation is prohibited, except upon approval of HQDA (DAAG-
P8I), WASH DC 20314.

Applicability
o
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APpENDIX  A. Manual on Fund-Raising Within the Federa! Service for Viluntary Health and Weifare Agencies.
Arpeypix B, Plan for DOD Combined Federal Campaign —— Oversess Ares

RETURN TO THE ARMY LIBRARY
ROOM 1A518 PENTAGON
WASHINGTON, D.C. 20310

¥ This regulation supersedes AR 600-28, 1 March 1978, including all changes.
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*1. General. Local and national health, welfare,
and emergency relief organizations depend upon
voluntary contributions to achieve their goals.
Department of the Army military and civilian
personnel, as citizens and as members of the
community, share the responsibility for sup-
porting these activities as well as enjoying their
benefits. Accordingly, each military member and
civilian employee of the Army will be given the
opportunity, through on-the-job solicitations, to
contribute voluntarily to recognized health and
welfare agencies under policies and procedures
in this regulation. Such on-the-job contributions
will permit truly voluntary giving. Additionally,
each individual will have the option of disclosing
or keeping his/her gift confidential. Any practice
that involves compulsion, coercion, or reprisal to
. the serviee member or civilian employee because
of the size of his/her contribution or his/her fail-
ure to contribute is prohibited.

2. Purpose. This regulation implements the pol-
icy and procedures of the US Civil Service
Commission Manual on Fund-Raising Within the
Federal Service for Voluntary Health and Wel-
- fare Agencies (app A).

3. Applicability. The program, practices, and
procedures, in this regulation apply to the Ac-
tive Army, the US Army Reserve, and the
Army National Guard. .

4. Policy. a. Fund raising at Army installations
and activities is not authorized except as pro-
vided in this regulation or other Army regula-
tions or as specifically approved by Department
of the Army.

b. The program and procedures in appendix A
will be applied by all components of the Army to
authorized fund raising by voluntary health and
_welfare agencies at Army installations and ac-
tivities without variation, except as provided in
this regulation.

¢. Solicitation by religious organizations, or
their affiliates, for health, welfare, emergency
relief and similar charitable purposes is gov-
erned by appendix A as modified by this regula-
tion. Except as otherwise provided in Army
regulations, other fund raising at Army installa-
tions and activities by religious organizations is

C 2, AR 600-29

authorized only in connection with religious
services.

*d. This regulation does not prevent local
employees from assisting the unfortunate. Col-
lection boxes for the voluntary donation of foods
or goods for worthy causes are permitted. The
decision to authorize such collections rests with
the commanders or heads of field installations or
activities.

e. Installation commanders in domestic areas
where Combined Federal Campaigns (CFC) are
held are authorized to apply for membership in
the local United Way so that welfare activities,
as determined by the commander, may share the
CFC funds. Affiliation requirements are entirely
subject to local United Way decisions. Installa-
tions located in nonfederated areas (locations
within the domestic area in which there is no
Community Chest or local chapter of United
Way of America) may request the local Federal
coordinating group to approve the participation
of instatlation welfare agencies and to make ar-
rangments for distribution of funds.

*f, Commanders or supervisors will not be
designated as keypersons to collect from indi-
viduals under their control or supervision.

*¢. Each keyperson will be furnished a copy
of the keypersons instructions (app C) and ac-
knowledge in writing that he/she has read and
will comply with those instructions and with AR

- 600-29,

*/i. One-on-one or small group solicitation by
commanders or supervisors is prohibited.

*i. No contribution shall be provided or ac-
cepted from one person in the name of another.
Keypersons shall not solicit multiple anonymous
contributions from one individual for the purpose
of representing that more than one gift was re-
ceived. Keypersons shall report multiple
anonymous contributions from the same indi-
vidual as one contribution.

*j. At the start of the CFC campaign each po-
tential contributor will be advised in writing of
the completely voluntary nature of the program
and of the available options for the return of con-
tributions in the manner deseribed in paragraph

- 5 below.
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5. Responsibility. Heads of Army Staff Agen-
cies and commanders of installations will—

a. Cooperate with and assist recupgnized volun-
tary health and welfare organizations and repre-
sentatives thereof or authorized organizations or
representatives of other Federal agencies, as
appropriate in the arrangements for and conduct
of authorized solicitations to meet the provisions
of appendix A and the needs of the communities.

b. Ensure the responsibilities for and enforce
the requirements of racial nondiscrimination
(chap. 7, app A).

¢. BEnsure that contributions te fund drives are
made on a truly voluntary basis. The purpose of
the Executive Order and the Federal fund
raising manual is to ensure voluntaly support
hy military and civilian personnel in recognized
annual fund drives held in the United States and
overseas. This does not reduce in any way the
obligation of staff agency heads and commanders
to conduct informative, effective vampaigns to
support recognized health and welfare organiza-
tions, or other organizations authorvized to con-
duct fund rasing campaipns at Army installa-
tion= and activities.

d. Ensure that each contributor is permitted
to make hissher gift confidentially without fear of
censure or criticism.

¢. Ensure that the listing of individual gifts of
contributors who do not chooze the confidential
envelope procedure iz used only as a control for
rautine collection and forwarding of contribu-
tions. It will not be used to permit supervisory
consideration of the amount of such giftz. Super-
visory discussion with a military member or
civilian employee on such a matter is prohibited.

[, Prohibit assignment of a dollar goal or quota
for each rank and grade of personne! taking part
in a fund raising drive.

¢. Prohibit competition among units, harass-
ment of contributors, or any practice that in-
volves compulsion, coercion, or reprisal directed
to the individual service member or civilian em-
plovee because of the size of hissher contribution
or his/her failure to contribute. Commanders,
officers, or supervisory personnel at the same or
successive levels of command will not hold re-

2
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petitive discussions, meetings, orientations, or
“eounseling” of individuals or groups of individu-
als who have failed to contribute.

/i, Establish an installation central CFC
campaign receipt office for the purpose of col-
lecting and forwarding all confidential or
anonymous contributions submitted on the in-
stallation as described in paragraphs 5i(4)(h)2
and 5i{4)¢)2 below.

#i. Ensure that each potential contributor is
advised in writing of the following options avail-
able regarding their decizion to contribute to the
campaign. This written notice may appear on the
campaign material prepared by the voluntary
agencies, the contribution form. or a separate
notice prepared locally and distributed with the
campaign lHerature. The notice will inform the
potential contributor that:

(1) He or she may return a completed and
signed form authorvizing a payroll deduction or
reflecting a cash contribution and that the indi-
vidual may choose to do =0 in a confidential man-
ner.

(2) He or =he may =ubmit an anonymous
cash comribution, or

(3) He or she may determine not to contrib-
ute at all, in which case nothing need be re-
turned.

(4) Contributivns und authorization forms
mayv be returned in the following maner:

{¢) Hand delivery of the completed au-
thorization form or contribution to the keyper-
201 o

{(h} Submission of a confidential contribu-
tion either hy—

1. Enclosing the completed authoriza-
tion form or contribution in a sealed envelupe
provided by the individual and hand delivering it
to the key person, who will forward it to the ap-
propriate CFC campaign receipt and accounting
office without opening, or

2. By mailing it directly to the instaila-
tion central receiving office, at an address desip-
nated on the pamphlet, contribution form, or
separate card, which will forward the envelope
through channels to the CFC without opening,
or
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(¢) Submission of an anonymous contribu-
tion either by—

1. Hand delivering it to the keyperson,
who will forward it to the installation central re-
ceiving office which will forward it to the appro-
priate CFC campaign receipt and accounting of-
fice without opening, or by—

2. Mailing it directly to the installation
central receiving office, at an address designated
on the pamphlet, contribution form. or separate
card, which will forward the envelope through
channels to the CFC without opening.

*/. Ensure that the information contained in
CFC forms will not be disclosed, disseminated,
or utilized for purposes other than payroll, ac-
counting, or administration. No lists of CFC con-
tributors or noncontributors will be compiled or
maintained. The information in CFC records will
not be retained bevond the time needed to meet
administrative requirements, All records or rus-
ters will be destroyed once the annual CFC re-
quirements have been met. The keypersons
campuatign report will be used for administrative
and accountability purposes only. This informa-
tion ix confidential and will not be given to any-
one othey than the division chairperson or proj
eet officer. No additional lists will be prepared
from this information. Kevpersons must destroy
their coples of the campaign report immediately
after turning in their final report and the cam-
paign is completed. The division or project offi-
cers will destroy thelr copies of the kevpersons’
campalgn report after the auditors have com-
pleted their reports.

L. Ensure that Civil Service Commission
(CSC) Form 804, when used to authorize payroll
deductions, is achnowledged as a record which
meets the Privacy Act criteria. The pledge form
is subject to section 7 of the Privacy Act because
it solicits social security numbers. The social se-
curity number iz required only when payroll de-
ductions are authorized and social security number
is required for payroll identification purposes.
Home addresses may not be required on the OSC
Form &4,

. Follow the Federal fund raising manual as
hereby modified—

w(1) Pesivability of 100 peveenf rolwntary
participation. Each individual shal_l be gi\'en an
opportunity to contribute. Campaign literature

C 2, AR 600-29%

may seek 100 percent participation. It will not be
urged is personal solicitation. The appeal for in-
dividual contributions sheuld be based upon the
merits of the specific campaign, as well as the
organizations and persons benefiting from dona-
tions. This appeal may also include comments
about individual responsibilities as eitizens to
support worthwhile community activities and to
assist others less fortunate. However, the set-
Yy nit or_installati ireentage § is

, prohibited. Contributions made under such 2

goal may not be truly volunatry. The desirability
of 100 percent participation will not be stressed
at any time during the personal, face-to-face
solicitation of individual contributors. The indi-
vidual will not be told, or lead to believe, cither
directly or indirectly, that he/she is the only one,
or one of a small number of persons, preventing
the achievement of 1M percent participation or
any goal. To solicit contributions in this manner
iz cooreive (para 11, item C, attachment to chap.
6, app A).

*{2) Assignment of dollar goals. Dollar
goals may be established at the base or installa-
tion level only. “Fair-Share Giving Guides” fur-
nished in campaign materials by voluntary agen-
cies are not individual assessments, quotas, or
goals and will not be se represented or inter-
preted. Such individual assessments, quotas, or
goals are prohibited.

*(3) Dissemination of report data. The dis-
semination of report information is limited to in-
stallation commanders, major activity heads,
and campaign officials. Data about subordinate
units will not be circulated for information
within & headquarters. No records concerning
percentages of participation will be compiled. No
records concerning total dollar contributions will
be compiled. whether by unit, base, ete., except
as are required 1o administer and account for the
funds collected and to prepare required cam-

algn reports (s Ars ; : 5,
app B). Unless specifically required by Appendix
B. reports forwarded from one headquarters to
another will include only the consolidated total
collected. They will not indicate the relative
standings. amounts collected, or percentage of
participation of the individual subordinate units of
the reporting headquarters.

-

2.1
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(4) Awards and rewards. To prevent direct or
indirect coercion, no awards or rewards initiated
within the Army shall be made to individual solici-
tors for achievements in & fund drive. Such individ-
ual achievements will not be publicized. Awards
from higher headquarters to subordinate units or
their commanders for goal accomplishment or per-
cent of participation are prohibited. Comments on
efficiency reports, plaques, passes, “training holi-
days,” relief from guard duty or details, and all
other incentives or rewards to those who contribute
to fund drives are also prohibited. However, awards
and rewards, such as letters of commendation, for
‘exceptional performance in organization or ad-
ministration of a campaign may be made. The above
restrictions do not prevent publicity that a fund-
raising campaign will be, ia being, or has been con-
ducted. The consolidated total dollar contribution of
the installation may also be publicized. Also, these
restrictions do not prevent awards of any kind to
persons or units by groups outside the Army. High-
er headquarters may endorse such awards to desig-
nated units.

(5y Publicity. Publicity on unit progress or per-

centage of participation such as charts, bulletin
boards, special reports, daily bulletin or other an-
nouncements, “thermometers,” and other publicity
indicating unit standings or comparative standards
and achievements is prohibited. Such publicity can
lead to competition and supervisory comparison,
creating pressures which may result in coercion. At
the instailation level, the use of a “thermometer” ie
permitted, but it may illustrate only the progresgion
of the entire installation toward the installation
gosl, if one has been established, or total installa-
tion- contributions. Unit contributions will not be
indicated separately.
8. Solicitation overseas. a. The Combined Feder-
a} Campaign-Overseas Area is conducted in accord-
ance with the plan in appendix B. The CFC is held
* during a six-week period in September and October
each year at all overseas areas served by the Unified
~ Commands, except the Panama Canal Zone, Hawaii,
the Commonwealth of Puerto Rico, and Alaska.

b. Commanders and heads of installations and
activities overseas will use accounting and report-
ing procedures for contributions collected in accord
with the accounting and reporting provisions of ap-
pendix B.

¢. Major overseas commanders will see that edu-
cationa) material, operational forms, and envelopes

C 3, AR 600-28

for Federal campaigns furnished by the participat-
ing voluntary agencies are distributed to all Army
activities within the geographical limits of their
command except MAAG, missions, and attaches.

'7. Deferred payments of contributions. Com-

manders and heads of Army installations in the 50
United States, the Panama Canal Zone, and Puerto
Rico, at their discretion and in accordance with the
provigions of appendix A, will provide for keyper-
son collection of installation pledges in campaigns
which have established dollar goals when the volun-

‘tary agencies invoived provide for deferred pay-

ment of contributions.

* 8, Internal welfare solicitations. Legal au-
thority for the Federal fund-raising program is
Executive Order 10927, Solicitstions conducted
among their own members by organizations com-
posed of civiian employeea or members of the
Armed Forces for organizational support or for
benefit or welfare funds for their members are ex-
cluded from the Federal program by section 3 of EQ
10927, contained in appendix A. Such solicitations
will not be made during conflicting periods, or in
any other way conflict, with authorized solicitations
for recognized local and national health and welfare
agencies.

*a. The Army Emergency Relief may solicit
among its membership for the welfare and relief of
its members in accordance with AR 930-4,

b. Locsl commanders may authorize on-post pri-
vate organizations to conduct fund-raising cam-
paigns for installation welfare and recreational ac-
tivities, provided that—

(1) The ultimate beneficiary activities or
organizations are private in nature (AR 230-1);

{2) The objective of these activities is the con-
duct of welfare and recreational activities limited to
the military community;

(3) These activities are free from the control
and direction of any parent or affiliate organization
in regard to the disposition of funds and other as-
gets; and

{4) Contributions are specifically designated
and beneficiary is identified.

c. Internal welfare solicitations may be supple-
mented by appropriate benefits conducted at the
discretion of the installation commander, Com-
manders requested to authorize private organiza-
tions to conduct such benefits on-post will be guided

graph 3-3, AR 230-60 and paragraph

(4 17bJAR 360-61.

Ny (=%
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C3, AR 800-29 15 May 1981

% 9. Communication with Headquarters, De- ing the Federal Fund-Raising Program should be ad-
partment of the Army. Communications concern-  dressed to HQDA(DAAG-PSI), WASH DC 20310.

# US.GOYERNMENT PRINTING OFFICE: 1981 —341-661:1471
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EXECUTIVE ORDER
10927

ABOLISHING THE PRESIDENT’S COMMITTEE ON FUND-RAISING
WITHIN THE FEDERAL SERVICE AND PROVIDING FOR THE CON-
DUCT OF FUND-RAISING ACTIVITIES

By virtue of the authority vested in me as President of the United States, it is ordered as fol-
lows:

Section |, The President's Committee on Fund-Raising Within the Federal Service. estab-
lished by Exccutive Order No, 10728 of September 6. 1957, is hereby abolished. and that order is
hereby revoked.

Section 2. (a) The Chairman of the Civil Service Commission shall make arrangements for
such national voluntary health and welfare agencies and such other national voluntary agencies as
may be appropriate to solicit funds from Federal employees and members of the armed forces at
their places of employment or duty stations.

(b} In making the arrangements required by subsection (a) of this section, the Chairman of the
Civil Service Commission is authorized to consuit with appropriate interested persons and organi-
zations. the national voluntary agencies, and the executive departments and agencies concerned.
Such arrangements shall (1) permit true voluntary giving and reserve to the individual the option of
disclosing his gift or keeping it confidential; {2) designate specific periods during which solicitations
may be conducted: and (3} provide for not more than three solicitations annually. except in cases
of emergency or disaster appeals for which specific provision may be made by the Chairman of the
Civil Service Commission.

Section 3. This order shall not apply to solicitations conducted by organizations composed of
civilian employees or members of the armed forces among their own members for organizational
suppor! or for benefit or welfare funds for their members. Such_ solicitations shall be conducied
under policies and procedures gpproved by the head of the depariment or agency concerned.

Section 4. All records and property of the President’s Committee on Fund-Raising Within the
Federal Service are hereby transferred to the Chairman of the Civil Service Commission,

Section 5. This order shall become effective forty-five days-after its date.

THE WHITE HOUSE JouN F, KENNEDY
March 18, 1961,
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FEDERAL FUND-RAISING MANUAL
{Reprinted April 1977)

PREFACE

This manual is a reprint of the Manual on Fund-Raising Within the Federal
Service for Voluntary Health and Welfare Agencies originally issued in May
1963.

The first change to this reprint will be Change No. 1.
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PLAN FOR THE MANUAL

A Loose-leaf Reference Publication

This manual is the official medium of the
Chairman of the U.S. Civil Service Commis-
sion for issuing policy. procedures and infor-
mational material on the fund-raising program
in 1the Federal service. The manual provides
guidance to Federal officials and representa-
tives of recagnized voluntary health and wel-
fure agencies on fund-raising practices in the
Federal service,

To keep the manual current and complete. it
is in loose-leaf form and revisions are issued as
replacement pages. Revised pages and instruc-
tions for pen-and-ink changes are conveyed by
a4 numbered series of transmital sheets. The
transmittal sheets describe the nature of the
revision, and the replacement pages identify
the specific changes in the text by a star at the
bepinning and at the end of revised material.
The deletion of part of a paragraph is indicated
by two consecutive stars; of an entire paragraph
by a hine of stars, Transmittal sheets should be
filed in numerical order in the back of the book
as a check on the receipt of all numbers issued.

There are no binders or tabs designed specif-
ically for the manual. Manua! material is
punched to fit an ordinary three-ring binder.

Information for Coordinating Purposes

A Fund-Raising Bulietin s issued by the
Chairman of the Civii Service Commission
each spring 1o announce the national volumtary
agencies approved for solicitation privileges in
the Federal service during the ensuring cam-
paign period. Other communications will be
issued. as necessary.

A detailed guideline for effective campaign-
ing on the job is incorporated in Chapter 6. in

FEDERAL FUND-RAISING MANUAL

suitable form for reproduction and distribution
to Federal campaign officials and keyman as
needed.

Procurement and distribution Within the Feder-
al Service

Federal departments and agencies are ex-
pecied to purchase copies of the manual and its
revisions by requisition from the Government
Printing Office. Copies should be distributed to
all points within the agency that maintain ad-
ministrative regulations, As a minimum. a copy
of the manual should be availabie at all places
of major employment. The manual may be re-
produced for incorporation into an agency's
internal administrative manual system,

Purchase by Voluntary Agencies

Voluntary health and welfare agencies and
other non-Federal organizations cannot use the
official requisition procedures described above.
They may purchase the manual from the Su-
perintendent of Documents, Government Print-
g Office. Washington, D.C. 20401.

Inquiries About the Program

Technical questions or compiaints about
functioning of the program in a particular de-
partment's or agency's campaign should be
addressed 1o the agency's Fund-Raising Pro-
gram Coordinator. General inguiries about the
program as it applies in more than one agency
should be addressed to the appropriate Federal
coordinating group at the jocation involved. If
there is no Jocal group. inquiries may be ad-
dressed 10 the Assistant 1o the Chairman, U.S.
Civil Service Commission. Washington, D.C.
20415,

APRIL 1977
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CHAPTER | 1

GENERAL INFORMATION

1.1 BACKGROUND AND PURPOSE OF
THE PROGRAM. It has always been Federal
Government policy to cooperate with and assist
voluntary health and welfare apencies in solicit-
ing funds for worthy causes from Federal per-
sonnel. At one time. the increasing number of
fund drives began 10 create an administrative
burden for Federal officials. They were be-
sieged by dozens of agencies seeking endorse-
ments and the privilege of soliciting empioyees
on the job. In addition. employees were con-
fused by the muitiplicity of appeais—as many
as 10 to 20 a year in some departments. After
extensive study of the situation, a uniform pro-
gram was established in 1956 to limit the num-
ber of campaigns and to insure true voluntary
giving by Federal personnel. The purpose of
the fund-raising program within the Federal
service is (o establish policies and procedures
governing the solicitation of Federa) civilian
and military personnel for contributions to pri-
vate charitable and other humanitarian organi-
zations. The program was originally monitored
by the President’s Committee on Fund Raising
Within the Federal Service. When the commit-
tee was abolished. its responsibilities were as-
signed 1o the Chairman of the U.S. Civil Serv-
ice Commission by Executive Order 10927 of
March 18, 1961.

1.2 SCOPE. The program governs al} fund-
raising by private voluntary agencies among
Federal employees and members of the armed
forces at their places of employment or duty
stations. Thus, it is applicable 10 5§ million civil-
ian and military personnel in all executive de-
partments and agencies throughout the world.
The program does nol apply to solicitations by
organizations of Federal employeces or mem-
bers of the armed forces among their own
members and for their own benefit. These so-
licitations are excepted from the program by
section 3 of Executive Order 10927 and are
governed by rulgs approved by the head of the
department or agency concerned.

APRIL 1577

1.3 LEGAL AUTHORITY. The policies and
procedures prescribed in this manual are direct-
ed to the heads of all executive departments
and agencies under the authority of Executive
Order 10927.

i.4 SUMMARY DESCRIPTION
PROGRAM

OF THE

1.41 Eligibility of National Voluntary Agen-
cies. National voluntary agencies apply to the
Chairman of the Civil Service Commission
each year for on-the-job solicitation privileges
in the Federal Government. Eariy each caien-
dar year. he issues a list of agencies which
have met the prescribed standards as to pro-
gram objective, administrative integrity. and
financial responsibility,

1.42 Assigned Campaign Periods. Federal
fund-raising campaigns are assigned to fall.
winter, ot spring periods. In the United States.
Combined Federal Campaigns are held in the
fall: the DOD Overseas Combined Federal
Campaign is also held during a 6-week period
in the fall. Where there is no Combined Feder-
al Campaign. the fall period is desigrated for
united funds. community chests, or other local
federated groups: the winter period for national
health agencies and international service agen-
cies: and the month of March for the American
Red Cross. except in communilies where it par-
ticipates in a local united fund or Combined
Federal Campaign.

1.43 Joint Arrangements. Recognized naticnal
voluntary agencies which have been assigned
to the same period are required to coordinate
solicitation arrangements at all locations where
they run campaigns. For example. except
where Combined Federal Campaigns are held,
the national health agencies and the interna-
tional service agencies., both assigned to the
winter period. must coordinate their cam-

paigns.
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CHAPTER 1—GENERAL INFORMATION

Coordinated campaigns are developed by the
participating voluntary agencies under adminis-
trative arrangements which provide for individ-
ual agency recognition. description of ecach
agency’s services and allocation of coninbu-
tions in accordance with the specific designa-
tions by donaors.

.44 Combined Federal Campaign. At locations
where there are 200 or more Federal personnel,
all campaigns must be consolidated into a sin-
gle annual drive. the Combined Federal Cam-

paign.

1.45 Decentralized  Operations.  Voluntary
agency representatives initiate campaigns in
their assigned periods by direct contact with
the heads of Federal offices and instaltations in
the Jocal communities. Each Federal agency
conducts its own soliciation among its employ-
ees, using campaign materials, supplics and
speakers furnished by the voluntary agencies.

.46 Solicitation Methods. Employee solicita-
tions are conducted during duty hours using
methods which permit true voluntary giving

FEDERAL FUND-RAJSING MANUAL

and reserve to the individual the option of dis-
closing his gift or keeping it confidential.

1.47 Off-the-Job Solicitation. Many worthy
voluntary agencies do not participate in the on-
the-job program because they do not wish to
join in its coordinated arrangements of because
they cannot meet the requirements for eligibili-
ty. Such agencies may. of course, solicit Fed-
eral employees at their homes. as they do other
citizens of the community, or appeal to them
through union. veteran, civil, professional, or
other private organizations. In addition, limited
arrangements may be made for off-the-job so-
licitation on military installations and at en-
trances o Federal buildings.

1.5 FEDERAI POLICY ON CIVIC ACTIVI-
TY. Federal personnel are encouraged to parti-
cipate actively in the work of recognized vol-
untary agencies—as members of policy boards
or committees, heads of local campaign units,
or volunteer workers—io the extent consistent
with agency policy and prudent use of official
time. They are encouraged, also, lo devote as
much of their privale time as possible to such
volunteer work in the public interest.

APRIL 1977
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CHAPTER 2 3

ORGANIZATION AND FUNCTIONAL RESPONSIBILITIES

1.1 DEVELOPMENT OF POLICY AND
PROCEDURES

2.0 Chairman of the Civil Service Commis-
sion. The Chairman is responsible under Presi-
dential authority for establishing fund-raising
policies and procedures in  the executive
branch. With the advice of the interested orga-
nizations and the Federal departments and
agencies. he makes all basic policy. procedural
and eligibility decistons for the program.

212 Policy Committee. The Policy Cammuittee
is appointed by the chairman and consists of a
setected number of Fund-Raising Coordinators
from the executive departments and agencies
and the presidents. or their personal represent-
atives. of the largest employee organizations in
the Federal service. It is responsible for pro-
viding direct working participation hy Federal
apencies and employee organizations in the
development of the propram. It acts through
general meetings and ad hoc working commit-
tees. as required.

213 Eligibility Committee. The  Eligibility
Committee consists of a chairman and four
other members selected by the Chairman from
the Policy Commiltee. The committee is re-
sponsible for recommending to the Chatrman:

a. Elipibility determinations on national vol-
untary agencies:

b. Modification of eligibility standards and
requiremens as needed:

¢. Any other matters as requested by the
Chairman.

2.2 PROGRAM ADMINISTRATION

2.21 Federal Agency Heads. The head of each
executive department and agency is responsible
for:

a. Seeing that voluntary fund-raising within
his department or agency is conducted in
accordance with the policies and proce-
dures prescribed by this manual;
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b. Designating a top-level represemative as
Fund-Raising Program Coordinator to
work with the Chairman of the Civil Ser-
vice Commission as necessary in the ad-
ministration of the fund-raising program
within his agency:

¢. Assuring full participation and coopcera-
tion from his installations in local fund-
raising campaigns.

2.2 Fund-Rajsing Program Coordinators. The
responsibilities of agency Fund-Raising Pro-
gram Coordinators are to:

a. Cooperate with the Chairman of the Civil
Service Commission and the represenia-
tives of national voluntary agencies in the
development and operation of the pro-
gram;

b. Maintain direct liaison with the Office of
the Chairman in the administration of the
program;

¢. Publicize program requirements through
out the department or agency:

d. Answer inquiries about the program from
officials and employees and from external
sources;

¢. Investigate and arrange for any necessary
corrective action on complaints that allege
violation of fund-raising program require-
ments within the agency.

2.3 PROGRAM COORDINATION. The Office
of the Chairman, Civil Service Commission,
coordinates the agencies' administration of the
fund-raising program and maintains liaison with
national voluntary agencies.

2.4 LOCAL VOLUNTARY AGENCY REP-
RESENTATIVES. The eligible national volun-
tary agencies provide their Stale and local rep-
resentatives with policy and procedural guid-
ance on the Federal program. The local repre-
sentatives are responsible for:

a. Initiating local campaigns in the Federal
establishment;

FEDERAL FUND-RAISING MANUAL
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4 CHAPTER 2—ORGANIZATIONAL AND FUNCTIONAL RESPONSIBILITIES

b. Furnishing educational matenials, speakers
and campaign supplies appropriate to the
Federal program.

2.5 LOCAL FEDERAL AGENCY HEADS.
The head of the Federal department or agency
provides the heads of the local Federal offices
and installations with copies of the Federal
fund-raising manual. The local agency heads
are responsible for:

a. Cooperaling with State or local represent-
atives of eligible voluntary agencies and
with the local Federal officials in organiz-
ing local Federal campaigns:

b. Undertaking official campaigns within
their offices or installations and providing
active and vigorous support with equai
emphasis for each authorized campaign:

c. Assuring that personal solicitations on the
10b are orpanized and conducted in ac-
cordance with the procedures in Chapter
6:

d. Insuring that authorized campaigns are
kept within reasonable administrative lim-
its of official time and expense.

e. In addition. if no local Federal coordinat-
ing group exists, the head of the local
Federal installation which has the largest
number of civilian and military personnel
is responsible for administering the non-
discrimination requirements of Chapter 7
in his local area.

26 LOCAL FEDERAL COORDINATING
GROUPS. When there are a number of Federal
agency offices and installations in the same |o-
cal area, some inieragency coordination is nec-
essary in order to achieve effective community-
wide campaigns and to improve general under-
standing and compliance with the fund-raising
program. The Chairman of the Civil Service
Commission assigns the responsibility for local
coordination 10 existing organizations of Feder-
al agency heads whenever possible, and to spe-
cial commitiees where needed.

The local Federal coordinating group is author-
ized to make finai decisions within the provi-
sions established in the manual, when the vol-
untary groups are unable 10 agree on campaign
matters, or when their agreed upon action is
not consistent with the manual.

FEDERAL FUND-RAISING MANUAL

2.6) Authorized Local Federal Coordinating
Groups. Coordinating responsibility is assigned
to one of the following organizations:

a. Federal Executive Boards. These boards
exist in principal cities of the United
States for the purpose of improving inter-
agency coordination. They are composed
of local Federal agency heads who have
been designated as Board members by the
heads of their departmenis and agencies
under Presidential authority.

b. Federal Executive Associations and Busi-
ness Associations. These self-organized
associations of local Federal officials exist
at many points of Federal concentration
for the purpose of general interagency
cooperation,

c. Fund-Raising  Program  Coordinating
Committees. These commitiees are estab-
lished in communities, as needed, under
the authority of E.Q. 10927, where there
is no Federal coordinating group in exist-
ence. Leadership in organizing such a
committee is the responsibitity of the
head of the local Federal installation
which has the largest number of civilian
and military personnel. Local Federal
agency heads or their designated repre-
sentatives serve on the commttee and
determine all organizational arrangements.

2.62 Fund-Raising Responsibilities. Within the
limits of the policies, procedures and arrange-
ments made nationally, the fund-raising respon-
sibilities of local federal coordinating groups
are to:

a. Facilitate Jocal compaign arrangements.
The Federal coordinating group (1) names
a high-level chairman for the authorized
Federal campaigns, (2) provides lists of
Federal activities and their personnel
strength, (3) cooperates on interagency
briefing sessions and kick-off meetings,
and (4) supports appropriate publicity
measures needed 1o assure campaign suc-
cess.

b. Improve Federal agency understanding
and compliance with program policies and
procedures. The coordinating group serves
as the central medium for resolving pro-
gram questions locaily, to the extent pos-
sible. Any questions which cannot be re-
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CHAPTER 2—ORGANIZATIONAL AND FUNCTIONAL RESPONSIBILITIES

solved locally may be referred 1o the
Office of the Assistant to the Chairman,
U.S. Civil Service Commission. Washing-
ton, D.C. 20415,

", Administer program requirements. The
coordinating group is responsible for or-
ganizing o local Combined Federal Cam-
paign. where appropriate; administering
the requirements for a policy and practice
of racial nondiscrimination by voluntary
agencies participaling in local Federal
campaigns; and acting upon any problems
of » voluntary agency’s noncompliance
with the policies and procedures of the
Federal fund-raising program.

. Develop Understanding of Volumtary
Agency Programs. Familiarization with
the work of participating voluntary agen-
cies 15 highly commended 1o all Federal
employees and particutarly to members of
the Federal coordinating groups. Because
of the group’s particular responsibilities in
connection with the fund-raising program.
it 15 valuable for members 1o develop a
broad understanding of the different vol-
untary groups’ programs. They can do

APRIL t977

e.

this through service on community-wide
planning and allocation bodies or service
as volunteers. However., they should
avoid participating in decisions of Federal
coordinating groups that concern the dis-
tribution of campaign funds while serving
on committees or boards of specific local.
national. and international voluntary agen-
cies.

Communicate with the Office of the Chair-
man of the Civil Service Commission.
Each local Federal agency head receives
fund-raising directions through his agency
channels and can raise questions that per-
tain to fund-raising activities within his
agency by the same means. However, the
coordinating group refers unresolved local
fund-raising questions or problems that
are common to several Federal agencies
directly to the Office of the Chairman for
decision. The Chairman of the Civil Serv-
ice Commission communicates directly
with the chairman of the local coordinat-
ing group for information about the local
fund-raising situation.

FEDERAL: FUND-RAISING MANUAL
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CHAPTER 3 7

CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES
(Excluding Combined Federal Campaigns)

3.1 TYPES OF VOLUNTARY AGENCIES.
Voluntary agencies are private. self-governing
organizations financed primarily by contribu-
tions from the public. Some are national in
scopc, with a nationail organization and state or
local chapters or affiliates. Others are primarily
local. both in form of orgamzation and extent
of services. The Federal program involves so-
licitation arrangemenis for four broad catego-
ries of such agencies:

a. Local health., welfare. or recreational
services agencies, such as visiting nurse
assaciations. homes and clinics for chi-
dren and the aged. and neighborhood cen-
ters for youth recreation and guidance.

b. National heaith agencies providing re-
search and public education on a national
basis as well as local services, e.g.. lhe
American Cancer Society and American
Heart Association.

¢. National and international welfare. recrea-
tional services. and emergency reltief—the
American National Red Cross.,

d. National agencies having an international
service function which involves health,
welfare or freedom-building programs in
foreign countries, such as CARE and Proj-
ect HOPE.

3.2 TYPES OF FUND-RAISING METH-
ODS. The methods used by voiuntary agencies
in public fund-raising are usually characterized
as federated or independent. A federated cam-
paign is one conducted by a united fund or lo-
cal community chest. In federated campaigns,
local voluntary agencies join contractually into
a single organization for fund-raising purposes.
A local community chest, united fund, or other
local federated group will be considered and
supported as a single agency. Local chapters or
affiliates of some national agencies are usually
admitted as additional participating members of
the {federated group.

An independent campaign is one conducted
APRIL 1977

by a local or national voluntary agency through
its own fund-raising organization. Some nation-
al apencies conduct only independent cam-
paigns as a maitter- of agency policy. Others
cither campaign independently or participate in
federation dependent upon Jocal circumstances
and the admission policies of local federated
groups.

3.3 CONSIDERATIONS IN MAKING
FEDERAI. ARRANGEMENTS. Because of
the number of worthy voluntary agencies and
their major differences in fund-raising policy,
coordinated arrangements arc necessary in ofr-
der 1o provide Federal employees an opportuni-
ty. within reasonable administralive expense,
to make their contributions. Both federated and
independent fund-raising policies are supported
since each respongds to the legitimate purposes
of the volumary agencies involved. However,
in order to keep the number of on-the-job so-
licitations practical, independent appeals must
be grouped into joint campaigns of agencies
having similar characteristics, ¢.g.. the Nation-
al Health Agencies and the International Serv-
ices Agencies.

3.4 DEFINITION OF TERMS USED IN
FEDERAI. ARRANGEMENTS

3.41 Domestic Area. The 50 United States, the
Panama Canal Zone. and the Commonwealth
of Puerto Rico.

3.42 Overseas Area. All other points in the
world where Federal employees or members of
the armed forces are stationed.

3.43 Recogmzed National Voluntary Agency.
An agency which has been declared eligible by
the Chairman of the Civil Service Commission
for participation in independent or joint cam-
paigns in the Federal establishment.

FEDERAL FUND-RAISING MANUAL
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8 CHAPTER 3—CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES

3.44 National Voluntary Agency 'Supported
Primarily through United Funds and Communi-
ty Chests.”” An agency which penerally solicits
within the Federal establishment as a partici-
pating member of community chests, united
funds or other {ocal federated groups which are
members in pood standing of., or are recognized
by. the United Way of America, for example,
United Service Organizations, Inc. (USO).

3.45 Federated Community. A federated com-
munity is a location within the domestic area
where a federated fund-raising program is oper-
ated by nationat and local voluntary agencies
through o community chest. united fund or
other local federated group which is 4 member
in good standing of. or s recognized by. the
United Way of America. and which meets the
nondiscrimination requirements prescribed in
Chapter 7 and the requirements for the adop-
tion and use of the Uniform Standards for
Accounting and Financiai Reporting. In a feder-
ated community, recognized national voluntary
agencies can join the federated campaign group
or participate in individual campaigns. Howev-
er. voluntary agencies “‘supported primarily
through united funds and community chests™
are authorized to solicit on-the-job in a federat-
ed community only as participating members of
the local fund or chesl.

3.46 Nonfederated Community. A location
within the domestic area where there is no fed-
erated fund-raising program or where the feder-
ated program does not inciude any national
voluntary agency of the types defined in para-
graphs 3.43 and 3.4 or does not meet the non-
discrimination requirements prescribed in
Chapter 7 and the requirements for the adop-
tion and use of the Uniform Standards for
Accounting and Financial Reporting.

3.5 POLICIES GOVERNING
ARRANGEMENTS

FEDERAL

a. Campaign Arrangements Established Na-
tionally. The basic campaign arrange-
ments in this chapter have been estab-
lished by the Chairman of the Civil Serv-
ice Commission after considering the
views of representatives of national vol-
untary agencies, the executive depart-

FEDERAL FUND-RAISING MANUAL

ments and agencies. and Federal empioy-
ee organizations. Commitments are made
nationally in order for the independemt
national voluntary agencies to develop
and administer joint campaigns in the
Federal establishment. Therefore. local
Federal agency heads are not authorized
to vary from the established arrangements
excepl 10 the extent that local variations
are expressly provided for.

b. Number of Solicitations. Not more than
three solicitations on the job will be made
at any location annually on behalf of vol-
untary health. welfare, or international
service agencies. except in the case of an
cmergency or disaster appeal for which
specific prior approval has been pranted
by the Chairman of the Civil Service
Commussion. At locations where the Red
Cross participates in a local federaled
campatgn no more than two such solicita-
tions will be made annually. Only one so-
ticitation will be made at locations where
there is u Combined Federal Campaign.

¢. No Duplicate or Suppicmenial Campaigns.
No one voluntary agency may be permit-
ted 10 solicit Federal personnel at their
place of employment or duty station more
than once in any year except in the case
of an approved emergency or disaster
appeal.

d. Responsible Conduct. In the event a na-
tionai voluntary agency fails to adhere to
the eligibility requirements or to the poli-
cies and procedures of the Federal pro-
gram. solicitation privileges may be with-
drawn by the Chairman of the Civil Serv-
ice Commission at any time after due no-
tice and opportunity for consuitation.

3.51 Federated Campaigns.

3.511 Awhorization. A local community
chest, united fund or other local federated
group which is a member in good standing of,
or is recognized by, the United Way of Ameri-
ca, Inc., and which meets the non-discrimina-
tion requirements prescribed in Chapter 7 and
the accounting and financial reporting require-
ments spelled out in Section 5.33 of Chapter 5
of this manual is authorized on-the-job solicita-
tion privileges in its local campaign area on
behalf of any of its member agencies which
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CHAPTER 3—CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES 9

also meet these requirements. Certification as
to compliance with the nondiscrimination re-
quirements must be made by the member agen-
cy. Certifications as to the accounting and fi-
nancial reporting requirements on behalf of
local united funds and each member agency
will be made by the United Way of America to
the Office of the Chairman of the Civil Service
Commission. While it is expected that all funds
and member agencies will conform (v this re-
quirement. special circumstances may require
an exceplion. Requests for exception should be
directed by the United Way of America on
behalf of the local fund or a member agency to
the Office of the Chairman. U.S. Civil Service
Commission.

If a member agency does not meet the ac-
counting and fAinancial reporting and nondiscrim-
ination requirements. it shall not be permitted
10 solicit contributions from Federal personnel
tn the local arca. Failure by a member agency
1o meet the accounting and fnancial reporting
requirements will not affect the right of the en-
tire fund or other member agencies which meet
such requirements to solicit. However, failure
of a member agency to meet the nondiscrimina-
tion requirements may disquahfy the fund from
soliciting contributions. The fund-raising privi-
leges may be cancelled after notice to the Unit-
ed Way of America of intent to cancel unless
corrective action is taken. 1f the local fund or
chest does not meet these requirements. the
local arca becomes a nonfederated community
for purposes of fund raising. and solicitations
will be coordinated in accordance with Section
3.52 of the Manual.

3.512 Regquirements. To be eligible for partic-
ipation in the Federal fund-raising program,
the local federated group should be broadly
representative on its board and committee
membership of the social and economic charac-
teristics of the community and should be mak-
ing bona fide cfforts to meet community needs.
Also. requirements for participation in a local
federated group must be in writing, and availa-
bie to the public, reasonable, and applied fairly
and uniformly 10 all local agencies requesting
participation. Procedures must be provided by
the federated group for at least one review of
any decision denying participation requested by
a local agency. The review must be conducted
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by a committee or group within the federated
organization which did not participate in the
original decision. A written statement of the
reasons for denial must be provided to the ap-
plicant agency. (Note: Where a local chapter or
affiliate of a national agency. precluded from
independent participation in the Federal fund-
raising program because the agency is suppori-
ed primarily through united funds, is not ap-
proved for participation by a jocal united fund.
such chapter or affiliate may request a Civil
Service Commission review to determine that
the reasons for its non-approval are not *‘arbi-
trary and capricious.” Before taking any ac-
tion, the Civil Service Commission will ask for
4 report on the fucts by the United Way of
America.)

3513 Causes Excluded. Solicitation for a
health or other *‘cause.” e.g.. for '‘Mental
Health.”” *"Heart Disease,” without identifica-
non of the specific volunlary agency for which
the funds are sought, is not authorized. All
funds collected from Federal personnel must
be allocated only to specific voluntary agencies
in accordance with the contractual agreements
of the fund or chest,

3.5t4 Campaign Period. The fall of the year
is reserved for local federated campaigns, coor-
dinated solicitations or combined campaigns in
the Federal establishment,

3.52 Coordinated Solicitations in Nonfederated
Communities and Mixed Areas.

3.521 Nonfederated Communities. In a non-
fcderated community as defined in paragraph
3.46. recognized national voluntary agencies
and national voluntary agencies ‘‘supported
primarily through united funds and community
chests'" are eligible to participate with purely
local voluntary agencies in a coordinated solici-
tation during the fall of the year. Purely iocal
voluntary agencies must have earned good witll
and acceplability within the overall geographic
area covered by the campaign, and must meet
the nondiscrimination requirements set forth in
Chapter 7 and the accounting and financial re-
porting requirements spelled out in Section 5.33
of Chapter 5 of this manual. In nonfederated
areas, voluntary agencies participating in fund-
raising within the Federal service will provide

FEDERAL FUND-RAISING MANUAL
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10 CHAPTER 3—CAMPAIGN ARRANGEMENTS FOR VOLUNTARY AGENCIES

certifications to local Federal officials. Where
there are special circumstances (e.g., lack of
professional staff, small size of fund), the local
Federal officials may request an exception from
the Office of the Chairman, U.S. Civil Service
Commission. on behalf of the agencies.

The cligibility of local agencies desiring to
join in the solicitation will be determined by
the local Federal coordinating group, where
one exists. The standards in Chapter § will be
used as guidelines in determining eligibility.
The local and national voluntary agencies that
are eligible 10 participate in a coordinated solic-
itation will be responsible for developing an
appropriate fund-raising organization to handle
all phases of the campaign. Campaign arrange-
ments in consonance with the Federal program
will be worked out by the local Federal coordi-
nating group and the local voluntary fund-rais-
ing organization.

3.522 Mixed Areas. In an area where a Fed-
eral installation overlaps or is part of two or
more federated or nonfederated communities.
the Federal coordinating group is authorized to
develop a coordinated solicitation best suited to
the needs of the locality. Arrangements in con-
sonance with the Federal program will be
worked out with the representatives of the lo-
cal and national voluntary agencies and the
federated groups in nearby communities in
which the Federal personnel reside on a mu-
tually agrecable basis.

1.53 Independent Campaigns.

3.531 American National Red Cross. The
American Red Cross can conduct independent.
campaigns tn the month of March at all loca-
tions where it has a chapter that:

a. Does not participate in a united fund or
other federated or combined campaign:
and

b. Is organized to sefve the community with-
in which the Federal office or installation
is located or nearby.

3.532 Joint Campaigns of Other Recognized
National Voluntary Agencies. Except for loca-
tions covered by a Combined Federal Cam-
paign, joint campaigns are authorized under
administrative arrangements developed by and
mutually acceptable to the participating volun-
FEDERAL FUND-RAISING MANUAL

tary agencies, and must inciude the following
conditions:

a. Joint and Concurrent Operation. All rec-
ognized national health agencies will con-
duct one joint campaign. and the interna-
tional service agencies another; the two
groups will solicit concurrently in the
same period at all authorized locations.

b. Authorized Locations—Health Agencies.
Each recognized rnationat health agency
may participate at those locations where it
is represented by a state or local chapter
or affiliate:

{1 Which does not participate in a local
united fund or community chest cam-
paign.

(2) Which is organized to serve the com-
munity within which or where nearby
a Federal office or installation is Jocat-
ed: and

(3) Which shares fully in the planning,
work and expense of the local joint
campaign.

Each voluntary health agency’s designated rep-
resentative will annually certify a list of the
locations in the state (counties) where its chap-
ters or affiliates meet the above conditions. The
list is submitted to the appropriate state coordi-
nating commitlee of the Federal Service Cam-
paign for the National Health Agencies.

c. Authorized Locations—International Serv-
ice Agencies. Each recognized interna-
tional service agency may participale al
those locations where its authorized rep-
resentative shares fully in the planning,
work and expense of the local joint cam-
paign.

d. Agency lIdentification. Each participating
national agency will be specifically identi-
fied by name in the joint campaign materi-
als provided 10 potential givers.

e. Educational Opportunity. Each participat-
ing national agency will be alllowed to
describe its purpose and program in the
campaign materials provided to potential
givers.

f. Designation of Gifts. Each participating
national agency will receive all gifts spe-
cifically designated to it by givers.

g. Campaign Period. The joint campaigns
will be conducted concurrently in one of
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the following periods:

(1) January 1 to February 15—in commun-
ities where the local Red Cross chap-
ter conducts an independent campaign
during March.

(2) Any continuous 6 weeks period be-
tween January 1 and April 30 in other
locations in the domestic area. The
exact period is determined locally by
the joint campaign organizations.

3.54 Overseas Campaign

3.541 DoD>) Overseas Combined Federal
Campaign. A Combined Federal Campaign is
authorized for all Department of Defense activ-
ities in the overseas area® during a 6 weeks’
period in the fall. The American National Red
Cross. each national health agency recognized
for campaigns in the domestic area (the Federal
Service Campaign for the National Health
Agencies), and each international service agen-
cy recognized for campaigns in the domestic
area plus any national voluntary agency recog-
nized for overseas campaigns only may partici-
pate in the DoD Overseas Combined Federal
Campaign.

3.542 Local Voluntary Agency Campaigns.
The heads of overseas offices and installations
may. at their discretion, permit the solicitation
of their military and civilian personnel for local
volumtary agencies. Such campaigns will be
conducted in accordance with the basic policies
and procedures of the Federal program and at
times which do not conflict with the IDoD Over-
seas Combined Federal Campaign period. The
cligibility standards in Chapler S may be used
as guidelines in determining the eligibility of
local voluniary agencies. Federal leadership in
organizing such campaigns will be assumed by
the head of the overseas Federal establishment
which has the largest number of U.S. person-
nel in the campaign area.

3.543 Optional Participation by Certain Civil-
jan Agencies. Federal civilian departments and
agencies which have traditionally considered
their overseas personnel as members of the

*Excludes Hawaii. the Panama Canal Zone. and the Com-
monwealth of Puerto Rico which are in the domestic area.
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Nationa! Capital Area for fund-raising purposes
may continue this practice.

3.6 OFF-THE-JOB SOLICITATION AT
PLACES OF EMPLOYMENT. The program
for on-the-job solicitation cannot accommodate
all the various fund-raising policies and meth-
ods of the voluntary agencies. Therefore, vol-
untary agencies which are not recognized for
the on-the-iob program may be authorized off-
the-job solicitation privileges at places of Fed-
eral employment at the discretion of the local
Federal agency heads concerned and under the
conditions specified below. Since dual solicita-
tion i1s not authorized, this privilege cannot be
made available to any voluntary agency that is
inciuded. independently or as a member of a
federated campaign, in the on-the-job program.

3.61 Family Quarters on Military Installations.
Worthy voluntary agencies may be permitted to
solicit at privale residences or at similar on-
post family public quarters in unrestricted
areas of military installations at the discretion
of the local commander. However, such solici-
tation may not be conducted by military or ci-
vilian personnel in their official capacity during
duty or non-duty hours, nor may such solicita-
tion be conducted as an official command-
sponsored project. This restriction is not in-
tended to prohibit nor to discourage military
and civilian personnel from participating as
private citizens in voluntary agency activities
during their off-duty hours.

"3.62 Public Entrances of Federal Buildings and

Installations, Worthy voluntary agencies which
engage in limited or specialized methods of so-
licitation—for example, the use of ‘‘poppies”
or other similar tokens by veterans organiza-
tions—may be permitted 1o solicit at entrances
or in concourses or lobbies of Federal buildings
or installations normally open to the general
public. The heads of the Federal agencies oc-
cuyping the building or installation may author-
ize this privilege at their discretion, and, when
necessary, coordinate with the building mana-
ger. The agreement with the jocal representa-
tives of the voluntary agency will specify the
authonzed locations, the number of solicitors
that may be used, and any other necessary ar-
rangements.

FEDERAL FUND-RAISING MANUAL
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CHAPTER 4 13

THE COMBINED FEDERAL CAMPAIGN

4.1 PURPOSE. The Cuombined Federal Cam-
paign plan was established to meet employee
wishes for a single campaign to reduce Govern-
ment expense in holding separate campaigns, 1o
permit payroll deductions for charitable contri-
butions. and to provide better support to volun-
tary health and walfare organizations. The ar-
rangements for combined campaigns were ap-
proved by the Chairman of the Civil Service
Commission under the authority of Executive
Order 10927 of March 18, 1961, which governs
fund-raising within the Federal service.

In a Combined Federal Campaign (CFC) the
eligible voluntary agencies campaign together
at one time in the fall of the year.

4.2 AUTHORIZED VOLUNTARY GROUPS.
Arrangements for each local CFC will be
worked out through negotiations between the
local Federal officials and representatives of
the authorizea voluntary groups. The four au-
thorized voluntary groups are as follows:

a. A local unjted fund, community chest. or
other local federated group which is a
member in good standing of, or is recog-
nized by, the United Way of America, is
cligible to solicit in a CFC. The number
of member agencies in a fund or chest
campaign varies from around 20 to over
200, depending upon the locality.

b. The National Health Agencies. Eligibility
of recognized national health agencies to
solicit in a CFC is limited to those loca-
tions where the national agency has a
State or local chapter or affiliate (a) which
is organized to provide direct and mean-
ingful service in the local area (county),
and (b) which is not a member agency of
the local united fund or chest. The extent
of services in the campaign area could, of
course. vary from area to area and among
individual health agencies. Some exam-
ples of direct and meaningful services are:
health counseling; disease prevention pro-
grams, innoculations; screening for detec-
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tion of disease, and referrals; clinics and
treatment of illnesses and handicaps; edu-
cational and information services. As a
minimum a health agency chapter should
be performing one or more of the above
services in the campaign area to be eligi-
ble to participate in the local CFC. As a
general rule an employee in the solicita-
tion area. or his family, should be able to
receive service from a particular health
agency, if needed. within a reasonable
distance of his employment station. The
determination on whether a particular
health agency is providing such service in
the area is made by the local Federal co-
ordinating group. Any determination that
a health agency is not providing service
that qualifies it to participate in the local
campaign should be submitted to the Civil
Service Commission for review before
final action to deny solicitation privileges.

c. The International Service Agencies. Pro-
gram operations of International Service
Agencies are generally conducted over-
seas, so that fund-raising eligibility is not
limited to the places where they have lo-
cal chapters or commitiees. However, if a
local chapter participates in a united fund
campaign, il cannot participate as a mem-
ber of the ISA group.

d. The American Red Cross. Red Cross
chapters constitute the fourth authorized
group. Eligibility to solicit in a CFC is
limited to those locations where Red
Cross does not raise funds with the local
united fund or chest.

4.3 RESPONSIBILITY OF LOCAL FEDER-
AL COORDINATING GROUPS. Each Feder-
al coordinating group is required to organize a
Combined Federal Campaign in the local area
for which it has fund-raising responsibility. The
heads of executive departments and agefcies
will request their local officials to cooperate
fully with the decisions of the Federal coordi-
nating group on all aspects of CFC arrange-
ments.

FEDERAL FUND-RAISING MANUAL
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CHAPTER 4—THE COMBINED FEDERAL CAMPAIGN

The Federal coordinating group aiso” makes
all final decisions on campaign issues which
could nol be resolved by direct negotiations
among the participating voluntary agencies.

4.4 CFC PLAN

4.41 CFC as Uniform Fund-Raising Method,
The combined Federal Campaign is the only
authorized fund-raising method in ali areas in
the United States in which 200 or more Federal
employees are located.

In order 1o achieve a single unified campaign
for all Federal personnei. all eligible voluntary
agencies wishing to participate in fund-raising
within the Federal service must do so within
the framework of a Combined Federal Cams

paign.

4.42 Participation in CFC.

a. Combined Participation. Since the Com-
bined Federal Campaign is the uniform
authorized fund-raising method for on-
the-job solicitation among Federal person-
nel. a local united fund or community
chest, the National Health Agencies. and
the International Service Agencies must
solicit through such campaigns where they
are held. Their local representatives parti-
cipate as full partners in the formulation
of detailed arrangements for the local
campaign and in the preparation of cam-
paign materiais.

b. Non-Participation. In the event that any
of the above groups choose nol 1o partici-
pate in a local CFC, they forfeit their
fund-raising privilege in local Federal es-
tablishments during the fiscal year. Volun-
tary withdrawal will not prejudice a
group's eligibility for the next year's
CFC.

c. Red Cross Participation. In the communi-
ties where the Red Cross is not a member
of the local united fund, it will be regard-
ed as a separale campalgn Organization
and full partner in the combined cam-
paign. Red Cross chapters have indepen-
dent authority with respect 1o fund-raising
policy, so responsibility for deciding on
participation in CFC resis with the local
chapter board of directors. As with the
other national organizations, in the event
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local Red Cross chapters choose not to
participate in CFC, they are not author-
ized to have a separale campaign in local
Federal offices or installations during the
fiscal year involved. except in the case of
an emergency or disaster appeal for which
specific prior approval has been granted
by the Chairman of the Civil Service
Commission. (See Manual. sec. 3.5b)

d. CFC in Nonfederated Arcas. CFC's must
be conducted in nonfederated areas hav-
ing 200 or more Federal employees. A
nonfederated area is a location within the
domestic area in which there is either no
community chest or united fund but sepa-
rate voluntary agencies not combined in a
fund. or if there is a fund, it is not recog-
nized by the United Way of America. In
such cases. the local Federal coordinating
group is authorized 1o approve the partici-
pation of each local united fund-type
agency, and make arrangements for distn-
bution of funds among such agencies.
National Health Agencies (which provide
a service in the local area) and Interna-
tional Service Agencies may participate in
a Combined Federal Campaign in nonfed-
crated areas.

e. Exceptions in Arcas of l.ess than 200
Federal Employees. Where there are 200
or fewer Federal employees in the local
campaign area, it may not be praclicable
to hold a Combined Federal Campaign.
Therefore, in such areas local Federal
officials are not required to arrange for a
Combined Federal Campaign. However, if
they believe it would be desirabie from
the standpoint of the local community or
the Federal Government to have such a
campaign, they may arrange a Combined
Federal Campaign regardless of the num-
ber of employees involved. Where a CFC
is not conducted because of lack of suffi-
cient Federal employecs, the local united
fund is authorized to solicit within the
Federal establishment during the fall of
the year and the National Health and In-
ternational Service Agencies are author-
ized to conduct separate sprning cam-
paigns. Where the Red Cross is not a
member of the Jocal united fund and the
area will not have a CFC, then the Red
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Cross may conduct an independent cam-
paign during the month of March. Howev-
er, payroll deductions for charitable con-
tributions are only authorized for CFC’s.

4.5 ORGANIZING THE LOCAL CAM-
PAIGN. As previously mentioned. direction of
the campaign shall be under the overall policy
guidance of the Federal coordinating group and
such other arrangements as necessary shall be
made to assure the greatest possible success
for the campaign. This will include the appoint-
ment of a campaign chairman who should carry
out his duties in an impartial manner. insuring
full participation of the voluntary groups in
planning campaign arrangements. The volun-
lary proups — the United Way. the National
Health Agencies, and the International Service
Apencies — will have much expertise and
campaign know-how which can be helpful in
the conduct of the Federal campaign. Dectsions
on expenditures for campalgn arrangements
will be made through agreement among the
voluntary groups. after consuhiation with the
local Federal coordinating group. When com-
plete, the detailed campaign arrangements will
be formalized in a wrillen agreement that in-
cludes a budget bearing the signature of the
representatives of the authorized voluntary
agencies and the chairman of the Federal coor-
dinating group. signifying approval of the cam-
paign arrangements.

4.51 CFC Committee. Where necessary. the
local Federal coordinating group will designate
a commitiee from among its principal mem-
bers. called the CFC Committee. 1o give top
policy leadership and direction 10 the planning.
conduci. and evaluation of the local combined
campaign. The Federal coordinating group may
redelegate any of the authority for the cam-
paign to the CFC Committee. In order to in-
sure employee participation in the planning and
conduct of the CFC. employee representatives
from the principal employee unions of local
Federal nstallations should serve on the CFC
Committee, where possible.

4.52 Addition of Observers to CFC Commit-
tee. Under certain circumstances. as speiled
out in Section 4.7. the CFC Committee wili be
required to make a determination on the divi-
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sion of campaign receipts among the voluntary
groups. To aid the CFC Committee in this proc-
ess, Observers, appointed by and representing
the voluntary groups, will be added 1o the
committee. Where the Red Cross is a part of
the local united fund, the local fund shall be
entitled to name two observers, one of whom
shall be a Red Cross representative. Where the
Red Cross is not in the local united fund, it is
entitled 1o one observer and the united fund to
one. The National Health Agencies and Inter-
national Service Agencies are entitled to one
observer each. The function of the observers
will be to provide such input and advice to the
CFC Committee as the commilttee deems nec-
essary and appropriate. The observers shall not
have a vote concerning the division of cam-
paign receipts and shall absent themselves from
any CFC Committee meeting where a final de-
termination is to be made concerning the divi-
sion of campaign receiplts.

4.53 Action Steps by the CFC Committee
Chairman. The Chairman of the CFC Commit-
tee will initiate action promptly to organize and
plan for the jocal combined campaign. Suggest-
ed action steps are as follows:

a. Meet with the principal representatives of
the authorized voluntary groups in the
local area, i.e., the local united fund or
community chest, the national health
agencies, the international service agen-
cies and. in communities where it has a
separate  Federal campaign, the Red
Cross. Enlist their cooperation in the
combined campaign.

b. Establish a lLocal Joint Work Group of
Federal and voluntary agency representa-
tives, when necessary. lis purpose is to
assemble necessary information and data,
plan the detailed campaign arTangements,
identify and attempt 10 resolve any policy
issues. and prepare campaign malerials.
The work group should have a Federal
chairman, other management and employ-
ee representatives as deemed advisable,
and one designated representative from
each of the authorized voluntary groups.

¢. Insure that local planning and material
preparation is scheduled and moves ahead
rapidly and that the Federal coordinating
group approves detailed arrangements and
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resolves issues on a timely basis.

4.54 Loaned Executive Program. Where appro-
priate, one or more Loaned Executives may be
used in a Combined Federal Campaign. The
Loaned Executive Program was authorized by
President Nixon in a memorandum to heads of
departments and agencies dated March 3. 1971.
A Loaned Executive is a Federal empioyee
who is detailed from his agency on a full or
part-time basis. for a specific period of time, to
conduct or assist in the operation of a Com-
bined Federal Campaign. While no grade level
is designated for a Loaned Executive. the indi-
vidual selected should be capable of assuming
a high degree of independent responsibility.
Service on the Loaned Executive Program
shouid be with the voluntary consent of the
employee.

The purpose of the Loaned Executive in the
Combined Federal Campaign is to complement
any campaign leadership already provided to
the CFC, although a Loaned Executive may
personally assume a lcadership role. To carry
out his responsibilities. the Executive wouid be
detailed to the Federal' coordinasting group,
(such as a Federal Executive Board or Associa-
tion, Federal Fund-Raising Program Coordinat-
ing Committee), or CFC Committee. which is
responsibie for coordinating the campaign. The
length of the assignment is determined by the
assigning agency and. during one campaign.
executives from several agencies may serve as
l.oaned Exccutives so that no one executive is
away from his regular duties for a long period
of time.

There are a number of advantages for em-
ployees who accept such assignments: It helps
develop leadership and other executive quali-
ties, and build a knowledge and understanding
of the private voluntary heaith and welfare
services. Generally speaking, [.caned Execu-
tives will gain a working experience not availa-
ble within their own organizations and which
should be helpful to them in carrying out their
regular assignments in their own agencies.

The employing agency decides who will
serve as a Loaned Executive and the length of
the detail. Executives may not be loaned or
assigned to any specific voluntary organization,
but only to the official Combined Federal Cam-
paign group. While the Executive will work
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closely with the private voluntary agencies, an
assignment to the staff of the private voluntary
organization is prohibited. When on assignment
10 the CFC. the Executive should be placed on
administrative leave.

4.6 BASIC CFC GROUND RULES. The ar-
rangements outlined in sections 4.6 through
4,15 constitute basic ground rules for the Com-
bined Federat Campaign. Certain local varia-
tions are permissable if specifically authorized
in this chapter and if the wvoluntary groups
unanimously agree 1o modification.

Within the basic ground rules established by
the Chairman of the Civil Service Commission,
the local Federal coordinating group is author-
ized to make final decisions on all matters on
which the voluntary groups cannot agree after
a reasonabie pertod of negotiation, such as the
details in setting ratios for division of undesig-
nated money, 1n drafting campaign materials, in
relative publicity, etc. The local Federal coor-
dinaling group is expected to give thoughtful
consideration 10 the equities involved and the
recommendations of each voluntary agency on
the matters at issve and to render impartial
decisions which will promote the purposes of
the Combined Federal Campaign. However,
any modification of ground rules in specific
instances will be requested by Federal coordi-
nating groups from the Office of the Chairman,
Civil Service Commission, and modifications
will be granted only in most exceptional cir-
cumstances.

The CFC Committee or joint work group
should proceed promptly 10 work out the de-
tailed arrangements for the campaign, covering
the items listed below,

a. Campaign Name. The name will be the
Combined Federal Campaign. The title
should include the year for which contri-
butions are solicited and identification of
the locality. as for example: 1977 San
Antonio Area Combined Federal Cam-
paign.

b. Campaign Period. The solicitation period
may be any period not in excess of six
consecutive weeks between September 1
and November 30,

¢. Campaign Area. The exact geographical
area to be covered by the combined cam-
paign will be determined locally, taking
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into account past practice and the feasible
scope for a single, coordinated campaign.
Generally, this will be the area thalt has
been used for a coordinated campaign on
behall of the local united fund or chest.
At some locations, however, more than
one united fund or chest may be involved
in a single CFC. Because of economies
possible in this arrangement, consolida-
tion is encouraged where it will not impair
fund raising, and local arrangements to
this end are desirable. Any changes in
campaign area should be discussed with
the local voluntary agencies: final decision
authority rests with the Federal coordinat-
ing group. In any case, clear demarcation
of the area 10 be covered in the campaign
is necessary, since receipts may be dis-
tributed only to organizations which parti-
cipate in the CFC.

All civiian employees and members of
the armed forces in Federal offices and
installations in the local campaign area are
included whenever a CFC 1s organized.

d. Past Contributions Data. Fach of the
authorized voluntary agencies must report
past contributions data. This information
forms the basis for the division of CFC
receipts among the voluntary groups. The
Federal coordinating group should com-
pile past receipts records from the volun-
tary agencies as required by the method
for dividing campaign receipts described
in the following section.

4.7 DIVISION OF RECEIPTS. Dollars do-

EXAMPLE:

Group A

. Fall 1972 $120.870
1973 126,914

1974 132,843

1975 139.486

1976 147,158

Total $667,271

Using the above figures. the total dollar base for the fall

nated or pledged in a Combined Federal Cam-
paign are cither designated by the contributer
for a specific voluntary organization, or undes-
ignated. Undesignated funds are those contri-
butions not designated to any particular benefi-
ciary organization. Designated receipts are
always credited to the designated organization.

The following method will be used for distni-
bution of undesignated receipts for all CFCs
which have been in existence for five years,
unless the representatives of the participating
voluntary groups unanimously agree on another
method: A total dollar base will be established
each year equal to a minimum of 90% of the
contributions raised in the previous vyear's
campaign. The iocal Federal coordinating
group, after consultation with the voluntary
groups, may decide to use a higher percentage
of the previous year's receipts in setting the
dollar base up to 110% of the previous year’s
receipts. The total dollar base so established
will be distributed among the groups in the
same percentage ratio as each group’s average
receipts from the past five CFCs (fali 1972,
1973, 1974, 1975 and 1976) bear to the iotal
receipts reported at the close of those cam-
paigns. These percentages represent a recogni-
tion that the pattern of piving experience dem-
onstrated over the past five years of CFC
operation can and does adeguately identify a
pattern sufficient to provide a continuing foun-
dation for principal decisions relating to the
distribution of undesignated funds. The result-
ing percentages, therefore, will remain in effect

indefinitely.

Group B Group C Total

$ 21,152 $ 9,066 $151,088
22210 9,519 158,643
23.248 9,963 166,054
24,409 10,461 174,356
25,753 11,037 183,948

$116.772 $50.046 $834,089

1977 campaign would be $165.553.20, or 90% of the 10tal amount

raised in the fall 1976 campaign. Group A's doltar base would be $132.442.36, or 80% of the total: Group B's dollar base
would be $23.177.45. or 14% of the total: and Group C's dollar base would be $9.933.19. or &% of the total.
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The dollar base for the groups may be ad-
justed appropriately in the discretion of the
local Federal officials based on shifts of mem-
ber agencies from one group to another. The
addition of agencies to a group 15 not a basis
for changing the dollar base of that group:
however. such addition wouid represent a
“‘new or additional requirement™ on that group
and. therefore. may be appropriate justification
for the assipnment of overbase funds. if any.
to that group by the local Federal officials.

All designations mus! go to the agency
named. even though the group exceeds its dol-
lar base through designations. Designations will
be credited toward the dollar base of cach
group. and wndesignated funds will be used as
needed to fill up the dollar base. If the funds
raised are insufficient 1o meet the dollar base of
each group. or if they meet the dollar bases of
some groups and not others, after all the desig-
nated money is credited the undesignated funds
shall be added in such amounts as 10 assure
that each group achicves an equal percentage
of its predetermined dollar base.

Undesignated overbase funds will be distrib-
uted among the groups at the discretion of the
local Federal coordinating group. In allocating
overbase funds the Federal officials should give
consideration to any new or additional program
requirements (including a Red Cross emergency
or disaster campaign) in local, national or inter-
national functions that are justified to them by
the voluntary groups. Participating groups wili
be afforded the opportunity in person or in
wriling, to present their views on new or addi-
tional requirements prior to final atlocation of
overbase funds. The justification of new and
additional requirements and the ailocation of
overbase funds shall take place as soon as final
campaign results can be determined.

A Combined Federal Campaign locaiity
which does not have five years’ CFC experi-
ence will continue to use Method A or Method
B as at present and when 5 years' experience
has been accumulated will adopt the new meth-
od. CFCs established for the first time will use
the present Method B untif § years™ experience
has been accumulated. For these CFCs, in-
structions for the use of Methods A and B are
included at the end of this chapter as Attach-
ment C.
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4.8 CONTRIBUTOR DESIGNATION. The
right to designate will be plainty stated in the
contributor’s leaflet, but designations will be
neither encouraged nor discouraged by keymen
solicitors or in campaign publicity materialy
and speeches. or in matenals released 1o public
media.

The contributor’s information jeaflet  will
identify the authorized voluntary groups and
list their member orpanizations with a brief
statement describing each organization’s pro-
gram. The leaflet will explain how the funds
will be divided among the groups and of the
contributor's right 1o designate gifts to indivi-
dual organizations. Several boxes will be pro-
vided on the pledge form so that the cantributor
may designate his gift. A minimum of five hox-
es for designation purposes will be shown on
the pledge card itself. The reversc side of the
pledge card may be used: however, the five
destgnation boxes should appear on the pledge
card itself. Separate designations slips are not
authorized regardless of the formula used for
division of receipts. The pledge form will pro-
vide a line for the employee to confirm his
choice of designation by entering his initials.,
and the keyman will be instrucled to ensure
that designations have been so validated before
turning in the completed cards.

Mention will be made in the contributor's
leaflet and provision made on the pledge form
for designation only to individual organizations,
not to voluntary groups. No information will be
included that leads the contribulors 1o desig-
nate 10 volunary groups. If, however, the con-
tributor should write in a group designation. it
will be tabulated and allocated to the group in
accordance with the contributor’s instructions.
H contributions are designated to organizations
not participating in the local CFC, they will not
be accepted but returned to the contributor.

4.9 DOLLAR GOALS. A dollar goal for the
overall combined campaign is recommended.
Generally, it provides a focus for group spint
and unity of purpose that contribules material-
ly 1o success. By apportioning the goal equita-
bly among the Federal offices and installations,
each agency shares responsibility in the team
effort and has a mark with which to gauge its

progress.
The dollar goal should be set with the advice
APRIL 1977
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and consultation of the voluntary proups. In
developing the proposed goal, the local coordi-
naling group should take into account past giv-
ing experience in local Federal campaigns, the
needs and reasonable expectations of the vol-
unlary agencies in the current campaign situa-
tion, and the probability of a substantial in-
creasc in the level of giving due to the single
campaign and payroll payment plan. The objec-
tive should be to set a goal that is attainable
and which can be exceeded in an enthusiastic
and purposeful campaign.

Dollar poals are not required. An alternative
approach. vsed successfully in some CFCs, is
to rely on “‘suggested giving™ as the principal
incentive. For example, the “'goal™ could be 75
percent participation at the suggesled giving
level.

4.10 SUGGESTED GIVING GUIDES AND
VOLUNTARY GIVING. Suggested giving
guides for individual contributions should be
constructed locally. The suggested amounts
should correlate proportionally to employee
pay scales and should reasonably relate to the
campaign goal and guides used in local private
emptoyment. The guide should also show the
suggesied amount of periodic payroll deduction
appropriate for various pay levels. Guides for
cash giving or direct-payment pledges may be
inciuded. These are usually represented in
terms of percent of annual income, number of
hours™ pay. or suggested size of gift in relation
10 various income levels.

The guide may be printed in the contributor’s
lcaflet or on the pledge form. It will be accom-
panied by a statement explaining that the guide
is provided because employees often ask for
one bul that the decision to give and the
amount is up to each employee. In this connec-
tion, Federal agencies are not authorized to
furnish individual employee suggested giving
guides based upon the employee’s specific pay
or grade; a guide of this kind is comparable to
an individual quota or assessment which is
prohibited.! The contributor’s leaflet or the
pledge form must also inciude the express
statement that the employee has the privilege
of making his gift confidentially in a scaled
envelope which will be delivered unopened to

I. See Man:;l. sec. 6.8
2. Sece Manual, sec. 6.6
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the Combined Federal Campaign headquar-
ters.?

It is desirable to emphasize the CFC concepi
of a single annual campaign in the contributor’s
leaflet and other campaign publicity. Reference
should be made to the fact that the contribu-
tor’'s CFC pledge is to cover what he would
have given in the three (or four) separate cam-
paigns held annually and that the privilege of
payment through payrol withholding makes it
possible for him to pledge a full year's commit-
ment at one time.

4.11 CENTRAL RECEIPT AND AC-
COUNTING FOR CONTRIBUTIONS. The
authorized voluntary groups will arrange,
through written agreement, for a central receipt
and accounting point in the local area for CFC
contributions. A central receipt and accounting
point is essential in order to avoid the need for
multiple pledge and report forms. and to pro-
vide a central location for receipt of periodic
remittances from Federal payroll offices during
the ensuing year. Central receipt and account-
ing can be arranged as a joint operating activity
of the voluntary groups. Onc of them can act
as agent for all with a sharing of expenses or
they may be able to obtain voluntary services
from a local bank or other financial institution.

The central accounting point wili first tabu-
late the designated contributions as specified on
the pledge cards, and then tabulate the undesig-
nated funds. The central point will use the final
audited totals of designated and undesignated
contributions of each voluntary group as the
consolidated ratio for distribution of receipts.
The voluntary groups will be responsible for
distribution to member organizations in accord-
ance with their internal agreements.

Provision must be made for the audit of CFC
funds. If the CFC is over $100,000, an indepen-
dent certified audit must be performed. Copies
of the audits will be shared with appropniate
locat Federal officials and each participating
voluntary group.

The cost of central receipt and accounting
{and other identifiable expenses such as the
printing of campaign and publicity materials)
will be shared by the voluntary groups under
any arrangement that is mutually acceptable 10
them. To avoid subsequent misunderstandings,
they should agree on a CFC budget and formal-
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ize a written agreement (Section 4.5 in ad-
vance of the campaign, specifying the nature of
the expenses to be shared. the method of dis-
tribution and the time of billing. Development
of a CFC budget is required in all campaigns.
Generally. expenses should be shared among
the groups in the same ratio as their total cam-
paign receipls. based on final audited totals of
designated and undesignated contributions.
Central accounting and expense-sharing agree-
ments are the responsibility of the voluntary
groups and the Government wiil not enter into
their administration.

In addition to the usual method of cash con-
tribution and direct payment of pledges, the
use of voluntary payroll withholding is author-
ized for military and civilian personnel at CFC
locations. However, the local voluntary groups
decide whether or not 1o provide for direct
paymen! of pledges: cash contributions must he
permitted. Keyman collection of instaliment
pledges is not authorized.

4.12 CAMPAIGN AND PUBLICITY MA-
TERIALS. Campaign and publicity materiais
will be developed in the local area and will be
printed and supplied by the voluntary agencies.
Local voluntary agencies should be aware of
CFC materials available to them on a national
basis from their headquarters. and decide
themselves whether to use the material or not.
However, all publicity materials relating to
CFC must have the approval of the appropriate
local federal officials before being used. Distri-
bution of any bona fide educational material of
the voluntary agencies or provision of other
services to employees at Federal establish-
ments must be handled through the agency
occupational heaith units, and not the CFC
coordinators. While there is no intent to re-
strict the normal educational or service activi-
ties which voluntary agencies provide in Feder-
al agencies, no special distribution of maternals
or services should be planned during the cam-
paign which would have the effect of giving
undue publicity to a particular voluntary group
or agency during the campaign period.

A single Contributor’s information Leaflet, a
Pledge Form and a Payroll Withholding Au-
thorization are 1o be distributed by keyman to
each potential contributor. The Pledge Form
and Payroll Withholding Authorization may be
FEDERAL FUND-RAISING MANUAL
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one form.

Campaign materials should constitute a sim-
ple and attractive package which has fund-
raising appeal and essential working informa-
tion. Treatment should focus on the combined
campaign and homogenous appeal without
undue use of volumtary agency symbols or oth-
er distractions that compete for the contribu-
tor’s atlention. Extrancous instructions con-
cerning the routing of forms. tallying contribu-
tions, etc. which are primarily for keymen
should be avoided.

Generally. the layout and text of campaign
and publicity materials are for local determina-
tion. Certain items are prescribed. as follows:

a. Contributor’s leafiet. This will be the only
informational material distributed to indi-
vidual contributors. 1t will describe the
CFC arrangement, name the participating
volumary groups. and explain the provi-
sions for designations, division of un-
designated funds. the payroll deduction
privilege, etc. It will list each member
organization of the voluntary group with a
brief statement of about 25 words on its
program.

Some sample CFC 1ext items are in-
cluded in Attachment A for illustration.

b. Pledge Form. When completed, this work-
ing form will go to the central receipt and
accounting point for the local area. lts
format will include the appropriate num-
ber of boxes for designation purposes and
a line for the contributor to validate his
designation by initialing.

¢. Payroll Withholding Authorization. When
completed, this form will go 10 the contri-
butor’s payroll office. There are some 1,-
400 separate payroll offices serving Feder-
al personnel. Many of the Federal depart-
ments and agencies payroll on a national
or area basis and payroll offices will be
receiving withholding authorizations from
4 number of local combined campaigns.
Accordingly, the withholding authoriza-
lion must be in a standard format and
bear adequate identification of the local
campaign.

The name and mailing address of the
local CFC central receipt and accounting
point will be printed at the top of the
form. The name should be the same as
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that for the campaign. and include the
year: for example. 1978 San Antonio Area
Combined Federal Campaign. The year is
needed so that the receipt point can dif-
ferentiate between the last payroll remit-
tances for ane year and the first remit-
tances for the next.

The box entitled *‘ldentification No.™*
will be used for the contributor’s social
security number, except in the case of
agencies which have a separate payroll
identification numbering system. There is
no requirement 1o use this space and it
should be used when it aids in accounting
Or Campaign management.

The standard format and text for pay-
roll withholding authorizations is shown in
Attachment B.

413 PAYROLL WITHHOLDING. The fol-
lowing policies and procedures are authorized
for payroll withholding operations in accord-
ance with Civil Service Regulations, Part 550,
Pay Administration. Explanatory notes are
shown in parentheses,

a. Applicability. Voluntary payroll allot-
ments will be authorized by all Federal
departments and agencies for payment of
charitable contributions to local Combined
Federal Campaign organizations.

b. Aflotters. The allotment privilege will be
made available to Federal personnel as
follows:

(1) Employees whose net pay regularly is
sufficient to cover the allotment are
eligible. An employee serving under
an appointment limited to | year or

Other campaign materials which may be less may make an allotment to a
needed. depending upon the size of the opera- Combined Federal Campaign when an
tion and local custom. include: appropriate official of the employing

a. Chairman's Guide. For use of campaign agency determines the employee will

chairmen in individual Federal installa-
tions:

. Keyman’s Guide. Instructions for keymen
about CFC arrangements. solicitation
methods and forwarding procedures:

. Keyman's Report Envelope. With tally
sheets (which may be printed on the en-
velope) on which the keyman will list the
names of contributors or the number of
confidential envelopes enclosed;

. Miscellaneous Campaign ftems. Contribu-
tor's Receipt. window stickers. posters.
progress charts, awards. etc.:

. Publicity ltems. News stories and fillers
for the focal press and house organs, em-
ployee letters. speeches of campaign lead-
ers. division chairmen. films. television
and radio material joinlly sponsored by
the voluntary groups.

Awards. To recognize campaign achieve-
ments by Federal agencies. agency chair-
persons, etc. Awards should be identified
as “"Combined Federal Campaign™
awards. The presentation of awards and
placques by individual voluntary groups
for CFC accomplishments is not permit-
ted.

continue his employment for a period
sufficient to justify an allotment. (This
includes part-time and intermittent
employees who are regularly em-
ployed.)

(2) Members of the Armed Forces are
eligible, excluding those on only
short-term assignment (less than 3
months). (The Department of Defense
has modified its military pay allotment
regulations to authorize allotments for
CFC charitable contributions by serv-
ice members.)

¢. Authorization.

(1) Allotments will be whelly voluntary
and will be based upon contributors®
individual written authorizations.

(2} Authorization forms in standard for-
mat will be printed by the combined
campaign organization at each loca-
tion. The forms and other campaign
materials will be distributed to em-
ployees when charitable contnbutions
are solicited.

{3) Completed authorization forms should
be transmitted 1o the payroll offices as
promptly as possible. preferably by

Privacy Act requirements regarding campaign Dec?mber 15, However, if forms are
materials are discussed in Chapter 6. reccived after that date they should be
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accepted and processed b;’__;;a—yr_c;ll
offices.

d. Duration. Authorizations will be in the

form of a term allotment for one full
year—26. 24 or 12 pay periods depending
upon the allotter’s pay schedule—starting
with the first period bepinning in January
and ending with the last pay period which
begins in December. (The standardization
of beginning and ending dates. except for
individual discontinuances. is intended to
simplify payroll operations and minimize
costs.) However, the fact that an employ-
ee or military member will not be on duty
for the fuli year should not preclude ac-
ceptance of a payroll allotment if he has
sufficient time in service remaining to
make the allotment practicable. Three

months or mare waould be considered a

reasonable period of time for which to

accepl an allotment.

. Amount.

(10 Allotters will make a single allotment
which is apportioned into equal
amounts for deductions each pay per-
10d during the year.

(2) The minimum amount for allotment
will be 50 cents biweekly or semi-
monthly. $1.00 monthly. with no re-
stricion on size of increment above
the mimimum.

{3) No change of amount will be zuthor-
ized during the term of an aliotment.

(4} No deduction will be made for any
period in which allotter’s net pay. af-
ter all legal and previously authorized
deductions, is insufficient to cover the
allotment. No adjustment wiil be
made in subsequent periods to make
up for deductions missed.

(These conditions are for the purpose
of simplicity and economy in payroll op-
erations, The 50-cent mimmum is essen-
tial in order to keep administrative ex-
pense in reasonable relation to the amount
of contribution.)

. Remittance.

{1} One check will be sent by the payroll
officc each pay period, in the gross
amount of deductions on the basis of
current authorizations to the central
receipt and accounting point at each
tocation for which the payroll office

FEDERAL FUND-RAISING MANUAIL

has received allotment authorizations.

(2) The check will be accompanied by a
statement identifying the agency and
the number of employee deductions.
There will be no listing of allotters
included or of allotter discontinu-
ances.

g. Discontinuance.

(1) Allotments will be discontinued auto-
matically:

(a) On expiration of the one-year with-
holding period:

(b) On death, retirement. or separation
of allotter from the Federal serv-
ice,

{(2) The allotter may revoke his authoriza-
tion a1 any time by requesting it in
writing from the payroll office. Dis-
continuance will be effective the first
pay period beginning after receipt of
the written revocation in the payroll
office.

{3) A discontinued allotment will not be
reinstated.

. Transfer. When an allotter moves to an-

other organizational unit served by a dif-
ferent payroil office. whether in the same
or a different department or agency, his
allotment authorization will be transferred
to the new payroll office, unless expressly
revoked by the individual. If there is a
delay in receiving the transferred authori-
zation in the new payroll office, the
allotter should be permitted to complete a
new authorization for the remainder of
the one-year withholding period, which
will supersede and revoke his previous
authorization.
Accounting. Federal payroil offices will
oversee establishment of individual allot-
ment accounts, deductions each pay per-
iod. and reconciliation of employee ac-
counts in accordance with agency and
General Accounting Office requirements.
{The simplified system provided in Sec-
tion f. Remittance, is intended 1o mini-
mize paperwork and to eliminate the need
for any accounting reconciliations be-
tween payroll office and voluntary groups.
The payroli office accepts responsibility
for the accuracy of remittances, as sup-
ported by current allotment authoriza-
tions, and internal accounting and auditing
APRIL 1977
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requirements. The voluntary groups or
their designated agents accept responsibil-
ity for the accuracy of distribution of
remittances among the member organiza-
tions and arrangements for independent
audit agreed upon by the participating
voluntary groups.)

4.14 ORIENTATION, TRAINING AND
PUBLICITY ARRANGEMENTS., A formal
plan should be developed to cover the orienta-
ton of managemen! and employee organization
officials. the training of keymen, and publicity
to emplovees and service members.

Federal officials should assist campaign Jead-
ers by conducting an enthugiastic and purpose-
ful solicitation in their installations in order 1o
insure maximum group interest and response.
Orientation sessions. however, should stress
adherence to manual policies and procedures
on prohibition against individual employee quo-
tas. assessments. of any other form of coercive
action. and on the employee's right of confi-
dentiality as to the amount of his gift. Contri-
butions must be voluntary.

It is essential that keymen be trained effec-
tively on CFC procedures and be equipped 1o
answer any questions or problems the contribu-
lors may have as well as questions of a sub-
stantive nature regarding the programs of the
voluntary agencies.

Employees and service members shouid be
told the hackpround and purpose of the com-
bined campaign arrangements. including the
use of instaliment payment through payroll
withholding. Special stress should be placed in
pledging penerously on a once-a-year basis in
order 10 provide a fair amount of support for
all authorized voluntary groups.

Care should be taken that the Combined
Federal Campaign kick-off ceremony emphasiz-
es the joint appeal aspect and the combined
effort of the voluntary agencies invoived. In
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addition, there should be no publicity within
Federal establishments given to specific volun-
tary agency needs that acts to detract from the
consolidated effort represented by CFC.

4,15 NATIONAL COORDINATION AND
REPORTING. The Assistant 1o the Chairman,
U.S. Civil Service Commission, is responsible
at the national level for advice to local Federal
coordinating groups regarding CFC arrange-
ments. Direct communication by mail and tele-
phone is recommended.

Newly established field coordinating groups
should promptly notify the Assistant to the
Chairman so they can be added to the mailing
list for receipt of any supplementary informa-
tion or instructions issued. These new field
coordinating proups are also required to report
their campaign areas. their chairman’s name
and address, and the address of their central
receipt and accounting point to the Assistant to
the Chairman as soon as possible.

All chairmen of field coordinating groups are
requested to furnish reports of campaign re-
sults 10 the Assistant to the Chairman, by Janu-
ary 15 of each year. A reporting format will be
furnished CFC locations prior to that date re-
questing information on the results of the cam-
paign. including the following:

(1) Basic data. Number solicited, Number
contributors, Total Receipts. Per capita
gift:

(2} Payroll deductions. Number authoriz-
ing, Total pledged;

(3) Designations. Summary
campaign organization;

(4) Final distribution ratio for division of
designated and undesignated receipts;

(5) Narrative summary ¢valuation of CFC
arrangement based upon campaign
experience.

A copy of the report wiil be furnished each of
the voluntary groups.

totals, by

FEDERAL FUND-RAISING MANUAL
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ATTACHMENT A

SAMPLE TEXT ITEMS

WHAT 1S THE COMBINED FEDERAL
CAMPAIGN? It’s a one-time solicitation for
voluntary heaith and welfare agencies. The
{name of local united fund) and the National
Health Agencies and International Service
Agencies {add American Red Cross where ap-
propriate) which normally would solicit next
spring are cooperating locally in a single cam-
paign for Federal personnei. This will be the
only fund-raising drive for voluntary agencies
this year.

HOW DID IT COME ABOUT? Many employ-
ees have asked for a single charity drive. It can
save a greal amount of time and expense for
the Government and the voluntary agencies.
One drive makes it practicable, 100, to have a
payroll payment plan. The Combined Federal
Campaign has the full endorsement of the
heads of executive departments and agencies
and the presidents of major employee organiza-
tions.

WHY PAYROLL PAYMENT? Employces and
servicemen want 1o coniribute their fair share.
Payroll payment helps you to do this because
you spread your gift in small installments over
a full 12 months. What you give does not de-
pend upon how much cash you have on hand
al the time you are solicited. Remember, your
one-time pledge covers all charitable contribu-
tions on the job this year.

The payroll payment plan is availabie to ail ci-
vilian employees and to members of the Armed
Forces who are assigned in this area, s use is
optional and voluntary with the contributor,
under the ground rules which the Government
has set to keep down payroll withholding costs:

1. Minimum aliotment per payday is 50¢ if
you are paid every two weeks or twice a
month, or $1 if paid monthly. Above
these minimums, allotment may be in any
amount.

2. Withholding in the amount authorized will
be for a full year beginning with the first
pay period in January. You may discon-
tinue the allotment at an earlier date upon
written request to the payroll office, but
you cannot change the amount or begin
payroll payment again in 15—,

APRIL 1977

HOW ARE PLEDGES DIVIDED AMONG
THE CAMPAIGN ORGANIZATIONS? Con-
tributions which are designated to a participat-
ing agency will be honored and credited to the
appropriate group. (Insert here an appropriate
description of the method to be used in the
local campaign for distribution of un&esignated
funds among the voluntary groups.)

SUGGESTED SCALE OF GIVING. Everyone
wants 10 help his feliowman, but the question
is frequently asked *““What's my share?” Of
course, there's no single answer. The Guide
below suggests what a fair share of the cam-
paign goal would be for those at various in-
come levels. It is not to be regarded as a quota
or an assessment on any individual. The deci-
sion 10 give and the amount is up 1o you.
Be as generous as you can.

Make checks payable to ‘“Combined Federal
Campaign.””

Suggested giving guide

Suggested Suggesied

Annval income annual biweckl!y!

contribution allotment

Upta
$4.000 ..............
S000 .......o.enle.
6,000 ......c.oeennn.
7000 ...l
8000 ................
G000 .....cenoieenlnl
10,000 ..o (Suggested annual _contribu-

11.000 tion is a matter for local de-
RS A termination. However, in ar-

12,000 .............. riving at it, the fact ihat the
13.000 .............. CFC combines the drives of
14000 .............. the three groups should be
15.000 ...l taken into consideration. )
16,000 ..............

17,000 ..............

8000 ..............

19000 ..............

20,000 ...cooiennn-s

Over 20,000....... i ) (%)

ITwice this if payday is monthly.
1% (or other figure determined locally).
FEDERAL FUND-RAISING MANUAL
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Contributions are tax deductible, the use of a sealed envelope which will be de-
Contributors who use direct payment have livered without opening 10 Combined Federal
the option of making 2 confidential gift through Campaign Headquarters.
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CHAPTER 4—THE COMBINED FEDERAL CAMPAIGN 2

{INSERT NAME AND ADDRESS OF

LOCAL CAMPAIGN) TOTALGIFT $
PAID BY:
PAYROLLDEDUCTION . . . . . . . O
NAME IFIRST) INITIALY ILAST) IDENTIFICATION NG. OR 50C. SEC. NO. {Complets Authorization Belawt
CASH . . . . %
""" DEPFARTMENT. BUREAU ORN AGENTY LOCATION OR TIMEKEEPER
CIWVILIAN [ MILITARY O

1978 COMBINED FEDERAL CAMPAIGN
FILL IN BLANK BOX OR CHECK BOX SHOWING THE AMOUNT OF YOUR DEDUCTION PER PAY PERIOD

Minimum amount for usa of payrall withholding in 50¢ sech peyday if paid svery two wedki o twice manthly, $1 .00 it paid monthly, The amount indicated by military personnel will be the

mTj [J:n.oo] | ]s.g.so] [seso | [ [seoo | [ [sa2s} [ [s275 | [ [$1.25]

1 harsby suthorize the sbove nemed apency ar sny other agmncy of the United St Govemnment by which 1 may be smployed during 1978 to daduct the smaunt shown
sbove from my pey asch pey period during calendar yesr 1578, sterting with the first period baginning in Jenusry 1978 and snding with the lest pay period wh ich betilns in
[+] 9 that the 0 decucted shell ba k 0 tha C ined Fedaral C. shown sbove. | understand that thin suthorizstion may be reva ked
wmnmmnmymmn-w

Dete SIGNATURE
TO FEDERAL PAYROLL OFFICES:
IF THE CONTRIBUTGA MOVES TO THE JURISCACTION OF ANOTHER PAYROLL OFFICE BEFORE 1978, THIS AUTHGRI-
ZATION BHALL 8E FORWARDED.

This is the payroll withholding suthorization card which goes, when completed, to the contributor's payroll office,

C3C FORM bO4 1070

TQTAL GIFT $
PAID BY:
PAYROLLDEDUCTION , ., . . . ., , OO
{Camplets Authorization Betow)

INAME (FIRST) (INITEALF {LAST) IDENTIFICATION NQ_OR SOC. SEC. NO.

CASH . . . &

DEPARTMENT, BUREAU OR AGENCY LOCATION OR TIMEKEEPER

CIVILIAN O

MILITARY O

1978 COMBINED FEDERAL CAMPAIGN
AMOUNT OF DEDUCTION

L] | | lstro0] | [seso | [ [sezs | | [se00 | | [sa2s5]

Oune SIGNATURE
GSC FOAM BO4 1978

Js275 | [ [s125]

This card goes, when completed to the central receipt and accounting point. The back of the card provides space far the contributor to designate to specific agencies and
# line on which to validate his designation by initialing.

® MAKE CHECKS PAY- Privacy Act Notics For:
ABLE TO COMBINED C3C 304, C Federal C gn Pladge Card

FEDERAL CAM. GENERAL
0 Public Law B3-579 [Privacy

PAIGN Thia 5 o 1 brovided

CONTRIBUTIONS
DEDUCTIBLE FRCM
FEDERAL INCOME
TAX.

® CONTRIBUTORS
HAVE THE GPTION
OF MAKING A CON-
FIDENTIAL GIFT
THROUGH THE USE
OF A SEALED EN-
VELOPE WHICH WILL
BE DELIVERED
WITHOUT OPENING
TO THE COMBINED
FEDERAL CAM-
PAIGN HE AD-
QUARTERS,

*IF YOU WISH TO
DESIGNATE TO A
SPECIFIC  AGENCY,
USE REVERSE OF
BOTTOM CARD,

Act of 19741, Decamber 31, 1974, tor individuals who complets the
pledee form for Combined Federsl Campaign centributions.

AUTHORITY
Enwlhn Order 10927, March 18, 196! uumodnd the Civil Servica
luion 0 meke y hasith ard
l-ﬂm agencies to wlich funds from Fod-ui ampioyess and mambery
of thw armed forces a1 their places of amploymant or duty Tstons.

Public Law B7-304, Septernber 20, 1961, provides authority for the

hoad of ssch department 1o sstablish procedures under which civilian

employees Ank P mitoed m make allotments and sstignments of
from their

PURPOSE AND USES
The CFC Plodge Form is usd st the suthority to make deductions from
and it wich amounts to  the
orwnlutm they designets. This information will be disclossd o
peyroll office personnel snd prrsonndl in the Depertment of the
Trewsury, Division of Digburssmants.

EFFECTS OF NO“O(SCL“URE
The o o of this nf i h . payroll
deductions end payeents 10 armiuuoﬂ: mmt ba mede without #
compiate form,

INFORMATION REQARDING DIECL OSURE OF ¥YOUR
SOCIAL SECURITY NUMSER UNDER PUBLIC LAW 93670
SECTION 7 (b}

Disclayurs by you of your social security number may be desmed
mandatory for the purpam of peyroll deductions far contributions to
charitsble orpgenizstions under the Combined Federal Campaign
Solicitation of the sociat security number ls suthorized Under PrOVIton

of Executive Order 9397, dated Novembar 22, 1943,

1978 CAMPAIGN YEAR
CONTRIBUTQORS RECORD CARD

TOTALGIFT $

PAID BY:
PAYROLLDEDUCTION . . . . . . 0O
{Complete Authorizetion Below)

THANK YOU FROM THE
COMBINED FEDERAL CAMPAIGN

COMBINED FEDERAL CAMPAIGN
INTERNATIONAL SERVICE AGENCIES
UNITED WAY
NATIONAL HEALTH AGENCIES

The Privact Act natice may be printed on the cover of the pledge form, as shown above, 30 that it can be left with the contributor. If this information is not printed on the
piedge form, it must be included in the contributor’s leafler.
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ATTACHMENT C

{The following instructions are extracled from the previous
edition of the Fund-Raising Manual for the information and
use of those areds which do not have 5 years of CFC expe-
rience. as discussed on puge K.}

Method *‘A™ for distribution of undesignated
funds. (This method is for use in areas which
used it prior to the fali 1971 CFC. In such
areas it may be continued and Federal officials
may make the decision to continue its use even
if there is disagreement among the voluntary
groups as to the particular method to use in the
area. It may not be used in any other circum-
stances excepl where representatives of the parti-
cipating groups unanimously agree todo so.)

Undesignated funds are the dollars donated
or pledged in the combined campaign that are
nol designated to particular beneficiary agen-
cies. Under this method, designated funds are
credited to the group 1o which the designated
agency belongs. The percentage distribution of
undesignated funds among the authorized cam-
paign organizations will be predetermined on a
basis which pives effect to the past giving expe-
rience by Federal contributors in the local
campaign area. A 3-year experience period is
used so as to avoid severe fluctuations due to
special factors affecting contributions in any
one year.

The ratio of the total contributions received
by each group in their local Federal campaigns
during the latest 3-year period will be the basic
ratio for division of undesignated funds. The
local joint work group may recommend adjust-
ments in this base as needed to accommodate
10 (1) inability to compile accurate data on past
contributions in the local campaign area, (2)
shifts of member agencies from one group to
another. (3) 2 Red Cross emergency or disaster
appeal, and (4) any other major circumstance
which any of the groups believes should be
considered in setting the final ratio. If the cam-
paign organizations cannot agree on the final
percentage ratio after a reasonable time for
negotiation, the matters at issue will be re-
ferred with the recommendations of each orga-
nization to the Federal coordinating group for
final decision,

Method “'B" for distmbution of undesignated
funds. (This is the recommended method for
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distribution of undesignaied funds. It went into
effect initially in the fall 1971 CFCs and may
be used in any area which used this method in
that campaign. If there is disagreement among
the participating groups in such areas as to
which method 10 use. the local Federal officials
may make the decision to use this method. A
variation of the method s used for first-time
CFCs as explained below. Areas which have
been using Method A’ in the past may
change to Method ‘B’ and in the event of dis-
agreement among the participating groups as to
which method to use, the decision may be
made by the local Federal officials. 1t may also
be used in any area regardless of previous
method used where the representatives of the
voluntary groups unanimously agree to do so0.)

How the method works: Effective with the
fall 1974 campaign, a dollar amount as a base
will be established for each group equal to the
average of its receipts from the previous three
years Federal campaigns (include receipts from
CFC or independent campaigns) in the local
area, before shrinkage and expenses. The dol-
lar base for each group so established shall
remain in effect until modified by instructions
from the Chairman of the Civil Service Com-
mission, except that the dollar base for cach
group shall be adjusted annually beginning in
fall 1975 as determined by the Chairman of the
Civil Service Commission in keeping with any
changes in the Consumers Price Index from the
base month of March of the previous year.

The dollar base for the groups may be ad-
justed appropriately in the discretion of the
local Federal officials based on shifts of mem-
ber agencies from one group to another. The
addition of agencies 10 a group is not a basis
for changing the doMlar base of that group:
however. such addition would represent a
“new or additional requirement’ on that group
and, therefore, may be appropriate justification
for the assignment of overbase funds, if any,
to that group by the local Federal officials, as
discussed in the following paragraph.

For purposes of division of receipts, all des-
ignated funds will be credited toward the dol-
lar base established for the appropriate group.
Undesignated funds will then be added to each
group's designated funds as necessary to
achteve the group's dollar base. Any undesig-

FEDERAL FUND-RAISING MANUAL
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nated funds remaining after the doliar base of
each group has been achieved shall be distrib-
uted among the groups in the discretion of the
loca) Federal coordinating group giving consid-
eration to new or additional requirements (in-
cluding a Red Cross emergency or disaster
campaign) in local. national or international
functions as justified to the Federal coordinat-
ing group by the voluntary organizations. Justi-
fication of new or additional requirements as a
basis for allocation of undesignated funds re-
maining after the dollar base of each group has
been achieved and the allocation of such funds
shall take place following the campaign as soon
as final campaign results can be determined.

If insufficient funds are raised to meet the
dollar hase of each group. or if the distribution
of funds is such that the dollar base of each
group cannot be met, and after all designated
money is credited to the dollar base of the ap-
propriate group, the remaining undesignated
funds shall be added to the designated funds of
each group in such amounts so as to assure
that each group achieves an equal percentage

FEDERAL FUND-RAISING MANUAL

of its predetermined dollar base. except where
a proup exceeds that percentage on the basis of
designated funds.

Method **B"" as applied to first-time CFCs. For
a first-time CFC. the dollar base for each group
will be determined by its average gross receipts
over the most recent 3-year period in Federal
campaigns in the Jocal area. After applying des-
ignated funds. all undesignated receipts will be
used to fulfill the dollar base of each group.
Any undesignated funds remaining after the
dollar basc of each group has been met will be
distributed in accordance with the ratio derived
from the most recent 3-year experience of the
groups. The results of the campaign for the
first CFC will establish the dollar base for each
group for a subsequent 3-year period or until
modified by instructions of the Chairman of the
Civil Service Commission, except that the dol-
lar base for each group shall be adjusted as
determined by the Chairman of the Civil Serv-
ice Commission annually in keeping with any
change in the Consumers Price Index from the
base month of March of the previous year.
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CHAPTER § 3

ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

5.1 PURPOSE. These eligibility requirements
are established to insure that:

a. Only responsible and worthy voluntary
agencies are permitted to solicit on the
job in Federal installations;

b. The funds contributed by Federal person-
nel will he used eflectively and for the
announced purposes of the soliciling
agencies; and

c. All recognized national voluntary agencies
have field organizations capable of partici-
pating equitably in the joint campaign ar-
rangements required by the Federal pro-
gram.

5.2 GENERAL REQUIREMENTS.

5.21 Type of Agency. Only nonprofit, lax-
exempt charitable organizations, supported by
voiluntary contributions from the general public
and providing direct services to persons in the
fields of health and welfare services are eligible
for approval. Where the health and welfare
services are provided by international agencies,
such services must be consistent with the poli-
cies of the United States Government.

Agencies which are supported primarily
through united funds and community chests
will only be recognized for independent partici-
pation in the Federal fund-raising program in
non-federated communities and the overseas
area. Such agencies may be eligible for partici-
pation in the overseas fund-raising program
only if they provide a specific service to per-
sons overseas and meet all other eligibility re-
quirements. National voluntary agencies, not
receiving primary support from local united
ways, must meet all eligibility requirements in
order to participate in the domestic and over-
seas Campajgns.

5.22 Integrity of Operations. Only voluntary
agencies having a high degree of integrity and
responsibility in the conduct of their affairs will
be approved. Funds contributed 1o such organi-
zations by Federal personnel must be effective-
ly used for the announced purposes of the
agency.
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5.23 Avoidance of Competition. To avoid so-
licitation competition, approval will not be
granted to more than one national health agen-
cy within a single field which deals with physi-
cal handicap or disease, or to more than one
international service agency meeling a particu-
lar human need in the same geographic area.
For any departure to this policy the voluntary
agency must demonstrate that it would be in
the interest of the public served and the em-
ployee contributors.

5.24 National Scope. The voluntary agency
must demonstrate thar:

a. It is organized on a national scale with a
national association which is representa-
tive of its constituent parts and which,
through its board of directors, exerciscs
close supervision over the operations and
fund-raising policy of any local chapters
or affiliates.

b. It has earned good will and acceptability
throughout the United States, particularly
in cities or communities within which or
nearby are¢ Federal offices or instaliations
with ilarge numbers of personnel.

Good will and acceptability can be
demonstrated when a voluntary agency's
operating chapters provide service in all
or most of the States, and when contribu-
tor support comes from all or most parts
of the nation. It can also be demonstrated
by the extent of public support, the num-
ber and location of contributors, the na-
tional character of any public campaign,
the reputation of the organization nation-
ally, and the proportionate effect of the
organization’s participation in the Federal
program on total campaign income. It is
not necessary that international agencies
show chapter or affiliate coverage in all or
most States.

c. It has sufficient fund-raising representa-
tives at decentralized locations to be able
1o enter into full participation with a
group of voluntary agencies in conducting
local campaigns throughout the United
States.

FEDERAL NUND-RAISING MANUAL


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


R CHAPTER 5—ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

d. If it is a national health agency. it has a
well-defined national program involving
research. education. and community serv-
ices with sufficiently developed local
chapter or affiliate coverage 10 implement
its national program and local service
programs in cilies or communities within
which or nearby are Federal offices or in-
stallations with large numbers of person-
nel.*

e. If it is an international service agency. il
has a well-defined program. not duplica-
tive of existing programs, which meets
basic human needs in an overseas area.

5.25 Type of Campaign. Approval will be
granted only for fund-raising campaigns in sup-
port of current operations. Capital fund cam-
paigns are not authorized. Voluntary agencies
must observe the policy and procedural re-
quirements specified for fund-raising in the
Federal service.

5.3 SPECIFIC REQUIREMENTS.

5.31 Program. The voluptary agency is re-
quired to have an active and necessary pro-
gram which provides for direct services to per-
sons, with particular regard to the welfare of
the public and the persons served, and for con-
sultation and cooperation with established
agencies in the same or related fields, and for
efficient operations.

5.32 Volunteer Controi. The voluntary organi-
zation must be directed by an active, voluntary
board of directors which serves without com-
pensation, holds regular meetings, and exercis-
es effective administrative control.

5.33 Finances. The voluntary agency must
adopt the Standards of Accounting and Finan-
cial Reporting for Voluntary Health and Wel-
fare Organizations and maintain a financial sys-
tem which inciudes accounting procedures ac-
ceptable to an independent certified public ac-
countant. It must conduct fiscal operations in

*While a national health agency may meet cligibility re-
quirements, local chapters. in order to participate in the
local fund-raising program. must provide a direct and
meaningful service in the area (County) in which the cam-
paign is being conducted (see Sectivn 3.532b and Section
4.2b).
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accordance with a detatled annual budget
which is prepared and approved at the begin-
ning of the year by the board of directors, with
their prior authorization of any significant vari-
ations from the approved budget.

5.34 Administrative and Fund-Raising Ex-
pense. Administrative and fund-raising expen-
ses must be reasonable. Expenditures for ad-
ministration and fund-raising not exceeding
25% of total support and revenue will be con-
sidered reasonable. Where administrative and
fund-raising expense exceeds this percentage,
the burden is on the voluntary organization to
demonstrate the reasonableness of its fund-
raising and administrative expenses under all
the circumstances in its case.

5.35 Fund-Raising Practice. The voluntary
agency’s publicity and promotional activities
must be based upon the actual program and
operations of the agency, must be truthful and
nondeceptive, and must include all material
facts. The agency's fund-raising practices must
assure prolection against unauthorized use of
agency contributors’ lists; no payment of
commissions, kickbacks, finder fees, percen-
tages, bonuses, or overrides for fund-raising;
no mailing of unordered tickets or commercial
merchandise with a request for money in re-
turn; and no general telephene solicitation of
the public.

5.36 Nondiscrimination. The voluntary agency
must observe a policy and practice of nondis-
crimination on the basis of race, color, religion,
sex, or national origin, applicable to persons
served by the agency, to agency staff employ-
ment, and 1o memberships on the agency's
governing board, as prescribed in Chapter 7.
Organizations which are organized along reli-
gious lines or which are organized to serve per-
sons of a particular sex may nevertheless meet
eligibility requirements if a bona fide purpose
for organizing along religious lines or for di-
recting services to persons of a particular sex
can be shown,

5.37 Annual Report. The voluntary agency
must prepare an annual report to the general
public which includes a full description of the
agency's activities and accomplishments and
the names of chief administrative personnel.
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CHAPTER 5—ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES 3

5.38 Financial Reports. Preparation of a con-
solidated annual financial report to the general
public in accordance with the Standards of
Accounting and Financial Reporting for Volun-
lary Health and Welfare Organizations and cer-
tification of such report by an independent cer-
tified public accountant is also required. The
consolidated report shall include all income and
expenditures for the national operations and all
chapters, committees, affiliates, or satellites.

5.39 Independent Audit. The voluntary agency
must provide for an annual external audit by an
independent certified public accountant.

5.40 Source of Funds and Costs Report. The
voluntary agency must file a special report with
the Chairman of the U.S. Civil Srvice Commis-
sion which discloses on a consolidated basis
the agency’s {including chapters and affiliates)
sources of funds, fund-raising expense, and use
of net funds in its most recent fiscal year.

5.4 APPLICATION REQUIREMENTS.

5.4} Exemptions. The American Nationa! Red
Cross. and local community chests or united
funds which are members in good standing of,
or are recognized by, the United Way of Amer-
ca are cxempt from these application require-
ments excepl for the nondiscrimination require-
ments of paragraph 5.461 and the accounting
and fnanciat reporting requirements of para-
graph 5.46g. In addition, the United Way of
America, as a national organization, must con-
form in its financial reporting to the Standards
of Accounting and Financial Reporting for
Voluntary Health and Welfare Organizations.
Each local united way must also assure that the
fund-raising and administrative expenses of its
local members are reasonable. Expenditures
for administrative and fund-raising costs not
exceeding 25% of lotal support and revenue
will be considered reasonable. Before the stant
of the campaign, the local United Way should
certify 10 the local Federal coordinating group
that member agencies participating in the CFC
meet this requirement. Any exception to this
requirement for individual united fund member
agencies must be approved by the local Federal
coordinating group.

For purposes of this section, the American
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National Red Cross and its chapters are recog-
nized as operating an accounting and financial
system in substantial compliance with the Uni-
form Standards of Accounting and Financial
Reporting for Voluntary Health and Welfare
Organizations and certification to this effect by
local chapters is not required. However, local
Red Cross chapters are required to furnish
nondiscrimination assurances, as required by
Section 7.4 of Chapter 7.

5.42 Annual Appiications. In order to be con-
sidercd for solicitation privileges in domestic or
overseas campaigns in the Federal service,
each national voluntary agency must file an
application annually. National voluntary agen-
cies which have aiready been approved for
fund-raising privileges in the Federal service
are not required to submit the information re-
quested in sections 5.46 a, b, c, d, h. and i,
except where there has been a substantial or
significant change in these items: for example,
a change in purpose of the organization or a
decline in chapter coverage or activity, They
are required to furnish information in" sections
546e.f, g j.k, 1, and m.

5.43. Time and Place of Filing. Application
must be filed with the Office of the Chairman,
U.S. Civil Service Commission, Washington,
D.C. 20415 and must be postmarked on or be-
fore December 1. Applicants are urged to file
as early as possible.

5.44 Ehgibility Decisions. The Chairman, U.S.
Civil Service Commission, with the assistance
of an eligibility commitiee of government offi-
cials and employee organization leaders, uses
the information filed with the agency’s applica-
tion and derived from other responsible
sources to make his decision on an agency’s
eligibility.

5.45 Notice of Decisior. Applicants are noti-
fied of the decisions on their applications as
soon as possible after filing. If dissatisfied with
the Chairman's decision. the applicants have
the opportunity to request a personal appear-
ance before the Chairman's representative or a
review of the decision by that official without a
personal appearance.
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M CHAPTER 5—ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

5.46 Form and Content of Application. Appl-
cations shall be filed in the following form. and
will include the information. documents and
data specified:

a. Corporate Name and Fiscal Year.

b. Origin, Purpose and Structure of Organi-
zation. Furnish information 1o show that
the voluntary agency meetls the General
Requirements of Section 5.2, Applications
for overseas campaign privileges alone
will be considered vnder modified require-
ments for paragraphs 5.24c and d.

c. Chapters, Affiliates or Representatives.
Furnish a list of chapters, affiliates or rep-
resentatives in alphabetical order by
State. Under the State, list cities with
chapter, affiliate or representative by
names and addresses.

d. Nationai Scope (sec. 5.24). Demonstrate
the good will and acceptability of the or-
ganization throughout the United States.

e. Program (sec. 5.31). Outline the program.
List the names of other national volumary
agencies which offer similar services cov-
ering the whole or a part of the same field
of activity, and state past and current re-
lationships with such agencies.

f. Volunteer Control (sec 5.32). Describe
board of directors’ administrative activity
in past year and list current board mem-
bers’' names, addresses and businesses or
professions.

g. Finances (sec. 5.33). Furnish certification
by an independent certified public accoun-
tant of compliance with an acceptable
financial system and adoption of the Uni-
form Standards.

h. Fund-Raising Practice (sec. 5.35). State
compliance with all factors in the section.

i. Nondjscrimination (sec. 5.36). Furnish
written assurance of nondiscrimination as
prescribed by Chapter 7. If applicant has
filed satisfactory nondiscrimination assur-
ance and has maintained such nondiscri-
minatory policy or practice withoul sub-
stantial change. further assurance is not
required in applications for renewal.

FEDERAL FUND-RAISING MANUAL

J- Annual Report (sec. 5.37). Furnish copy
of latest annual report.

k. Financial Report {sec. 5.38). Furnish
copy of latest financial report prepared in
accordance with the Standards of Ac-
coynting and Financial Reporting for
Voluntary Health and Welfare
Organizations and provide certificatinn by
an independent certified public accoun-
tant that the report was prepared in con-
formity with the **Standards."’

|. Independent Audit (sec. 5.39). Furnish
copy of latest externai audit by an inde-
pendent certified public accountant.

m. Source of Funds and Costs Report (sec.
5.40). Furnish a special report to the
Chairman of the Civil Service Commis-
sion consistent with the reporting require-
ments of the Standards referred to in sec-
tion 5.38. The report must include the
agency's sources of funds, expenditures
by program service and supporting serv-
ices with fund-raising and other expendi-
tures listed separately. The report must
cover the most recent fiscal year and rep-
resent a consolidated statement of nation-
al and affiliate income and expenditures.
The amount of contributions received
from united funds or community chests,
from Federal service campaigns, and the
total from other sources must be sepa-
rately identified and shown as percent of
total contributions. The report must be
furnished in accordance with the format
shown in the attachment to this Chapter.

5.5 PUBLIC ANNOUNCEMENT OF REC-
OGNIZED AGENCIES AND AS-
SIGNED PERIODS.

Early in the calendar year, the Chairman of the
Civil Service Commission announces the names
of all voluntary agencies eligible for participa-
tion in the Federal fund-raising program for the
ensuing campaign year and specifies the as-
signed periods for solicitations within the Feder-
al service.
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CHAPTER S—ELIGIBILITY REQUIREMENTS FOR NATIONAL VOLUNTARY AGENCIES

SOURCE OF FUNDS AND COSTS REPORT

(For the year ending

Suppor from the Public;
Received Directly:
CONIADULIONS ...ooouiiiiirii e risiariaiersecrerrras i esereranaeeaas s eanrsiararens

Special Events (less related expenses of §___ ) ...,
Subtotal

Received Indirectly:
United Funds andjor Commumly Chests
Federal Service Campaigns .. e e e erea e eee L e i aseat e etar esseseaeesesrnsieesits 4ieeeeesesreeaveierines
Other Contributions

Subtotal

Totat Suppon from the Public

Miscellaneous Revenue: R
Government Grants {including grants-in-Kind)
Service Fees. Literature Sgles, cic
Gain from the Sale of Products
Memberships
investment Income
Other income

Total Miscellaneus ReEVENMUE ..ottt iieiaciee it e eenirstassanre aereeaseseesineaceotnins  wecicie ssanecesss

TOTAL SUPPORT AND REVENUE

Expenditures:
Program Scrvices: Amoemt Fercent of expendinure
{Calegory) . . - T PSP UUUPRPRIN
(Category) ..........
{Category} e iravraane e taen avereereareeeseaaeres

Subtotal

Supporting Services:
Management and general ...
Fund Raising

TOTAL EXPENDITURES ... eeeens 100
EXCESS OF REVENUE OVER EXPENDITURES—S
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CHAPTER 6 37

CAMPAIGN PRACTICES AND PROCEDURES

6.1 PURPOSE OF AUTHORIZED CAM-
PAIGNS. The program for fund-raising within
the Federal service exists in recognition of the
importance of voluntary agencies in our free
society—agencies which complement and
strengthen our tax-supported services in a
manner which is vitai to the well-being of the
American people. Their voluntary services to
human needs—in local communities and on the
national and international scene—depend upon
contributions of funds from the public. And the
primary source of contributions is employed
persons—those with jobs and regular income
who recognize a social and civic responsibility
to help their fellow citizen. Solicitation of em-
ployees on the job is authorized in the Federal
service as in most other large organizations, in
order 1o assist voluntary agencies in obtaining
the funds to continuc their worthy programs.
Thus. the purpose of our approved campaigns
is to familiarize Federal personnel with the
human needs that are being met by voluntary
programs and to encourage them 1o contsibute
a fair amount for their financial support.

6.2 TRUE VOLUNTARY GIVING. True
voluntary giving is the free response of an indi-
vidual to an appeal which gives him full knowl-
edge of the human needs at stake and encour-
ages him to contribute generously in relation to
his financial ability and his responsibility as a
good citizen.

6.3 CAMPAIGN OBJECTIVES. The purposcs
of the Federal fund-raising campaign are:

a. To inform Federal employees of the es-
sential role that voluntary agencies play in
the community and the nation and their
need for public support.

b. To provide an opportunity for every indi-
vidual to donale 1o specific worthy agen-
cies with which he is familiar and which
he wants 10 support.

c. To seek 100 percent volunlary participa-
tion while preserving the individual's right
to give or not to give.
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d. To stimulate generous giving in relation to
the ability of the giver while preserving
his right to give in a confidential manner
if he chooses 1o do so.

6.4 ORGANIZATION  FOR
TION.

SOLICITA-

6.41 Management and Employee Organization
Support. The importance of meeting human
needs through our voluntary agencies and of
assisting Federal personnel to discharge their
social and civic responsibility without fear of
coercion calls for soitd understanding, backing
and cooperation from all leveis of management
and from employee organizations. The head of
each Federal installation is responmsible for
providing local leadership to each authorized
campaign by:

a. Cooperating with voluntary agency repre-
sentatives and the heads of other Federal
agencies in the communitywide effort.

b. Advance planning and activation of an
effective campaign organization at his
own installation.

c. Enlisting the participation and support of
employee organization leaders, where
possible.

d. Personal endorsement and follow-up
through messages to all employees and
contacts with management and superviso-
ry staff.

6.42 Advance Planning and Organization. Ad-
vance planning and activation of the campaign
organization requires;

a. Selecting a campaign chairman or project
officer, division chairmen and keymen
who are able and enthusiastic;

b. Briefing of management staff, campaign
workers, and employee organization lead-
ers on the policies of the Federal program
and the educational material and adminis-
tratjve details involved in the campaign;

c. Clear assignment of responsibilities for
general publicity, kick-off rallies, indoctri-
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CHAPTER 6—CAMPAIGN PRACTICES AND PROCEDURES

nation meetings, and person-io-person so-
licitation—and for effective supervision,
follow-up. and progress reporting at each
echelon of the campaign organization.

These steps are primary and essential. A de-
tailed guideline for effective campaigning is
incorporated in the attachment to this chapter.

6.43 Keyman Responsibilities. A keyman is
selected for the personal solicitation of about
25 employees, depending upon the unit organi-
zation. He or she should be chosen for leader-
ship gualifications, compatibility with cowork-
ers, and motivation toward successful perform-
ance, Since a keyman is acting. in effect, as an
agent of the recognized voluntary agencies in
contacting potential contributors, it is impor-
tant that each keyman be given a thorough
briefing on the program and purpose of the par-
ticipating voluntary agencies, preferably by
representatives of the fund-raising agencies
themselves. The keyman's responsibilities are
to:

a. Personally contact each prospective con-
tributor in the assigned group and provide
the educational literature and contribu-
tor’s card or envelopes appropriate to the
campaign;

b. Explain the services performed by the
voluntary agencies and answer any gues-
tions about them and the Federal fund-
raising program;

c. Urge a generous gift, with the goal of 100
percent voluntary participation in mind;
where appropriate call attention to local
suggested giving guides;

d. Collect employee contributions, forward
them and make reports in accordance
with local arrangements for the particular
campaign.

DOLLAR GOALS, SUGGESTED GIV-
ING GUIDES AND INSTALLMENT
PLEDGES

6.5

6.51 Doliar Goals. In the Combined Federal
Campaign, united fund and community chest
campaigns, coordinated solicitations in non-
federated communities and mixed areas, and in
Red Cross campaigns in the domestic area, the
local Federal agency head may accept an equi-
table doliar goal representing his installation’s
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share of the overall dollar goal for the commu-
nity. When so accepted, the dollar goal for the
installation may be allocated in the form of
subgoals to principal divisions of the installa-
tion. The assignment of a dollar goal to an indi-
vidual potential contributor is absolutely prohi-
bited. Dollar goals are not authorized in the
National Health Agencies and International
Services Agencies campaigns.

6.52 Suggested Giving Guides. In campaigns
which have dollar goals, campatgn materials
may include what the voluntary agencies consi-
der one's suggested share of responsibility
toward the success of the campaign. These
suggestions are developed by the soliciting
agencies for the giver's guidance and educa-
tion, and are permissible in the Federal pro-
gram. However, there shall be no requirement
that individual employees meet such guides
when making gifts, and care should be taken to
see that the suggested giving guide is not misrep-
resented as an individual ‘‘assessment’ or
‘‘quota.’’

6.53 Installment Pledges. In campaigns which
have dollar goals, the voluntary agencies may
provide for deferred payment of contributions
through instaliment pledges.

6.6 CONFIDENTIAL CONTRIBUTIONS

6.61 Policy. The privilege of cach Federal con-
tributor to disclose his gift or keep it confiden-
tial is guaranteed in all campaigns. This right of
privacy is safeguarded through the contribu-
tor's option to use a scaled envelope in making
his donation, whether by cash, check or
pledge. He need not place his name on the
envelope and it will not be opened unti} re-
ceived by the ceniral receipt and accounting
person. No effort may be made by any Federal
official or employee 10 determine the amount of
a contribution submitted in a confidential man-
ner.

6.62 Keyman Procedures

6.621 Solicitation. Each potential giver must
be given full opportunity 1o exercise his option
to disclose the amount of his gift or keep it
confidential. No action which might be coer-
cive or contrary to the principles of true volun-
tary giving is permitted.
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CHAPTER 6—CAMPAIGN PRACTICES AND PROCEDURES

»

6.622 Collection and Recording. When a
contributor makes his gift by sealed envelope,
with or without his name on it, the keyman will
preserve the confidentiality of the gift. He will
only verify that the contributors’ envelope
bears the appropriate department or agency
identification, and will write it on if necessary,
in order to insure its safe transmittal and ac-
countability. Where an individual receipt is
required by campaign procedures, he will fur.
nish the contributor a receipt leaving blank the
amount of the gift. The keyman will forward
the sealed envelopes in his Keyman Enveiope.
When sealed envelopes do not bear the contrib-
utor’s name, the keyman will not list the
name on his contributor's list or tally sheet but
merely show the number of such anonymous
contributions.

6.63 Reports from Voluntary Agencies. Any
feedback reports from voluntary agencies will
show the total amount of contributions, includ-
ing the total in sealed envelopes. Voluntary
agency reports will not show the amounts of
individual contributions.

6.7 GENERAL PRIVACY OF CONTRIBU-
TIONS. The amoumts of individual donations
will not be made public or revealed to other
personnel except in connection with the routine
collection and forwarding of contributions and
instaliment pledges. To avoid any possibility of
coercive persuasion aimed al increasing an in-
dividual's gift, Federal officials or employees
will not prepare or utilize for solicitation pur-
poses lists of individuals revealing their pre-
vious gifts. Voluntary agencies will not publi-
cize lists of Federal contributors showing the
amounts of their donations. Agency campaign
chairmen, keymen, and other campaign work-
ers should take whatever actions Oor measures
necessary 1o insure that these guidelines are
followed in the conduct of the campaign within
their agency.

6.8 PRIVACY ACT REQUIREMENTS.
Public Law 93-579 (Privacy Act of 1974), which
is intended to provide safeguards for individ-
uals against unnecessary and unwarranted
invasions of privacy, applies 10 systems of rec-
ords under the control of any agency from
which information is retrieved by the name of
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an individual or by some identifying number,
symbol or other identifying particular assigned
to the individual. Section 6.7 of this Manual
includes specific prohibition against Federal
officials or employees preparing or utilizing lists
of individuals revealing their previous pgifts.
Keymen or others in Federal agencies should
not relain in their possession any records of
contributions collected and forwarded through
campaign channels to the central receipt and
accounting point. It should be clearly under-
stood that except for payroll withholding au-
thorizations. no systems of records as contcm-
plated by the Privacy Act are prescribed or
even recommended in connection with the
Fedcral fund-raising program.

The CFC pledge form, when used to author-
ize payroll deduction, becomes an agency rec-
ord maintained in a system of records. The
name and composiion of such a system will
likely vary among agencies, but it generally in-
cludes various pay records which would fall
within the scope of the Privacy Act. Accord-
ingly. the maintenance of the pledge form as a
record authornzing payroll deductions should be
acknowledged as a record which meets the Pni-
vacy Act criteria.

Further, the pledge form is subject to Sec-
tion 7 of the Privacy Act since it does solicit
social security numbers. The number is not
needed on the form in all cases: it is required
only when (1) payroll deductions are author-
ized. and (2} the social security number is re-
quired by the agency for payroll identification
purposes.

A Privacy Act notice designed to comply
with the requirements of the law will be printed
on an item of campaign material that remains
with the employee: for example, the contribu-
tor's Icafiet or a portion of the pledge card that
will be left with the contributor. It should not
be printed on the pledge card itself which is
sent to the payroll office, or on the card which
is forwarded to the central receipt and account-
ing point, The required notice is as foliows:

PRIVACY ACT NOTICE FOR

CSC 804, Combined Federal
Campaign Pledge Form
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CHAPTER 6—CAMPAIGN PRACTICES AND PROCEDURES

GENERAL

This information is provided pursuant to Public
Law 93-579 (Privacy Act of 1974), December
31, 1974, for individuals who complete the
pledge form for Combined Federal Campaign
contributions,

AUTHORITY

Executive Order 10927, March 18, 1961, au-
thorized the Civil Service Commission to make
arrangements for national voluntary health and
welfare agencies to solicit funds from Federal
employees and members of the armed forces at
thetr places of employment or duty stations.

Public Law 87-304, September 26, 1961, pro-
vides authority for the head of each depariment
to establish procedures under which civilian
employees are permitied to make allotments
and assignments of amounts from their com-
pensation.

PURPOSES AND USES

This form is used as the authority 0 make
deductions from employees’ compensation and
transmit such amounts 1o the organizations
they designate. This informaton will be dis-
closed to payroll office personnel and personnel
in the Department of the Treasury, Division of
Disbursements.

EFFECTS .OF NONDISCLOSURE

The disclosure of this information is voluntary:
however, payroll deductions and payments to
organizations cannot be made without a com-
pleted form.

INFORMATION REGARDING DISCLOSURE
OF YOUR SOCIAL SECURITY NUMBER
UNDER PUBLIC LAW 93-579 SECTION 7(b)

Disclosure by you of your social security num-
ber may be deemed mandatory for the purpose
of payroll deductions for contributions to chari-
table organizations under the Combined Feder-
al Campaign. Solicitation of the social security
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number is authorized under provisions of Exec-
utive Order 9397, dated November 22, 1943,

6.9 RAFFLES, LOTTERIES AND OTHER
SPECIAL PROCEDURES FPROHIBIT-
ED.

The program for fund-raising on the job has
only one authorized procedure: personal solici-
tation of each potential contributor by designat-
ed keymen. Raffies, lotteries, carnivals, bene-
fits and other special fund-raising procedures
are contrary to Federal policy and are prohibit-
ed.

6.10 CAMPAIGN MATERIALS.

6.101 Furnished by Volunlary Agencies. All
educational material and operational forms for
Federal campaigns must be furnished by the
participating voluntary agencies.

6.102 Prowvisions for Confidential Giving.

a. The campaign literature and individual
contribuior’s card must notify the contri-
butor of his right and option to enclose
his gift and pledge card in a sealed enve-
lope. He may use any envelope for this
purpose. The voluntary agencies are not
required to furnish envelopes for indivi-
dual contributors. If the required notice is
not contained in the material furnished by
the voluntary agencies.* Federal agencies
should provide this notice by preparing an
insert to the materials or arranging for oral
instructions by the keymen. The provision
involved is an express requirement of E.O.
10927.

b. In the National Health Agencies and In-
ternational Service Agencies Campaigns,
the voluntary agencies will provide an
envelope for each potential giver which
shall bear on-it a request to the contribu-
tor to enclose his gift and seal the enve-

lope.

*This may occur through error of oversight. or in locations
where so few Federal employees are involved that il is
impractical for the voluntary agencies to provide a special
nolice,
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CHAPTER 6—CAMPAIGN PRACTICES AND PROCEDURES 41

forwarding contributions. Contributors lists or
tally sheets, keyman’s envelopes, and cam-
paign report envelopes should bear printed in-
structions for their use.

6.103 Recording and Forwarding Contribu-
tions. The campaign literature should contain
instructions to agency campaign chairmen and
keymen on the procedures for recording and
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ATTACHMENT a4

CAMPAIGN GUIDELINES FOR VOLUNTARY GIVING

The policies for fund-raising in the Federal
service recognize the importance of voluntary
agencies in our American way of life, and the
opportunity for employees to know about them
and to give generously toward their support. At
the same time, as set forth in Executive Order
10927, these policies stress the importance of
true voluntary giving and establish certain indi-
vidual safeguards such as the option of disclos-
ing one's gift or keeping it confidential by the
use of a sealed envelope, and the prohibition
against assigning a special doilar goal or quota
to an individual.

Any successful fund drive requires an enthu-
siastic campaign. But administrative and cam-
paign officials, supervisors and keymen must be
familiar with ali of the provisions of the Feder-
al program in order to know where to draw the
line between proper and improper methods.

It s approved practice for management offi-
cials 10 call employees together, explain the
need for and use of the funds being solicited
and urge employees to give generously—as
much as they can afford. Where there are dol-
lar goals for the campaign, the distribution of a
suggested giving guide, based on employee pay
levels, is also approved practice and the guide
1s generally weicomed by employees as an indi-
cation of what might be a fair contribution.
Difficulty arises if the sugpested contributions
vutlined on suggested giving guides are con-
fused or interpreted as ‘‘quotas.’” Even though
two employees are in the same salary bracket,
it does not necessarily follow that they are ei-
ther able or inclined to make the same contri-
bution. Some give considerably more—others
less.

There is no place in the Federal fund-raising
program for force or coercion. Campaigns must
be conducted through an intensive program of
employee information about the needs for and
use of the solicited funds and by a strong ap-
peal for contnbutions based on the contribu-
tor's ability and willingness to give voluntarily.
In the final analysis, each employee must be
the sole judge of what he can and will contni-

APRIL 1977

bute and whether or not he wishes to keep the
amount of his contribution confidential.

PLEASE STUDY AND APPLY THE FOL-
LOWING SUGGESTIONS:

I. Agency or Installation Heads. Campaign
Chairmen, and Division Campaign Chair-
men
A. Familiarize yourself personally with:

1. The fundamentals of the Federal
fund-raising program and its poli-
cies, and

2. The approved campaigns and the
work of the participating voluntary
agencies.

B. Make sure that both the President’s
Message on the campaign and the issu-
ance from the head of your department
or agency are dispersed to cvery em-
ployee well in advance of the solicita-
tion for funds.

C. Activate your agency's regular fund-
raising organization down to the last
keyman. Carefully select project per-
sonnel and keymen who are interested.
able and enthusiastic.

D. Arrange training sessions for all cam-
paign leaders before the beginning of
the campaign so that they know the
program needs of the agencies, the ba-
sic philosophy behind the Federal plan,
and the campaign mechanics.

E. Issue fact sheets to all keymen regard-
ing work of the agencies participating
in the particular campaign so that they
may explain the program and services
of the benefiting agencies.

F. Make it clear that the campaign is im-
portant official government business
and not an informal duty to be
shrugged off. Remember that this is a
social and civil responsibility—human
needs are at stake and can only be met
if most people give generously.

G. Issue a personal memorandum to all

FEDERAL FUND-RAISING MANUAL
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CHAPTER 6—CAMPAIGN PRACTICES AND PROCEDURES

emplovees urging them to familiarize
themselves with voluntary agencies and
their programs and to contribute as
generously as possible.

. Utilize all public information channels
and materials available 10 you so that
each giver will understand the work of
the agencies involved and the causes
for which he is contributing. These
should include informational bulletin
board posters, house organs, campaign
films, etc. Use the Press Kit matenals
before and during the drive. Work up
special material based on eye-witness
accounts of work of these agencies.
Publish weekly progress reports.

Have a kick-off rally for campaign
workers at the department, bureau or
installation leve] at least one week be-
fore the opening of the campaign. Use
key speakers and audio-visual materi-
als.

Set a schedule of employee information
meetings or rallies so that every em-
ployee is thoroughly briefed on the
objectives. benefits. and needs of the
private agencies in the campaign.
Promote  well-planned  enthusiastic
meetings within entire office divisions
and units, using division heads. top
supervisors and employee organization
leaders.

. In campaigns which have doilar goals,
inform everyone of instaliation and di-
vision goals and furnish them with a
suggesied giver's guide when appropri-
ate.

Encourage keymen to approach each
employee individually and to make fol-
low-up contact.

. Discourage contacts with individual
givers by other than designated key-
men. Management officials or supervi-
sors should always talk to givers in
groups and never put an individual *‘on
the spot.™

. Instruct campaign workers to avoid
coercive pressure. If the keyman is in-
terested and well-indoctrinated he can
transmit this interest and enthusiasm to
those he solicits.

FEDERAL FUND-RAISING MANUAL
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0.

Start the campaign on time. Push it 10
an early conclusion. This will save staff
time and lead to a better campaign.
Ask for weekly or biweekly progress
reports and use coordinators to assure
that the campaign remains active
throughout the full period, if necessary
to complete solicitation.

Prepare a bar graph or other type chart
for public display showing the progress
of the campaign on a daily or weekly
basis for each of the major campaign
units.

Report final results to employees and
make sure senior officials write *thank-
you'* jetters to ali those helping them
in the campaign. Qutstanding perform-
ance merits official commendation in
fund-raising as it would in other official
activities.

Survey a sampling of employees for
their evaluation of the conduct of the
campaign. As needed. act on the
suggestions in planping the next cam-

paign.

Keymen

A.

Plan solicitation carefully, Begin it at a
strategic time for your unit. after a ral-
ly or meeting, on a pay day. {Concen-
trating on pay days is sound if cash
gifts are appropriate.) Allow plenty of
time for call-backs in order to follow-
up on those who are missed on the first
go-around.

Contact everyone individually. Issue all
appropriate educational and contribu-
tor's materials. Try to avoid more than
one compleie solicitation. The irritation
caused by asking the same person a
second or third time for his contribu-
tion can imply coercive pressure, can
do harm to subsequent campaigns, and
therefore, should be avoided.

Stress 100 percent participation, No
one has to give but almost everyone
will want to give. Make the campaign a
family affair with joint responsibility
extending to the smallest giver,
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CHAPTER é—CAMPAIGN PRACTICES AND PROCEDURES L]

D. Urge a generous gift in keeping with tion giving. 1t is easier for the employ-
the employees' ability to give. (Let him ce and provides better support to the
know that only one appeal will be campaign. Let the employee know that
made for these agencies and that every his gift goes to meet the needs of many
gift counts.) Encourage payroll deduc- agencies.
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NONDISCRIMINATION REQUIREMENTS

7.1 NONDISCRIMINATION STANDARD.
Voluntary agencies recognized for fund-raising
privileges within the Federal service must oper-
ate without discrimination and must carry out
affirmative action programs to assure equal
employment opportunity. This policy applies to
persons served by the agencies, to the staffs of
the agencies, and 1o membership on their gov-
erning boards. Operating without discrimination
means that:

a. No person is excluded from service be-
cause of race, color, religion, sex, or na-
tional origin.

b. There is no segregation of those served
on the basis of race, color, religion, or
national origin. '

¢. There is no discrimination on the basis of
race, color, religion, sex, or national ori-
gin with regard to hiring, assignment,
promotion. or other conditions of staff
employment.

d. The agency has a written plan for and is
undertaking positive action to achieve
equal employment opportunity for all per-
sons in the filling of its staff positions.
The plan must include elements such as:
contacts with appropriate organizations in
the community including minority group
and women's organizalions concerning the
agency's employment needs; recruitment
advertisements in minority group news
media when advertising in the general
media is used to fill jobs; self-identifica-
tion as an equal employment opportunity
employer in recruitment advertisements;
and using only those employment agen-
cies which do not discriminate on the ba-
sis of race, color, religion, sex, or nation-
al origin for making job referrals.

e. There is no discrimination on the basis of
race, color, religion, sex, or national ori-
gin in membership on the agency’s gov-
erning body.

7.2 EXEMPTIONS. Exemptions to the above
requirements relating to religion or sex may be
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granted if a voluntary agency is organized for a
bena fide purpose on a religious basis or if its
purpose is reasonably related to service of per-
sons of a particular sex. National organizations
requesting such exemptions are required to
provide justification to the Civil Service Com-
mission. Local organizations must request the
appropriate exemption from the local field co-
ordinating group. In considering a request for
exemption, consideration will be given to the
fundamental purpose of the organization and
the reasonableness of the request in relation to
this purpose. If such a request is denied by the
local coordinating group, the agency should be
informed of its right to ask for a review of the
decision by the Civil Service Commission.

7.3 NONDISCRIMINATION ON BASIS OF
HANDICAP OR AGE. In addition, voluntary
agencies should not discriminate in employ-
ment,. service, or membership on governing
bodies on the basis of handicap or age, al-
though reasonable limitations as to age for
employment, service, or membership on a gov-
erning body may be made where age is a bona
fide consideration.

7.4 VOLUNTARY AGENCIES AFFECTED.
Every national or local voluntary health or wel-
fare agency which solicits contributions from
Federal employees or members of the Armed
Forces at their place of employment or duty
station must first provide satisfactory assurance
that it follows a policy and practice of nondis-
crimination. This requirement is applicable to:

a. A local united fund, community chest or
other federated fund-raising organization
which is authorized solicitation privileges
under the provisions of Manual section
3.51, and each of its participating mem-
ber agencies;

b. Each member agency of a coordinated
solicitation which is authornized solicita-
tion privileges under the provisions of
Manual section 3.52;
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CHAPTER T—NONDISCRIMINATION REQUIREMENTS

¢. The national office, and each State or lo-
cal chapter of a national voluntary agen-
cy, which is authorized on-the-job solici-
tation privileges under the provisions of
Manual section 3.53;

d. Each national or local voluntary agency
which is authorized solicitation privileges
in the overseas area under the provisions
of Manual section 3.54; and

e. Each voluntary agency which is author-
ized off-the-job solicitation privileges
under the provisions of Manual section
3.6.

7.5 ASSURANCE REQUIRED

7.51 Form of Assurance. Assurance of nondis-
crimination shall be in writing and shall consist
of:

a. A statement of policy by the agency's
governing board (national or local board,
as appropnate) covering the elements of
nondiscrimination listed in the standard
(7.1

b. A certification that the agency's practices
in fact conform with the standard; and

c. A certification that the national organiza-
tion and each local chapter has prepared
an affirmative action plan to assure equal
employment opportunity.

Policy statements and certifications shall be
sufficiently explicit 1o assure that the five ele-
ments of nondiscrimipation listed in the stand-
ard are met. While no standard form or format
is required. a sample form is shown at the end
of this chapter.

7.52 Filing Procedure.

a. National Level. A national voluntary
agency which is required by the provi-
sions of Manual section 5.4 to file applica-
tion annually for independent solicitation
privileges shall file a satisfactory assur-
ance with respect to the nondiscrimina-
tion policy and practice of its national
organization with the Office of the Chair-
man, Civil Service Commission, as part of
its application for solicitation privileges.

b. Local Level.

(1) United Fund and Chests. A local unit-
ed fund, community chest or other

FEDERAL FUND-RAISING MANUAL

federated fund-raising organization
shall advise its member agencies (in-
cluding the local Red Cross chapter
when it raises funds in partnership
with the local united fund or chest) of
the nondiscrimination requirements
and requirement of each agency for
an affirmative action plan for equal
employment opportunity. It shall also
request each agency to furnish assur-
ance of nondiscrimination as pre-
scribed in 7.51 above. It shall receive
such assurances-and forward them in
a group, with the policy statement and
certification of the federated fund-
raising organization itself, to the ap-
propriate Federal official in its local
campaign area.

(2) American Red Cross. Where a local
Red Cross chapter participates as an
independent agency outside of the
local united fund, such chapter must
have an affirmative action plan and
furnish the necessary nondiscrimina-
tion certification as prescribed in 7.51
above.

(3) National Voluntary Agencies. Each
local chapter or affiliate of a national
voluntary agency* approved for Fed-
eral fund-raising privileges shall pro-
vide satisfactory assurance of nondis-
crimination to the appropriate local
Federal officials. Failure to submit
proper certification will bar the local
chapter or affiliate from participation
in the appropriate local campaign.

7.53 Recipient of Assurances Filed Locally.
Nondiscrimination assurances required at the
local level shall be filed with the chairman of
the local Federal coordinating group, or in the
absence of such organization in the local area,
with the head of the local Federal installation
having the largest number of civilian and mili-
tary personnel.

*Where International Service Agencies do not have local
chapters or affiliates providing a service in the area. no lo-
cal certification is required. The certification of the national
office to the Civil Service Commission is sufficient.
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7.54 Submission of Affirmative Action Plan.
National or local voluntary agencies, including
chapters or affiliates of approved national orga-
nizations, must have available, for inspection,
the affirmative action plan specified in Section
7.1d. On request, these plans must be submit-
ted 1o appropriate Federal officials who may
review the plans and require amendments there-
to. Appropriate Federal officials may also re-
quest information concerning employment pat-
terns and board membership on the basis of
race, ethnic origin, and sex.

7.55 When Further Assurance is Required. A
national or local voluntary agency, chapter or
affiliate which has filed satisfactory nondiscrim-
ination assurance and has maintained such
nondiscriminatory policy and practice is not re-
quired to file further assurance to continue its
eligibility in subsequent years unless expressly
requested by the appropriate Federal official.
Further assurance may be required at any time
at the option of appropriate local Federal offi-
cials or by the Office of the Chairman., Civil
Service Commission.

7.6 ADMINISTRATION BY THE FEDER-
AL GOVERNMENT

7.61 Responsibility for Administration. The
responsibility for administration of the nondis-
crimination requirements at the national level is
assigned to the Office of the Chairman, Civil
Service Commission,

At the local level, each local Federal coordi-
nating group i1s authorized and responsible for
administration of the nondiscrimination require-
ments in its local area. In the absence of such
an organization in the local area (county), the
authority and responsibility is assigned to the
head of the local Federal installation having the
largest number of civilian and military person-
nel. At their discretion, a local Federal coordi-
nating group may redelegate 10 an appropriate
committee, and the head of a designated local
Federa) installation may redelegate to a subor-
dinate official, such authority as is deemed ap-
propriate.

The heads of Federal offices and installations
shall permit the solicitation of employees or
military personnel on the job, or “off the job™
APRIL 1977

as defined in Manual section 3.6, but only on
behalf of those voluntary agencies that the re-
sponsible Federal coordinating group or official
have determined to be qualified under the non-
discrimination standard and refated require-
ments.

7.62 Acceptance of Nondiscrimination Assur-
ances. The appropriate Federal officia! in each
local area, as designated above, will review the
nondiscrimination assurances filed to determine
if they meet the requirements. Such additions
or amendments and recertifications as the Fed-
eral official considers necessary may be re-
quired from the voluntary agencies. He may
also request the submission of affirmative ac-
tion plans for review. The Federal official will
notify the heads of all Jocal Federal offices and
installations of the receipt of satisfactory non-
discrimination assurances from all voluntary
agencies which are otherwise eligible 1o solicit
contributions from Federal personnel in the
local area. Assurances will be retained as offi-
cial records in the custody of the Federal offi-
ctal's office. The responsibie local Federal offi-
cial may request interpretation or advice from
the Office of the Chairman. Civil Service
Commission, as needed.

7.63 Disqualifications. If a required nondiscri-
mination assurance is not filed with the appro-
priate local Federal official, or is filed but is
determined 10 be unsatisfactory. the voluntary
agency concerned shall not be permitted to so-
licit contributions from Federal personnel in
the local area until satisfactory assurance is
received. Similar action may also be taken by
Federal officials where affirmative action plans
have not been prepared or are considered unsat-
isfactory. [See below for appropriate action
where a federated organization or 2 member
agency of a federated organization fails to
submit a satisfactory nondiscrimination assur-
ance (Section(s) 7.64, 7.65).]

In the event that a voluntary agency files sat-
isfactory assurance but there arises a question
whether the agency’s practices in fact meet the
standard for nondiscrimination in this manua)
or whether the organization is carrying out an
affirmative action plan for equal employment
opportunity, the appropriate Federal official
shall make such investigation as may be neces-
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CHAPTER 7—NONDISCRIMINATION REQUIREMENTS

sary. After providing the agency an opportuni-
ty to present evidence of satisfactory compli-
ance, the Federal official shalli make a determi-
nation whether Federal fund-raising privileges
in the local area will be granted or withheld
from the agency. If a member agency of a fed-
erated organization is found not to be in com-
pliance with the nondiscrimination require-
ments, loca! Federal officials must notify the
Office of the Chairman for appropriate action
as indicated in 7.65 below.

If a question regarding nondiscrimination
practices or an affirmative action program is
raised with respect to a voluntary agency
which furnished its assurance to the Civil Serv-
ice Commission, the appropriate Federal offi-
cial will forward the guestion and all available
related information to the Office of the Chair-
man, Civil Service Commission, for investiga-
tion.

Individual complaints of discrimination in
employment against a voluntary organization
are filed with Equal Employment Opportunity
Commission since that agency has responsibili-
ty for enforcement of nondiscrimination by
private employers.

7.64 Where Federated Organization Fails to
Submit Required Assurance. If a local united
fund. community chest or other federated orga-
mzation does not file a satisfactory nondiscrim-
ination assurance itself, or if the organiza-
tion’s practices are not in compliance with the
nondiscrimination requirements, including the
preparation of an acceptable affirmative action
plan, the federated organization shall not be
permitted to solicit contributions from Federal

FEDERAL FUND-RAISING MANUAL

personne} in the local area. In such event the
local area becomes a nonfederated community
for purposes of Federal fund-raising. Member
agencies of the federated organization which
individually have met the nondiscrimination
requirements will not be allowed to solicit inde-
pendently. However, they may organize a co-
ordinated solicitation in accordance with the
provisions of Manual section 3.52.

7.65 Where a Member Agency Inciuded in a
Federated Organization Fails to Submit Re-
guired Assurance. Where one or more member
agencies in a federated organization fails to file
salisfactory nondiscrimination assurance. or
where the agency’s practices are not in compli-
ance with the nondiscrimination requirements,
including the preparation of an acceplable
affirmative action plan, such agencies shall not
be permitted to solicit contributions from Fed-
eral personnel in the local area. If such agen-
cles continue as member agencies of the local
fund despite failure to comply with the nondis-
crimination requirements, the fund-raising priv-
ileges of the federated organization may be
cancelled by the Office of the Chairman, U.S.
Civil Service Commission. Notice will first be
given to the federated group and to the United
Way of America of intent to cancel unless
cortective action is taken. Appropriate local
Federal officials have the responsibility to noti-
fy the Office of the Chairman if any agency of
a local united fund. community chest. or other
federated organization fails to file a satisfactory
nondiscrimination certification as called for in
7.51 above or whose practice is found not (o be
tn compliance with the nondiscrimination re-
quirements.
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SAMPLE CERTIFICATE*

Al a meeting of the governing board of (name of agency) held on
(date) the board ( ) adopled a policy, ( ) affirmed its policy of nondiscrimination as
follows:

1. No person is excluded from service because of race, color, religion, sex, or national origin.

2. There is no segrepation of persons served on the basis of race, color, religion, or national
origin,

3. There is no discrimination on the basis of race, color, religion, sex, or national origin with
regard to hiring, assignment, promotion or other conditions of staff employment.

4. The agency has a written plan for positive action 1o achieve equal employment opportunity
for all persons in the filling of its staff positions including elements such as: contacts with
various organizations in the community including minority group organizations concerning
the agency's employment needs; recruitment advertisements in minority group news media
when advertising in the general media is used to fill jobs; self-identification as an equal em-
ployment opportunity employer in recruitment advertisements; and the use of employment
agencies which do not discriminate on the basis of race. color, religion, sex, or national ori-
gin.

5. There is no discrimination on the basis of race, color, religion, sex, or national origin in
membership on the agency's governing body.

I certify that the practices of this organization conform to the policy of nondiscrimination stated
above.

(Date) (President or other authorized official}

*Ceriificate may be appropriately modified where exemption has been granied by The Civil Service Commission for agencies
organized for bona fide purposes along religious lincs or where service is restricted to members of a particular sex.
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PLAN FOR DOD COMBINED FEDERAL CAMPAIGN - QVERSEAS AREA

A. PURPOSE
1. This plan for the Dol Combined Federal Campaign-Overseas Area

(CFC-0A), in support of the voluntary health and welfare agencies, has
been developed to:

a. Meet contributor wishes for a single campaign;

b. Reduce costs to the Government; and

¢. Provide greater financial resources for the use of the vol-
untary agencies in their vital programs, which are dependent on volun-

tary private gifts.

2. The plan has been approved by the Chairman of the Civil Service
Commission under the authority of Executive Order 10927

B. DOD CFC-OVERSEAS AREA ORGAN|ZATION

1. Federal Coordinating Committee

a. A National Policy Coordinating Committee (NPCC) has been
established in Washington, D.C., to make final decisions on all matters
of pelicy and planning on matters relating to the Combined Federal Cam-
paign-Overseas Area (CFC-0A) for both the Government and the national
headquarters of the voluntary campaign organizations.

(1) The Committee shall provide uniformity and assist the
overseas commanders by working out basic plans and operating arrange-
ments, such as setting ratios for division of undesignated overbase
money, drafting campaign and publicity material, etc.

(2) The Committee's organization and the activities that
are represented are indicated in attachment 1 to this enclosure.

b. If, in the course of planning, there are matters on which
the voluntary campaign organizations do not reach mutuai agreement after
a reasonable period of negotiations, a final decision will be made by
the National Policy Coordinating Committee, CFC-0A. In exercising this
authority the Committee will give consideration to the equities involved
and the recommendations of each voluntary campaign organization on the
matters at issue and render decisions which will promote the purpose of
the DoD CFC-0A.

c. The campaign areas and organlzations for the DoD CFC-0A
will be as follows:
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{1} There will be three principal campaign areas; namely
Europe, Pacific, and Atlantic. The Atlantic area will include those out-
posts in the North Atlantic which are not now included in the CONUS cam-
paign, such as Thule AFB and Sondestrom AFB, Greenland. A Command CFC
Coordinating Committee wil) be established by the Unified Commander for
each of the above Unified Command areas. Each Unified Commander will
request subordinate commanders and other local command officials to
cooperate fully with the decisions of the Command CFC Coordinating Com-
mittee on all aspects of the CFC arrangements in the interest of achiev~
ing a single combined campaign. The Commander-in-Chief, Atlantic (CINC-
LANT), will assume campaign responsibilities for Greenland.

(2) All members of the Armed Forces and civilian employees
assigned to organizations and units of the above DoD commands and activ-
ities, which are located overseas (excluding Alaska, Hawaii, the Panama
Canal Zone and Puerto Rico), shall be included in the DoD CFC-0A. Per-
sonnel in Alaska, Hawaii, the Panama Canai Zone, and Puerto Rico are in-
cluded in the domestic campaign.

d. The procedures for the CFC set forth in sections C., D., E.,
and G. of this plan may not be changed or modified except as specifically
approved by the Chairman, NPCC. Requests to modify procedures will be
addressed to the Chairman, National Policy Coordinating Committee, Of-
fice of the Deputy Assistant Secretary of Defense {Administration), 0f-
fice of the Assistant Secretary of Defense (Comptroller), Washington,
D.C.20301.

e. Questions related to the conduct of annual campaigns shall
be addressed to the Dod Fund-Raising Coordinator at the address shown
in d., above.

2. Participating Veluntary Agencies

a. National representatives of the American National Red Cross,
the recognized National Health Agencies, and the Interpational Service
Agencies participate fully in the conduct of the CFC-0A, under the basic
rules of the plan as prescribed here. Together they form the National
Voluntary Organizations Campaign Committee {NVOCC), which provides the
organizational mechanism for their joint participation in the CFC-DA.
Their overseas representatives participate as full partners in the for-
mulation of detailed campaign agreements in each Unified Command area.
{f there is disagreement. on details that are not spelled out in this
plan, or in subsequently issued operating procedures and instructions,
the matter shall be decided by the Command CFC Committee. The DoD
fund-Raising Coordinator will furnish any needed information or advice.

b. In the event any individual agency or group of recognized
national voluntary agencies choose not to participate in the CFC under
the final ,arrangements decided upon, it may withdraw from the campaign;
but it will not have fund-raising privileges at places of employment or

2
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duty in DoD installations or activities in the overseas area. This
policy is in keeping with the agencies' agreement, nationally, to par-
ticipate in the CFC under the basic ground rules prescribed in this
plan.

C. ORGANIZING THE CAMPAIGN

1. Upon receipt of this plan, each Unified Commander shall estab-
lish a Command CFC Coordinating Committee to give leadership and direc-
tion to the planning and conduct of the campaign.

a. The Committee shall be organized and have membership as in-
dicated in attachment 1, this enclosure.

b. Employee representatives shall be appointed to the Command
Committee, inciuding any recognized employee organizations wherever
practicable, to assure employee participation in the planning and con-
duct of the campaign.

c. The Unified Commander shall designate a representative to
serve as the Chairman of the Command Committee vho, in turn, shall ini-
tiate action promptly to organize and plan for the campaign.

d. The Command Committee shail assemble necessary information
and data, plan the detailed arrangements, and identify and attempt to
resolve any poticy issues.

2. The Unified Commander shall serve as the Campaign Chairman for
his/her command area and shall ensure that the campaign is properly
planned, scheduled,and implemented each year on a timely basis by the
Command CFC Committee.

D. ESTABLISHING CAMPAIGN ARRANGEMENTS

1. Campaign Name. The name will be the DoD Combtined Federal Cam-
paign. The title will include the fiscal year during which the contri-
butions are solicited and the Command CFC Coordinating Committee may
localize the campaign name as it sees fit. Example: FY 1979 DoD Com-
bined Federal Campaign-Pacific.

2. Campaign Period. The CFC-0A will be conducted during a 6-week
period in September and (Uctober.

3. Campaign Area. As indicated in B.l.c., this enclosure.

4. Annual Campaign Announcement. Annually, well ahead of the cam-
paign period, the Secretary of Defense will announce the forthcoming
campaign by memorandum addressed to all major components of the Depart-
ment of Defense that have overseas activities.

v


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


* 5. Contributor Designations

a. The information leaflet for contributors will identify the
participating voluntary campaign organizations and list their member
agencies with a brief description of each agency's program. The leaf-
let will explain the method by which undesignated funds will be divided
among the voluntary campaign organizations and of the contrlbutor's
right to designate gifts to individual voluntary agencies. Designations
of gifts are to be entered in the appropriate blocks on the contributor's
card and initiated by the contributor in the space provided for validat-
ing such designations.

b. The right to designate will be plainly stated in the contri-
butor's leaflet but designations will be neither encouraged nor discour-
aged by keyperson solicitors or in campaign publicity materials and
speeches.

c. All contributor designations will be allocated to the appro-
priate voluntary agency organization for the specific voluntary agency
designated. These amounts will be separate from each voluntary agency's
share of the undesignated funds.

€. Distribution of Undesignated Funds. Undesignated funds include
contributions in cash and pledges by payroll allotment to the CFC that
are not designated by the contributor for a specific voluntary agency.
These funds will be distributed among the authorized voluntary campaign
organizations as specified by DoD Directive 5035.1.

7. Campaign Goal. An overall campaign goal may be announced to
encourage voluntary participation through voluntary contributions by
all DoD personnel. Dollar goals will not be established for commands
and activities.

8. Suggested Giving Guides and Voluntary Giving

a. Suggested ''fair share' giving guidas for use by individual
contributors appear on the contributor card in an effort to accomplish
an enthusiastic and purposeful campaign, accompanied by a statement
that the guides are provided because contributors often ask ''what they
should give'; but the decision to give and the amount to give remain
soliely the determination of each contributor.

b. The giving guides show the amount of periodic payroll de-
duction suggested for various pay levels,combined with guides for cash
giving. The guides show also suggested size of gift in relation to var-
ious income levels. However, there shall be no requirement that the
individual meet the guides when making gifts, and care should be taken
to see that the suggested giving guides are not misrepresented as indi-
vidual assessment or quota.
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c. The contributor's leaflet will include the express statement
that the individual has the privilege of making a gift confidentially
by providing and using a sealed envelope, which will be delivered with-
out opening to the financial Institution in accordance with section 6.6
of the Federal fund-raising manual (appendix A).

d. The contributor's leaflet and other campaign publicity will
emphasize the concept of the single combined annual campaign, referring
to the fact that the contributor’s pledge permits the privilege of ex-
tended payment through payroll altlotment and makes it possible to cover
a full year's commitment at one time.

* 9. Monetary Controls and Accounting

a. The Bank of Virginia-Potomac, 1500 Wilson Blvd, Arlington,
Virginia 22203, is the central depository for the funds. Other select-
ed financial institutions, such as U.S. military banking facilities and
U.S. credit unions, are lending their services in overseas areas. The
local participating financial institution will be instructed to trans~
mit all deposits to the Bank of Virginia-Potomac at the above address.
Loca) withdrawals are not authorized.

b. One copy of each contributor card will be sent to the Na-
tional Voluntary Organizations Campaign Committee, 1600 Wilson Blvd,
Suite 1210, Arlington, VA 22209. This is to permit the designations
to be tallied and other reports to be compiled.

¢. The procedures to be followed at all military installations
are as follows:

(1) The project officer will open a demand account at a
local financial institution, such as a bank or credit union. The
account will be established in the name of the Do0 Combined Federal Cam-
paign-Overseas Area, and the titie will include the project officer's
identification symbol as assigned by the command. Example: CFC-Over-
seas Area PPIAAB].

(a) A separate account will be established for each
project officer. Financial institutions serving two or more project
officers will either make separate remittances to the central depository
for each project officer and identify each remittance by the project
officer's identification symbol, or separately identify the amount ap-
plicable to each project officer and provide the project officer identi-
i cation symbol applicable to each separate amount.

{b} The bank, credit union, or other financial insti-
tution, will forward 90 percent of the deposits to the Bank of Virginia-
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Potomac at the end of October and the balance at the end of December.
This remittance will refer to the account title as iVlustrated in D.9.c.
(1), this enclosure.

{d) Contributors checks that have failed to clear af-
ter the second presentation will be forwarded to the Bank of Virginia-
Potomac at the time the funds are transferred. 1f any checks not hon-
ored are returned to the local bank after December 31, they shall be
forwarded with an accompanying letter to the Bank of Virginia-Potomac,
which will make an immediate refund to the local financial institution.

(2) The keyperson shall:

(a) Assure the contributor's card is fully and accu-
rately compteted. The keyperson gives the contributor a signed receipt
which appears on the back of the front cover of the contributors card.

{b) Deposit all checks and cash in the special CFC-0A
account opened by the project officer and turn over any sealed confi-
dential envelopes at that time.

1. in certain localities it may be impractical
for the keyperson to make deposits in the project officer's account.
Where such conditions prevail, and when justified and authorized on a
case-by~case basis by the Command CFC Committee, keypersons may turn
over the funds and contributor cards to the project officer for deposit
and delivery to the servicing finance office. (When it is not practi-
€2l to turn in cash to the project officer, the keyperson will convert
all cash items to Treasury Check or Postal Money Qrder made payable to
the CFC-0A Project Officer and send it to the project officer.)

(c) After completing the Keyperson's Report Form, the
keyperson will retain the third copy of the Report Form for his/her
records and enclose the remaining copies of the Form in the Keyperson's
Report Envelope, along with the financial institution deposit slips
(which also show the number of sealed envelopes) and the contributor
cards.

(d) Turn in the Keyperson's Report Envelope to the
project officer.

{3) The project officer shall:

(a) verify the accuracy of the totals of each Keyper-
son's Report Form before preparing his/her report; check to see that the
totals of the deposit slips agree with the report totals and the finan-
clal institution statements; check the deposit slips against the number
of confidential envelopes shown on the Keyperson's Report Form; check
the total of payroll allotments against the total reported; and retain
the original copy of the Keyperson's Report Form for his/her record.
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(b) Review the contributor cards recelved to deter-
mine which have been completed to serve as payroll allotment authoriza-
tions. The payroll allotment authorization (first and second copies of
the contributor card) will be promptly forwarded to the appropriate fi-
nance/payroll office in accordance with section E, this enclosure,

(¢) Where such procedure has been specifically author-
iz ed,deposit all checks, cash, money orders or other cash items and
confidential envelopes in the local participating financial institution,
using a8 separate deposit slip for each keyperson's proceeds and forward
a copy of the deposit slip promptly to the keyperson for his/her records.

1. If there is no federally recognized financial
institution available, the project officer will convert all cash to a
treasury check or postal money order and forward it to the Bank of Vir-
ginia-Potomac. Postal money orders may be purchased from contributions
and the cost annotated on the report. The check or money order must be
annotated with the project officer's identification symbol to allow the
bank to correlate cash receipts.

{d) Prepare a report to Command In accordance with
instructions on the Project Officer's Report Form; identifying key-
persons who are unable to make their own financial institution deposits.
Each report submission will be accompanied by the NVOCC (third) copy of
each contributor card received to that date.

(e) Prepare a final report which will be supported by
the deposit slips from the financial institutions and receipts from the
finance office for payroli allotments. The total of these items will
equal! the total funds raised. The total amount of any check returned
to the financial institution after payment was refused will be shown as
a reduction at the bottom of the final report.

{4) The financial institution will open any sealed enve-
lopes that have been previously deposited by the keyperson and will pro-
vide a deposit slip to the project officer for the total amount of the
checks and cash. |n the event any contributor cards are included in
the confidential envelopes, the financial institution will return them
to the project officer for processing.

(5} The Command will promptly forward the NVOCC copy of
each contributor card received from the project officers to the NVOCC,
1600 Wilson Blvd, Suite 1210, Arlington, VA 22203. A command report
will be prepared by consolidating the various project officers' reports.
The Command will be responsible for checking the final project officer
report against the totals of the deposit slips and the allotment for
receipts submjtted., These receipts will be held for at ieast | vear

to be available for reconciliation and audit ouronses.

d. The NVOCC will arrange for the tabulation of contributions
according to designations on the contributor cards and furnish the
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NVOCC Accounting Agent with the appropriate details regarding designa-
tions to member agencies. The voluntary campaign organizations will be
responsible for distribution internally to member agencies in accord-
ance with appendix A and their agreements between member groups.

e. The Bank of Virginia-Potomac, as the central depository for
the campaign,will receive funds from the overseas financial institutions
and payro!l allotment checks from finance and payroll officers,and dis-
burse funds in accordance with appendix A4  and agreements between mem-
ber groups,and provide accounting information to the NVOCC.

f. The cost of receipt and accounting and other identifiable
expenses, such as the printing of campaign and publicity materials wilt
be shared by voluntary campaign organizations under arrangements that
are mutually acceptable to them. Accounting and expense-sharing agree-
ments are the responsibility of the campaign organizations, and the
Government will not enter into their administration unless agreement
cannct be reached among the participating voluntary campaign organiza-
tions.

10. Campaign and Publicity Materials

a. Campaign Materials

(1} The foliowing materials normally will be provided for
the campaign:

(a) Checklists for commanders, project officers,and

keypersons.
(b) Three-part Keyperson Report Forms

(¢} Keyperson Kit Envelopes
{d) Contributors Information Leaflets

(e} Project Officer Receipt Forms for pavroll
authorizations.

(f) Three-part Project Officer Report Forms

(g) Posters

(2) In addition to the above materials, the local finan-
cial institution will use its own deposit slips for cash contributions
and confidential sealed envelopes, if any,brought to it by the keyper~
sons.

(3) The solicitation materials are prepared on a ratio of
one keyperson to 20 potential contributors. These materials will reach
project officers through command channels. Additional supplies are
available from the local representatives of the voluntary organizations
or through command channels. Al] materials have been reviewed and ap-
proved by the Department of Defense.
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(4) Information materials about the three voluntary organ-
izations and their member agencies are made available to the project
officers by the voluntary organizations' representatives.

b. Publicity Materials

(1) The Department of Defense, through the American Forces
Information Service, has cleared all press, radio, and television pub-
licity materials furnished by the Dol for use in support of the cam-
paign. Press publicity materials are distributed by the American Forces
Press Service directly to al) overseas Armed Forces newspapers receiving
the service. Radio and television publicity materials are distributed
by the American Forces Information Service, Los Angeles, directly to
American Forces Radijo and Television networks and outlets.

(2) The press kit will include a statement endorsing the
campaign by an appropriate official and suggested press releases, as
well as other suitable materials. The radio and television kits will
include general campaign and agency spot announcements in script and re-
corded formats. Slides, film, or videotape for use on television will
be provided where practicable.

(3) Recipients of press, radio,and television publicity
materials are requested to notify the appropriate public affairs of-
ficer or project officer of receipt of materials and to coordinate
their release.

E. PAYROLL ALLOTMENT AND AUTHOR!ZATION

1. Payroll allotments for contributions to the Combined Federal
Campaign-Overseas Area are authorized by the DoD Directives and the
implementing requlations of the Milltary Departments as follows:

Department Military Personnel Civilian Personnel

DoD DoD Directive 7330.1 DoD Directive 1418.4
(reference f{e)) (reference (f)}

Army AR 37-104-3 AR 37-105

Navy Paras 50501-60604,Navy NAVCOMPT Manual, Vol 3,
& Marine Corps Mili- para 033004-2B, 2C;
tary Pay Procedures Vol 4, para 045050-

045058
Air Force AFM 177-105 AFM 177-373 (vol 1)

2. if a payroil allotment is authorized, the top two copies of the
contributor's card will be separated by the project officer and taken
to the appropriate finance or payroll office as promptiy as possible
to assure timely processing. The project officer will fill out the Re-
ceipt for Payroil Authorization Form for these allotment cards and ob-
tain @ signature acknowledging receipt of the forms. Since authorized
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deductions commence in January, the cards for military members should be
received by the Service Finance Lenter no later than December.| in order
to be processed. |If no alliotment has been authorized, the top two
copies of the contributor card remain attached and will be forwarded
with the project officer's report.

F. OQRIENTATION, TRAINING AND PUBLICITY ARRANGEMENTS

1. The DoD Combined Federal Campaign-Overseas Area involves so many
features that a forma) plan should be developed by the Command CFC Co-
ordinating Committee to cover the orientation of management and employ-
ees, the training of keypersons, and publicity to employees and service-
members.

2. It is expected that all overseas commanders will assist campaign
leaders in the conduct of an enthusiastic and purposeful solicitation on
their installations in order to develop maximum group interest and re-
sponse. In orientation programs, however, care should be taken to make
clear that:

a. The policies and procedures of the Federal Fund-Raising Man-
ual (appendix A) are to be maintained intact as they apply to prohi-
bition against individual employee quotas, assessments, or any other
form of coercive sction; and

b. The employees' right of privacy as to the amount of the gift
and the right to contribute voluntarily, either with or without the use
of a confidential sealed envelope, are to be respected.

3. Employees and servicemembers should be told the background and
purpose of the combined campaign arrangements, including the availabil-
ity of installment payment through payroll aliotment. It is essential
that keypersons be trained effectively on procedures for arranging pay-
roll allotments and also be equipped to answer any questions of a sub-
stantive nature regarding the programs of the participating voluntary
agencies.,

4. Special stress should be placed on giving encugh on a once-a-
year basis to provide a fair amount of support for all authorized cam-
paign organizations,

*G. CAMPAIGN REPORTING

1. A major function of the CFC is the timely reporting of campaign
progress through the unified command channels.

2. Campaign materials will have a blank space for a Project Officer
Identification Symbol. This symbol will be used when any specific
identification is required and will also be used in the financial pro-
cedures to identify the source of contributions and accountability.
Project Officer ldentification Symbols should be assigned in blocks by
each of the Unified Commands, as follows:

10
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First digit - One alpha character {“A" for Atlantic Com-
mand, "E'" for European Command, ''P'' for Pacific Command)

Second and third digits - Numeric characters (§1-99) to
denote country within the Unified Command area

Fourth and fifth digits - Alpha characters (AA to ZZ) to
denote unit above the crganizational level to which indi-
vidual project officers are assigned

Sixth and seventh digits -~ Numeric characters (£#1-93) to de-
note specific project officers

The fourth through seventh digits should be constructed so as to con-
form to the organizational structure. Example:

E | AA [ )]
Europe Germany 26TFWG Project Officer, 26CSGp

E g1 AA @2
Europe Germany 26TFWG Project Officer, 260MSq

E g1 AA 93
Europe Germany 26TFWG Project Officer, 26SPSq

3. These Project Officer Identification Symbols are necessary to
maintain monetary control. All campaign officials should make it a
point of special emphasis to see that they are properly constructed,
assigned, reported, and entered on each contributor card used.

4. Status Summary. The campaign organization status summary will
be provided by the project officers to the Unified Command Chairman so
the latter can provide the DoD Fund-Raising Ccordinator a status summary
15 days after the beginning of the ctampaign. The project officer shall
report the name and location of the financial institution in which an
account was opened, the unit and the identification symbol assigned.
The Command Chairman's report to the DoD fund-Raising Coordinator will
include the name, unit, project officer identification symbol and ser-
vicing financial institution for each project officer and will be due
30 days after the beginning of the campaign. This level of detail is
essential to maintain accountability for cash contributions and to rec-
cncile contributor cards with funds transmitted for deposit to the Bank
of Virginia-Potomac.

5. Final Campaign Reports

a. The following information for each project officer, using
the individual project officer identification symbol, is to be reported
to the DoD Fund-Raising Coordinator:

(}) Number of potential contributors
{2) Humber of actual contributors
(3} Cash contributions

11
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(4) Payroll allotment contributions

(5) Total amount of contributions (cash and payroll
deductions)

b. Aggregate totals of (1) through (5) above for the Unified
Command.

c. Recommendations for next year
d. The report is due on 15 January of each year.

e. The information requirement is assigned Reports Control
Symbol DD-A(A)1392.

Attachment - |
Organization Chart,
CFC-0A

12
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ATTALHAENT | 5035.5 {Encl 1)

August 23, 1978

MATIONAL POLICY COORDIMATIKG COMHITTEE (WASMINGTON, 0C)

Government Chairman

0SD Representatlve

One representative and Alter-
nate from each of the Xii-
itary Departments and 0JCS

One representative and alternate
from the following Voluntary
Agency Groups:

1. American National Red Cross
2. Internationa) Service Agencles
3. National Health Agencies

!

KATIONAL OPERATIONS COORDIMATING SUBCOMMITTEE
{WASHINGTON, ©C)

Government Chairman
Vol Fund-Ralsing Coordinator
One representative from cach of the following
Yoluntary Agency Groups:
1. American Wstional Red Cross
2. International Service Agencies
3. Wational Health Agencles

WAT{ONAL PUBLIC RELATIONS COORDINATING SUBCOMMITTE
(WASHINGTON, DC)

.

Govermmant Chalrman

Representative of Assistant Secretary of Defense
(Public Affairs)

One representative from each of the foilowing
Voluntary Agency Groups:
V. Amcrican Nationat Red Cross
2. International Service Agencles

3. Mational Hcalth Agencles

CAMPAICN CHA)AMAN
{Unified Commander)

One for each overseas
Unified Command

COMMAND CFC COORDINATING COMAMIYTEE

Chairman (selected by Unifled Commander)

Representative from each Subordinate
Command and Major Activity

Representatives of Overseas Voluntary

Agencies

CANPAIGN ORCANIZATION IN COMMANDS
AND OTHER ACTIVITIES
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15 July 1979

C 2, AR 600-29

APPENDIX C

COMBINED FEDERAL CAMPAIGN
KEYPERSONS INSTRUCTION

1. Prior to soliciting any individual for a contribution in any Combined Fed-
eral Campaign, keypersons shall be required to read and acknowledge that
they have read AR 600-29.

2. Keypersons are specifically prohibited from repetitive solicitation discus-
sions, meetings, orientations, or counseling of individuals who have failed to
respond. Once an individual has indicated that he or she does not wish to
contribute, any further solicitation is prohibited.

3. Keypersons will not suggest to a person contacted, either directly or indi-
rectly, that he or she is the only one, or one of a small number of persons
preventing the achievement of 100 percent unit participation, or any other
goal.

4. During personal solicitation, the desirability of 100 percent participation
will not be urged by the keyperson in any way.

5. With respect to the assignment of dollar goals by CFC or the base or
installation commanders, the keyperson will ensure that such guides are not
misrepresented or misinterpreted as individual assessments, quotas or goals
since such quotas, goals, and assessments are illegal. The assignment of dol-
lar goals to an individual potential contributor is absolutely prohibited.

6. Keypersons will advise individuals of the various options avaitable for the
return of authorization forms or contributions. Contributions need not be
hand returned to keypersons. Individuals may alternatively mail their con-
tributions directly to a designated Installation Campaign Receipt office. 1n-
dividuals may also place their contributions in a sealed envelope (to be pro-
vided by the contributor) which may then be returned to the keyperson.
Keypersons will forward all such envelopes received to the designated CFC
office without opening them.

7. Keypersons will not solicit multiple anonymous countributions from one in-
dividual for the purpose of representing that more than one gift was reeived.
Keypersons will report multiple anonymeous contributions from the same in-
dividual as one contribution.

C-1
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The proponent agency of this regulation is the US Army Adjutant
General Center. Users are invited to send comments and suggested im-
provements on DA Form 2028 (Recommended Changes to Publica-
tions) direct to HADA (DAAG-PSI) WASH DC 20314,

By Order of the Secretary of the Army:
BERNARD W. ROGERS
General, United States Army
ial: Chief of Staff
J. C. PENNINGTONM
Brigadier General, United States Army
The Adjutant General
DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA Form 12-9A requirements for,
AR, Personnel General — D,
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16, October 1978 4 AR 600-29

wards and rewards. To prevent direct or  tional material, operational forms, and envelopes for
indirect ‘oercion, no awards or rewards initiated. Federal campaigns furnished by the participating
within theé, Army shall be made to individual solici-  voluntary agencies are distributed to all Army ac-
ievements in a fund drive. Such in- tivities within the geographical limits of their'com-
ievements will not be publicized. mand except MAAG, missions, and attaches.
Awards fromt higher headquarters to subordinate 7. Deferred payments of contributions. Com-
units or their cgmmanders for goal accomplishment  mander and heads of Army installations in the 50
or percent of pyrticipation, are prohibited. Com-  United States, the Panama Canal Zone, and Puerto
ments on efficiencdy reports; plaques, passes, ‘*train-  Rico, at their diseretion and in accordance with the
ing holidays,” relief\from guard duty or details, and  provisions of appendix A, will provide for keyperson
all other incentives gr rewards to those who con-  collection of installations’ pledges in campaigns
tribute to fund drives, also prohibited. However,  which have established dollar goals, when the volun-
awards and rewards, such as letters of commenda-  tary agencies involved provide for deferred payment
tion, for exceptional perfornance in organization or  of contributions.
administration of a campaign, may be made. The 8. Internal welfare solicitations. Legal
above restrictions do not prevent publicity that a  authority for the Federal fund-raising program is
fund-raising campaign will be, 1§ being, or has been = Executive Order 10927. Solicitations, conducted
conducted. The consolidated tota] dollar contribu-  among their own members by organizations com-
= tion of the installation may also be'\publicized. Also, posed of civilian employees or members of the
these restrictions do not prevent awards of any kind ~ Armed Forces for organizational support or for
to persons or units by groups outside the Army.  benefit or welfare funds for their members, are ex-
| Higher headquarters may endorse such awards to  cluded from the Federal program by section 3 of EO
-designated units. 10927, contained in appendix A. However, on-the-
(5) Publicity. Publicity on unit progress or per-  job solicitations for military relief and aid organiza-
centage of participation such as charts, bulletin  tions will be governed by the general principles of
boards, special reports, daily bulletin or othér an-  this regulation. Such solicitations will not be made
nouncements, ‘‘thermometers,” and other publicity  during conflicting periods, or in any other way con-
indicating unit standings or comparative standa flict, with authorized solicitations for recognized
land achievements is prohibited. Such publicity ¢ local and national health and welfare agencies:
lead to competition and supervisory comparisor& a. The Army Emergency Relief and Army Relief
creating pressures which may result in coercion. At Y Society may solicit among its membership for the
the installation level, the use of a “'thermometer” is \welfare and relief of its members in accordance with
permitted, but it may illustrate only the progression 930-4.
of the entire installation toward the installation b. Local commanders may authorize on-post pri-
goal, if one has been established, or total installation  vath organizations to conduct fund-raising cam-
contributions. Unit contributions will not be indi-  paigng for installation welfare and recreational ac-
cated separately. tivities, provided that—
8. Solicitation overseas. a. The Combined (1)\The ultimate beneficiary activities or
Federal Campaign-Overseas Area is conducted in - organizations are private in nature (AR 230-1);
gecordancé with the plan in appendix B. The CFC is
held during a six week period in September and Oc-  duct of welfare and recreational activities limited to
tober each year at all oversea areas served by the  the military ¢ommunity;

Unified Commands, except the Panama Canal Zone, (8) These ‘activities are free from the control
Hawaii, the Commonwealth of Puerto Rico, and  and direction of*any parent or affiliate organization
Alaska. in regard to the disposition of funds and other
» b Commanders and heads of installations and  assets; and

Aetivities overseas will use accounting and reporting (4) Contributions are specifically designated
procedures for contributions collected in accord with  and beneficiary is identified.

the accounting and reporting provisions of appendix ¢. Internal welfare\solicitations may be supple-
B mented by appropriate, benefits conducted at the

¢ Major ovérsea commanders will see that educa-  discretion of the installation commander. Comman-

.\‘
' 3
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AR 600-20

ders requested to authorize private organizations to
conduct such benefits on-post will be guided by
paragraph 3-3, AR 230-60 and paragraph 4-175,
AR 360-61.

8. Communication with Headquarters,

16, October 1978

Department of the Army. Communications con-
cerning the Federal Fund-Raising Program should
be addressed to HQDA (DAAG-PSI) WASH DC
20814.
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Copy 2 5/% %W%%ig{ﬁ
Immediote Action

artment of the Army

Wadhington, DC, 12 August 1982 INTER'M CHANGE

Personnel-~General

ising Within the Department of the Army

Justification. This interim chapge is forwarded to the field to announce new
procedures for conduct of the 198 Combined Federal Campaign from the Office of
Personnel Management, published as final rule in the Federal Register on 6
July 1982 in order to comply with ExXecutive Order 12353 of 23 March 1982.

Expiration. This interim change expi;} 2 yvears from date of publication and
will be destroyed at that time unless sodper rescinded or superseded by a
permanent change.

AR 600-29, 15 October 1978, is changed as foNows:

Appendix A, Manual on Fund-Raising Within the Féderal Service for Voluntary

Health and Welfare Agencies, is superseded by the\following section:

A. Administration and General Provisions \\ i
i. Definitions. !
2. Summary description of the program.

3. Federal policy on civic activity.
4, Preventing coercive activity.

B. Organization and Functional Responsibilities

1. Development of policy and procedures.
2, Program administration,

3. Program coordination.

4. Loecal voluntary agency representatives.
5. Local Federal agency heads.

6. Local Federal coordinating committees.
7. Avoidance of conflicts of interest.

C. Campalgn Arrangements for Voluntary Agencles
1. Types of voluntary agencies

2. Types of fund-raising methods.
3. Congiderations in making Federal arrangementEle}R

o TO THE ARMY LIBRAR
R2OM 1A518 ¢ TACON
WiSHINGTON, D. C. 3\310
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101, AR 600-~29 12 August 1982

4., Definition of terms used in Federal arrangements.

5. PFederated and overseas campaigns.
6. Off-the-job solicitation at places of employment.

D. Eligibility Requirements for National Voluntary Agencles

1. Putrpose.
2. General requirements for national agencies,
3. Specific requirements.

4, Application requirements.
5. Public announcement of recognized agencies and assigned periods.

Appendix A-Source of Funds and Costs Report.

Appendix B-Certificate.

E. The Local Combined Federal Campaign

1. Authorized local voluntary agencies.

2. Participation in Federal campaigns by local affiliated agencies.
3. Responsibility of local Federal coordinating committees.

4. local CFC plan.

5. Organizing the local campaign: The Principal Combined Fund

Organization.

6. Basic local CFC ground rules.

7. Contributions.

8. Dollar goals.

9. Suggested giving guides and voluntary giving.

10. Central receipt and accounting for contributions.

ll. Campaign and publicity materials,

12. Payroll withholding.
13. National coordination and reporting.

A. Administration and General Provisions
1, Definitions.

(a) The term "national voluntary health and welfare agencles and such
other national voluntary agencies as may be appropriate” means national entities
that:

(1) Meet all eligibilty-requirements established in this section,
except as limired hereinafter.

(2) Are not "action” organizations within the meaning of 26 CFR
1.501¢c) (3)~1(c) (3) and are eligible to receive tax deductible contributions
under 26 U.S5.C. 170; and
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(3} Provide or substantially support one or more of the following
services: ‘

(1) Relief of needy, poor, or indigent children and of orphans, includ- '
ing adoption services;

(11) Relief of needy, poor, or indigent adults; and of the elderly;

(111) Delivery of health care to the needy, poor, indigent, 1ill, or
infirm;

(iv) Education and training of personnel for the delivery of health care
to the needy, poor, and indigent;

{v)} Health research;

(vi) Education, training, care, and relief of physically and mentally
handicapped persons;

(vii) Delivery of legal services to the poor and indigent, and defense of
human and civil] rights secured by law;

{vii1) Relief of victime of crime, war, casualty, famine, natural
disasters, and other catastrophes;

(ix) Treatment, care, rehabilitation, and counseling of juvenile delin-
quents, criminale, released convicts, persons who abuse drugs- or alcohol,
persona who are otherwise in need of social adjustment and rehabilitation, and
the families of such persons;

(x) Assistance, consistent with the mission of the Department of
Defense, to members of the armed forces and their families;

(xi) Protection of families in short-or long-term need of family and
child care services, child and marrisge ccunseling, foster care, and management
and maintenance of the home;

(xi1) Neighborhood and community-wide services which assist the needy as |
part of the whole community, including provision of emergency relief and |
shelter, recreation, safety, transportation, and the preparation or delivery of

oeals;

{xii1) Information and counseling with respect to the obtaining of any of
the foregoing services; or

(xiv) Lessening the burdens of Government with respect to the provisions
of any of the foregoing services.

(b) Canmpaign terms:

“Director” shall mean the Director of the United States Office of Personnel
Management, or hle delegate; :
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101, AR 600-29 12 August 1982

the Covernment of the United States

" - b
Employee” shall mean any ‘person employed by e in the civil

or any branch, unit, or instrumentality thereof, including person
service and in the uniform services;

shall mean the fund-raising

"C ign" or “"Campaign" or "CFC"
ombined Federal Campaign paig t to Executive Order

program established and administered by the Director pursuan
12353, and any subsidiary units of such program;

"Community” shall mean a community that is defined either by generally
recognized geographic bounds or by its relationship to an igolated Government
installation;

“Direct contributions” shall mean gifts, in cash, or in donated in-kind
material, given by individuals and/or other non—-Governmental sources directly to
the spending health and welfare organization.

“Indirect contributions” shall mean gifts, in cash or in donated in-kind
material, given to the spending health and welfare organizations by another
health and welfare organization, but not transfers, dues, or other funds from
affiliated organizations or Government, which are not to be considered as public
"contributions.”

(¢) The term "Principal Combined Fund Organization” (or Organization) means
the organization in a local Combined Federal Campaign that has been selected and
so prescribed in ES to manage and administer the local Combined Federal
Campaign, subject to the direction and control of the local Federal Coordinating
Committee and the Director. All of its Campaign duties shall be conducted under
the tirle “"Principal Combined Fund Organization for (local CFC)" and
not under the corporate title of the qualifying federation.

2. Summary description of the program.

(a) Eligibility of National Voluntary Agencies. National voluntary
agencies apply to the Director each year for on-the-job solicitation privileges
in the Federal Government. Early each calendar year, the Director issues a list
of agencies that have met the prescribed standards as to program objective,
eligibility, adminietrative integrity, and financial responsibility.

(b) Assigned Campaign Periods. 1In the United States, Combined Federal
Campaigns are held when set by the Director, usually in the fall; the DOD Over-
seas Combined Federal Campaign is also usually held during the fall. The
Bolicitation period for a Combined Federal Campaign is normally limited to six
weeks, but may be extended for good cause by the local Pederal Coordinating
Committee.

(c) Combined Federal Campaign. At locations where there are 200 or more
Federal persomnel, all campaigns must be consolidated into a single, annual
drive, known as the Combined Federal Campaign, The campaign {is man;ged by the
organization designated as the Principal Combined Fund Organization, in accord
with E5, under the supervision of the local Federal Coordinating Co;mittee and
the Director. Such campaigns are conducted under administrative arrangements
that provide for individual voluntary agency recognition, description of each

voluntary agency's services, and allocation of contributio
specific designations by donors. n8 in accordance with
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(d) Decentralized Operations. The federalism‘principle shall guide
Campaign organization. Following designation of a Principal Combined Fund
Organization, local representatives of that Organization initiate campaigns in
their local community by direct contact with the heads of Federal offices and
installations. Each Federal agency conducts its own solicitation among its
employees, using campaign materials, supplies, and speakers furnished by or
through the Principal Combined Fund Organization, under the direction of the
local Federal Coordinating Committee and the Director.

(e) Solicitation Methods. Ewployee solicitations are conducted during duty
houre using methods that permit true voluntary giving and reserve to the
individual the option of disclosing any gift or keeping it confidential.

(f) Off-the-Job Solicitation. Many worthy voluntary agencies do not
participate in the on-the-job program because they do not wish to join in its
coordinated arrangements or because they cannot meet the requirements for
eligibility. Such voluntary agencies may solicit Federal employees at their
homes as they do other citizens of the community, or appeal to them through
unlon, veteran, civic, professional, political, legal defense, or other private
organizations. In addition, limited arrangements may be made for off-the-job
solicitatlions on military installations and at entrances to Federal buildings.

(g) Prchibited Discriminatfon., The Canpalgn is a weans for promoting true
voluntary charity among members of the Federal community. Because of the parti-
cipation of the Government in organizing and carrying out the Campaign, all
kinde of discrimination prohibited by law to the Government must be proscribded
in the Campaign. Accordingly, discrimination for or against any individual or
group on account of race, color, religion, sex, national origin of citizens,
age, handicap, or political affiliation is prohibited in all aspects of manage-
ment and executfon of the Campaign. Nothing herein denies eligibility to any
voluntary agency, which is otherwise eligible under this section to participate
in the Campaign, merely because such voluntary agency is organized by, on behalf
of, or to serve persons of a particular race, color, religion, sex, national

origin, age or handicap.

3. Federal policy on civic activity. Federal personnel are encouraged ‘to
participate actively in the work of voluntary egencies as members of policy
boards or committees, heads of local campaign units, or volunteer workers-—to the
extent consistent with Federal agency policy and prudent use of official time.
They are encouraged also to devote private time to such volunteer work.

4. Preventing coercive activity. True voluntary giving is basic to Federal
fund-raising activities. Actions that do not allow free choices or even create
the appearance that employees do not have a free choice to give or mot to give,
or to publicirze their gifts or to keep them confidential, are contrary to
Federal fund-raising policy. The following activites are not in accord with the
intent of Federal fund-raising policy and, in the interest of preventing
coercive activities in Federal fund-raising, are not permitted in Federal fund-

raising campaigns:

(a) Supervisory solicitation of employees supervised;

(b) Setting 100X participation goals;
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IOl, AR 600-29 12 August 1982

(c) Providing and using contributor lists for purposes other than the
routine collection and forwarding of contributions and imstallment pledges;

{(d) Establishing personal dollar goals and quotas; and
(e) Developing and using lists of noncontributors.
B. Organization and Functional Responsibilities

1. Development of policy and procedures.

(a) Director, U.S. Office of Personnel Management. Under Executive Order
12353, Charitable Fund-Raising, the Director is responsible for establishing
fund-raising policies and procedures in the Executive Branch. With the advice
of appropriate interested persons and organizations and of the executive depart-
ments and agencies concerned, he makes all basic policy, procedural, and
eligibility decisions for the program, The Director may authorize the conduct
of demonstration projects in cne or more CFC locations to test alternative
arrangements from those specified in this section for the conduct of
fund-raising activities in Federal agencies.

(b) Eligibility Committees. A National Eligibility Committee shall consist
of a chairman and such other members selected by the Director as he deems
necessary, who shall serve at the pleasure of the Director. Local eligibilicy
shall be determined by the local Federal Coordinating Committees. The National
Eligibility Committee is responsible for recommending to the Director:

(1) Eligibility determinations on national federations and national
voluntary agencies;

(2) Modification of eligibility standards and requirements as needed;
and

(3) Any other matters as requested by the Director,
2. Program administracion.

(a) Federal Agency Heads. The head of each Federal executive department
and agency is responsible for:

(1) Seefng that voluntary fund-raising within the Federal department or
agency is conducted in accordance with the policies and procedures prescribed
herein.

(2) Designating a top-level representative as Fund-Raising Program
Coordinator to work with the Director as necessary in the administration of the
fund-raising program within the Pederal agency;

(3) Aasuring full participation and cooperation in local fund~raising
campaigns by all installations of the Federal agency,

(4) Assuring that the policy of voluntary givin
g and clear empl
choice is upheld during the fund-raising campailgn; and proyee
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{5) Providing 2 mechanism to look inte employee complaints of undue
pressure and coercion in Federal fund-raising. Federal agencies shall provide
procedures and assign responsibility for the investigation of such complaints.
Personnel offices shall be responsible for informing employees of the proper
organiration channels for pursuing such complaints.

(b) Fund-Raising Program Coordinators. The responsibilities of Federal
agency Fund-Raising Program Coordinators are to:

{1) Cooperate with the Director, the local Federal Coordinating
Committee, eand the Principal Combined Fund Organization in the development and
operation of the program;

(2) Maincain direct liailson with the Office of the Director in the
administration of the program;

(3) Publicize prograwm requirements throughout the Federal department or
agency;

(4} Answer inquiries about the program from officials and employees and
from external sources; and

{5) Investigate and arrange for any necessary corrective action on
complaints that allege viclation of fund-raisipg program requirements within the
Federal agency.

3, Program coordination. The Directory coordinates the Federal agencies'
administration of the fund-raieing program and maintains liaison with voluntary
agencies.

4, Local voluntary agency representatives. Federated and national wvoluntary
agencies provide their State and local representatives with policy and
procedural guidance on the Federal program. The local representatives are
respongible for furnishing educational materials, speakers, and campaign
supplies as may be required and appropriate to the Federal program.

5. Local Federal agency heads. The head of the Federal department or agency
provides the heads of the local Federal offices and installations with copies of
the Federal fund-raising regulations. The local Federal agency heads are
responsible for:

{(a) Cooperating with representatives of the local Federal Coordinating
Comnittee, the Principal Combined Fund Organtzation, and local Federal officials

in organizing local Federal campaigns;

(b) Undertaking official campaigns within their offices or installations
and providing active and vigorous support with equal emphasis for each
authorized campaign;

(¢) Assuring that personal solicitations on the job are organized and
conducted in accordance with the procedures set in these regulations;

(d) Assuring that authorized campaigns are kept within reasonable
administrative limits of official time and expense.
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6. Local Federal coordinating committees.

(a) When there are a number of Federal agency offices and installations in
the same local area, some interagency coordination is necessary in order to
achieve effective community-wide campaigns and to improve general understanding
and complisnce with the fund-raising program. The Director assigne the respon-
sibility for local coordination to existing organizations of Federal agency
heads whenever possible and to special committees where needed. The local
Federal Coordinating Committee is authorized to make all decisions within the
provisions and policies established herein on all aspects of the local campaign,
including eligibility and the supervision of the local community campaign and
the Principal Combined Fund Organization. Such decisions may be appealed, how-
ever, to the Director.

(b} Authorized Local Federal Coordinating Committee. Coordinating respon-
sibility is assigned by the Director to one of the following organizations:

(1) Federal Executive Boards. The boards exist in principal citles of
the United States for the purpose of improving interagency coordination. They
are composed of local Federal agency heads who have been designated as Board
members by the heads of their departments and agencies under Presidential
authority.

(2) Federal Executive Assoclations and Federal Business Associations,
gelf-organized associations of local Federal officials, and the Department of
Defense National Policy Coordinating Committee.

(3) Fund-Raising Program Coordinating Committee. These committees are
established in communities where there is no Federal Coordinating Committee in
existence. Leadership in organizing such a committee is the responsibility of
the head of the local Federal installation that has the largest number of
civilian and uniformed services personnel. Local Federal agency heads or their
designated representatives serve on the committee and determine all organiza-
tional arrangements.

(¢c) Employee unicn representation. In order to ensure employee participa-
tion in the planning and conduct of the CFC, employee representatives from the
priocipal employee unions of local Federal installations should be invited to
serve in whatever organization exercises local coordinating responsibilities.

(d) Fund-raising responsibilities. Within the limits of the policies,
procedures, and arrangements made nationally, the fund-raising responsibilities
of local Federal Coordinating Comrmittees are to:

(1) Facilitate local campaign arrangements. The Federal Coordinating
Committee (1) names a high-level chairman for the authorized Federal campaigns
(ii) provides lists of Federal activities and their personnel strength, (1i4) '
cooperates on interagency briefing sessions and kick-off-meetings, and (iv)
supports appropriate publicity measures needed to assure campalgn success.

(2) Administer program requirements. The Coordinating Committee is
responsible for organizing the local Combined Federal Campaign, supervising the
activities of the Principal Combined Fund Organization, and acting upon any
problems relating to a voluntary agency's noncompliance with the policies and
procedures of the Federal fund-raising program.
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(3) Develop understanding of campaign program policies and procedures
and voluntary egency programs. The local Federal Coordinating Committee serves
as the central medium for comeunicating program, poelicies and procedures of the
Campaign and for understanding the organizations employees are being asked to

srpport and how employees can obtain services they may need from these organiza-
tions.

(e) Principal Combined Fund Organization. The local Federal Coordinating
Committee will supervise a local Principal Combined Fund Organization. The
Principal Combined Fund Organization will raise money from Federal employees and

administer the local campaign under the direction of the local Federal Coordi-
nating Committee,

(f) Communication and Resolution Procedures Through the Director, Office of
Personnel Management. Each local Federal agency head will receive fund-raising
directions through his Federal agency channels and will raise questions that
pertain to fund-raising activities within his Federal agency by the same means.
However, the local Federal Coordinating Committee refers unresolved local fund-~
raising questions or problems that are common to several Federal agencies
directly to the Director. The Director communicates directly with the chairman
of the local Federal Coordinating Committee for information about the local
fund-raising situation.

7. Avoidance of conflicts of Interest. Any Federal employee who serves on the
Eligibility Committee, a local Federal Coordinating Committee, or as a Federal
agency fund-raising program coordinator must not participate in any decision
situations where, because of membership on the board or other affiliation with a
voluntary agency, there could be or appear to be a conflict of interest,

€., Campaign Arrangements for Voluntary Agencles

1. Types of voluntary agencles. Voluntary agencies are private, nonprofit,
self-governing organizations financed primarily by contribution from the public.
Some are national in scope, with a national organization that provides services
at localities through State or local chapters or affiliates. Others are
primarily local, both in form of organization and extent of services.

2. Types of fund-raising methods.

(a) The methods used by voluntary agencies in public fund-raising will be
either federated or independent. A national federated group must meet the same
eligibility criteria as a national ageacy, and have at least 10 local voluntary
agency presences in at least 200 local combined campaigns. In federated
campaigns, local voluntary &gency representatives join contractually into a
single organization for fund-ralsing purposes. A local United Way, united fund,
community chest, or other local federated group may be considered and supported
as a single agency. Local chapters or affiliates of national agencies can form
local federations or be admitted as additional participating members of national

federated groups.

(b) An independent campaign is one conducted by a local unit of a naticnal
voluntary agency through its own fund-raising organizetion, National voluntary
agencies may conduct independent campaigns or participate in a federatiom.
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3. Considerations in making federal arrangements.

(a) On-the-Job-Solicitation. 1In order to have only one on—the-job solici-
tation, i.e., a Combined Federal Campaign, individual appeals must be combined
into a single joint campaign of eligible health and welfare organizations in
conformance with the policies and procedures prescribed herein.

(b) Campalgn Arrangements Established Nationally. Basic campaign arrange-
ments are established by the Director. Local Federal agency heads and Coordi-
nating Committees are not authorized to vary from the established arrangements
except to the extent that local variations are expressly provided for herein.

{c) Number of Solicitations. Not more than one on-the-job solicitation
will be made in any year at any location on behalf of voluntary agencles, except
in the case of emergency or disaster appeal for which specific prior approval
has been granted by the Director.

{d) Responsible Conduct. 1In the event a national voluntary agency falls to
adhere to the eligibility requirements or to the policies and procedures of the
Federal program, solicitation privileges may be withdrawn by the Director at any
time after due notice to the voluntary agency and opportunity for consultation.

4. Definition of terms used in Federal arrangements.

(a) Domestic Area. The 50 United States, and the Commonwealth of Puerto
Rico.

(b) Overseas Area. All other points in the world where Federal employees
or members of the uniformed services are stationed.

(c) Recognized National Voluntary Agency. A voluntary agency that has been
declared eligible by the Director for participation in campaigns in the Federal
establishment.

(d) National Voluntary Agency “Supported Primarily through United Ways,
United Funds, and Community Chests.” A voluntary agency that generally solicits
within the Federal establishment as a participating member of United Ways,
united funds, community chests, or other local federated groups that are members
in good standing of, or are recognized by, United Way of America.

(e) Federated Community. A federated community is a geographical location
within the domestic area where a federated fund-raising program exists. In a
federated community, recognized national voluntary agencies can join a federated
campaign group or participate individually. However, voluntary agencies
"supported primarily through United Ways, united funds, and compunity cheats”
are authorized to solicit on-the-job 1n a federated commupmity only as participa-
ting members of the local United Way, fund, or chest.

5. Pederated and overseas campaigns.
(a) Authorized Federated Groups. (}) United Way of America and
any local
United Way, united fund, community chest, or other local federated groupythat is

a member in good standing of or 18 recognized by, United Way of America and that
meets the eligibility requirements in these regulations is authorized on-the-job

10
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solicitation privileges in ite local campaign area on behalf of any of ite
member voluntary agencies that also meet these requirements, Certifications as
to the eligibility requirements on behalf of local United Ways, united funds,
and community chests and each member voluntary agency will be made by United Way
of America to the Director.

(2) The American Red Cross, the National Health Agencies, the Inter-
national Service Agencies, the National Service Agencies, and such other
federated groups which shall meet the eligibility standards under this section
as determined by the Director, shall be authorized on-the-job solicitation
privileges on behalf of their member voluntary agencies that also meet all
requirements herein. Certification for each subunit that they meet such
requirements will be made to the Director.

(3) A member voluntary agency of a federated group need meet only the
specific eligibility requirements of D3. Failure by a member voluntary agency
to meet the requirements will disqualify the federated group that certified such
voluntary agency from ecliciting contributions, unless after notice to the group
of Intent to cancel, corrective action is taken to the satisfaction of the
Director. 1If appropriate corrective action is not taken, the Director may dis-—
qualify the federated group,.

(b) Local Federated Agencies. To be eligible for participation in the
Federal fund-raising program, the local federated group must be broadly repre-
sentative in its board and committee membership of the community and must be
making bona fide efforts to meet community needs. Requirements for participa-
tion in a local federated group must be in writing, available to the public,
reasonable, and applied fairly and wniformly to all local voluntary agencies
requesting participation. Procedures must be provided by the federated group
for at least one review of any decision denying parcicipation requested by a
local veluntary agency. The review must be conducted by a comrittee or other
body within the federated group that did not participate in the original deci-
sion. A written statement of the reasons for denial must be provided to the
applicant voluntary agency. Where a local chapter or affiliate of a national
voluntary agency is precluded from independent participation in the Federal
fund-raiging program because the local voluntary agency is not approved for
federated participation, such chapter or affiliate may request the Director,
after securing a report by the federated group, to determine whether or not the
reasons for its non-approval were "arbitrary and capricious.”

(e) "Causes.” Solicitation for a health or other "cause," e.g., for
“Mental Health” or Heart Disease,” without identification of the specific wvolun-
tary agency for which the funds are sought, 1s not authorized. All funds
collected from Federal personnel must be allocated only to specific voluntary

agencies.

(d) Designation of Federated Area. The recognition of & local Federal
Coordinating Committee by the Director designates the community served by that
Committee as & recognized local campaign site. Two or more authorized local
Federal Coordinating Committees are authorized to develop coordinated sclicite-
tions best suited to the needs of their localities.

(e) Overseas Campaign. (1) DoD Overseas Combined Federal Campaign.

11
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(1) A Combined Federal Campaign is authorized for all Department of
Defense activities in the overseas areas during a six-week period in the fall.
Voluntary agencies that may participate in the Overseas Combined Federal
Campaign will consist of: The American Red Cross; the United Service Organiza-
tion; those national health agencies recognized for campaigns in the domestic
area (the Federal Service Campaign for the National Health Agencles); and those
internationl service agencies recognized for campaigns in the domestic area, and
any national or federated voluntary agency recognized for overseas campaigns.
Any of these voluntary agencies is eligible to be a Principal Combined Fund
Organization.

(11) Contributors to the DoD Overseas Combined Federal Campaign
designate their gifts to one or more of the eligible agencies or the Principal
Combined Fund Organization. The Principal Combined Fund Organization for the
overseas campaign shall pay the amounts collected directly to the designated
voluntary agencies, less “shrinkage” and the processing fee, if any, that iB
approved in advance of the overseas area responsible for the local campaign
arrangements.

(2) Local Voluntary Agency Campaigns. The heads of overseas offices and
installations may, at their discretion, permit the solicitation of their
military and civilian personnel for local veluntary agencies. Such campaigns
will be conducted in accordance with the basic policies and procedures of the
Federal program and at times which do not conflict with the DoD Overseas
Combined Federal Campaign period. The eligibility standerds in D will be used
as guidelines in determining the eligibility of local voluntary agencies.
Federal leadership in organizing such campaigns will be assumed by the head of
the overseas Federal establishment that has the largest number of Government
personnel in the campaign area.

(3) Optional Participation by Certain Civilian Agencies., Federal civilian
departments and agencies that have traditionally considered their overseas
personnel as members of the National Capitial Area for fund-raleing purposes may
continue this practice.

(4) On-Base Health and Welfare Activities. On-base morale, welfare and
recreational activities may be supported from CFC funds.,

6. Off-the~job solicitation at places of employment. Voluntary agencies that
are not recognized for the on-the—job program may be authorized off-the-job
solicitation privileges at places of Federal employment under such reasonable
conditions as may be specified by the local head of the Federal installation
involved provided that such conditions are not inconsistent with this Section.
Dual solicitation 1s not authorized, so this privilege cannot be made available
to any voluntary agency that is included in the on-the-job program.

(a) Famlly Quarters on Military Installations. Voluntary agencies may be
permitted to solicit at private residences or at gimilar on-post family public
quarters in unrestricted areas of military installations at the discretion of
the local commander. However, such solicitation may not be conducted by mili-
tary or civilian personnel in their official capacity during duty or non-duty
houre, nor may such solicitation be conducted as an official comand-sponsored
project. This restriction is not intended to prohibit or to discourage military
and civilian personnel from participating as private citizens in voluntary
agencies during their off-duty hours.
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(b) Public Entrances of Federal Buildings and Installatfons. Voluntary
agencles that engage in limited or speclalized methods of solicitation—for
example, the use of “poppies” or other similar tokens by veterans organizations
may be permitted to solicit at entrances or in concourses or lobbles of Federal
bulldinge or installations normally open to the general public. Solicitation
privileges will be governed by the rules issued by the General Services Adminis-
tracfon pursuant to the Public Buildings Cooperative Use Act of 1976 or later
modification, or other applicable Government legal authority,

D. Eligibility Requirements for National Voluntary Agencies
l. Purpose. These eligibility requirements are established to ensure that:

(a) Only responsible and worthy voluntary agencies are permitted to solicit
on-the-job in Federal installations;

(b) The funde contributed by Federal personnel will be used effectively and
for the announced purposes of the soliciting voluntary agencies; and

(c) All recognized national voluntary agencies meet requirements of Execu-
tive Order 12353 of March 23, 1982.

2. General Requirements for National Agencies.

(a) Type of Agency. Only nonprofit, tax—exempt, charitable organizations,
supported by voluntary contributions from the general public and providing
direct and substantial health and welfare and other appropriate national
voluntary services through thelr national organization, affilfates, or represen-—
tatives are eligible for approval. All such services must be consistent with
the policies of the United States Government.

{b) Integrity of Operations. Only wvoluntary agencies having a high degree
of integrity and responsibility in the conduct of their affairs will be
approved. Funds contributed to such organizations by Federal personnel must be
effectively used for the ennounced purposes of the voluntary agency.

(c) National Scope. A national voluntary agency must demonstrate that:

(1) It is organized on a national scale with a national board of
directors that represents its constituent parts, and exercises close supervision
over the operations and fund-raising policies of any local chapters or
affiliates.

(2) It has earned good will and acceptability throughout the United
States,particularly in cities or communities within which or nearby are Federal
offices or installations with large numbers of persounnel.

(3) It has national scope, that is, scale, goodwill, and acceptability;
this may be demonstrated as follows:

(1) By a voluntary agency's provision of a service in many {c one
quarter) States, or in several foreign countries, or in several parte of one

large foreign nation;
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(11) By derivation of contributor support from many parts of the Nation;

(i1i) By the extent of public support and the number and the geographical
spread of contributors; and

(iv) By the national character of any public campaign, which may be
shown by a large number (c. 75) of local chapters, affiliates, or representa=
tives which promote such a campaign.

(d) Type of Campaign. Approval will be granted only for fund-raising
campaigns in support of current operations. Capital fund campaigns are not
authorized.

3. Specific requirements.

(a) Eligibility. To be eligible for approval by the Director for partici-
pation in the Combined Federal Campaign, a national voluntary agency must be
one:

(1) That is either a health or welfare or other appropriate voluntary
agency, as defined in Al.

{2) That is voluntary and broadly supported by the public, meaning (1)
that it is organized as a not—-for-profit coporation or association under the
laws of the United States, a State, a territory, or the District of Columbia;
(11) that it is classified as tax-exempt under Section 501{c){3) of the Internal
Revenue Code of 1954, as amended; and (i1i) that, with the exception of volun-
tary agencies whose revenues are affected by unusual or emergency circumstances,
as determined by the Director, it has received at least 50 percent of its
revenues from sources other than the Federal Government or at least 20 percent
of i1ts revenues from direct and/or indirect contributions in the year
immediately preceding any year in which it seeks to participate in the Combined
Federal Campaign (organizations founded within the past three years participa-
ting in the CFC before this section became effective will have three (3) years,
and 211 other organizations in the CFC will have one (1) year to comply with the
50 percent/20 percent requirement);

(3) That is directed by an active board of directors, a majority of
whose members serve without compensation; that adopts and employs the Standards
of Accounting and Financlal Reporting for Voluntary Health and Welfare Organiza-
tions; that prepares and makes available to the general public an annual
financial report prepared in accordance with the Standards of Accounting and
Financial Reporting for Voluntary Health and Welfare Organizations and is
certified, ueing the form in Appendix B of this section, by an independent
certified public accountant; that provides for an annual external audit by an
independent certified public accountant.

(4) That can demonstrate to the Director, if its fund-raising and
adwinistrative expenge is in excess of 25 percent of total support and revenue,
that its actual expense for those purposes is reagonable under all the circum-
stances in its case.

(5) That ensures that its publicity and promotional activities are
based upon its actual program and operations, are truthful and nondeceptive, and
include all wmaterial facts; and
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(6) That has a direct and substantial presence in the local campaign
community, meaning that employees in the solicitation area, or their families,
should be able to receive services from a particular voluntary agency within a
reasonable distance from their employment stations, or receive benefits from
national voluntary agencies which can be shown to affect a large number of local
employees, with specific demonetrable assistance., Such presence shall be
demonstrated to the Director or local Federal Coordinating Committee documenting
that the services are known to and accessible to Federal employees in the local
community; examples of direct and substantial services are: providing local
services; personal counseling in health, welfare, or other appropriate services
(1f by telephone, with a local phone number); local disease prevention program
or inoculations; local representatives in a cooperating attorney or referral
network; screening for detection of problems or need for services or referrals;
treatments (of illnesses, poverty, and handicaps); and local educational or
informational services. However, international organizations that provide
health and welfare services overseas, which meet the eligibility criteria except
for the direct and substantial present criterion, shall be eligible to solicit
funds from Federal personnel,

(b} Fund-Raising Practice. The voluntary agency's publicity and promo-
tional activities must assure protection against unauthorized uvse of its con-
tributors lists; must permit no payment of commissions, kickbacks, finders fees,
percentages, bonuses, or overrides for fund-reising; and must permit no general
telephone sclicitation of the public.

(c) Reports. (1) Annual Report. The voluntary agency must prepare an
annual report to the general public that includes a full description of the
voluntary agency's activities and accomplishments and the names of chief
administrative personnel.

{2) Combined Reports. Voluntary agencies which represent more than one
subunit must prepare a combined annual financial report to the general public in
accordance with the Standards of Accounting and Financial Reporring for Volun-
tary Health and Welfare Organizations. The combined report shall include all
income and expenditures for the national operations and all chepters,
committees, affiliates, or satellites.

(3} Source of Funds and Costs Report. The voluntary agency must file a
special report with the Director that discloses, on a consolidated basis, the
agency's (including chapters and affiliates) sources of funds, fund-raising
expense, and use of net funds in its most recent fiscal year.

4, Application requirements.

(a} Federated Groups. The American Red Cross, United Ways and local
community chests or united funds that are members in good standing of or are
recognized by United Wasy of America, the National Health Agencies, the Inter-
national Setvices Agencles, the National Service Agencles, and such other
federated groups shall be recognized under C, and do not need to apply
separately as National Agencies. For purposes of this Section, the American Red
Cross and its chapters are recognized as operating an accounting and financial
system in substantial compliance with the Standards of Accounting and Financial
Reporting for Voluntary Health and Welfare Organizatione and certification to

this effect by local chapters is not required.
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In order to be considered for solicitation privi-
1 service, each national

National voeluntary agencies

(b) National Agencies.
leges in domestic or overseas campaigns in the Federa
voluntary agency must file an application annually.
that have already been approved for fund-ralsing privileges in the Federal
services are not required to submit the information requested in paragraphs
(£)C 1), (2), (3), (4) and (8) of this part, except where there has been a
substantial or significant changes in these items; for example, a change in
purpose of the organization or a decline in chapter coverage or activity. They
are required to furnish information in paragraphs (f) (5), (6), (7}, (9), (10),
(11), and (12) of this part.

(¢) Time and Place of Filing. Applications must be filed with the Office
of the Director, United States Office of Personnel Management, Washington, DC,
20415, Applicants are urged to file as early as possible in each calendar year.

(d) National Eligibility. The Director, with the assistance of a National
Eligibility Committee of government officials, employee organization leaders,
and private citizens, uses the information filed with the agency's application
and derived from other respomsible sources to wmake his decision on an agency's
eligibility. The Netional Eligibility Committee shall consider the applications
fairly, hold meetings and hearings as appropriate, and make recommendations to
the Director. National eligibility shall only give a presumption of local
eligibility; voluntary agencies must also meet the requirements of D3. Where a
local chapter of an eligible national voluntary agency is denied participation
in a local campaign, it may appeal to the Director, whose decision shall be
final.

(e) Notice of Decision. Applicants for national eligibility are to be
notified of the decisions as soon as possible after filing. If dissatisfied
with the Director’s decision, the applicants may request reconsideration of the
decision by the Director. The Director's decision upon reconsideration will be
final.

(f) Form and Content of Application. Applications shall be filed in the
following form and will include the information, documents, and data specified:

{l) Corporate name and fiscal year.

(2) Origin, purpose, and structure of organization, including informa-
tion to show that the voluntary agency meets the general and specific require-
ments of D,

(3) A list of chapters, affiliates, or representatives in alphabetical
order by State; and under the State, a list of cities with chapter, affiliate
or representative by names and addresses; ’

(4) Demonstration of the good will and acce
ptability of th -
tion throughout the United States. y e organiza

(5) Outline of the program, particularly the nature of the direct
services provided by the voluntary agency and under what subparagraph of Al
(a)(3) the application is made, written assurance of compliance with all
requirements of section Al (a)(2) and D2 through D3.
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(6) Description of board of director's administrative activity in past

year and list of current board members' names, addresses, and businesses or
professions.

(7) Certification by an independent certified public accountant of

compliance with an acceptable financial system and adoption of the Uniform
Standards.

(8) Statement of compliance with all factors in the section on fund-—
raising practice.

{9) Copy of latest annual report,

(10) Copy of latest financial report prepared in accordance with the
Standards of Accounting and Financial Reporting for Voluntary Health and Welfare
Organizations and certification by an independent certified public accountant
that the report was prepared in conformity with the Standards.

(11) Copy of latest external audit by an independent certified public
accountant.

(12) A special report to the Director, counsistent with the reporting
requirements of the Standards. The report must include the voluntary agency's
sources of funds, expenditures by program service, and supporting services with
fund-raising and other expenditures listed separately., The report must cover
the most recent fiscal year and represent a consolidated statement of national
and affiliate income and expenditures. The amount of contributions received
from United Ways, united funds or community chests, from Federal service
campaigns, and the total from all other sources, especially transfers, dues, or
other funds from affiliated organizations, must be separately identified and
shown. All entries must be reported in dollar and percent of total contribu-
tion. The report must be furnished in accordance with the format shown in
appendix A to this section.

(g) The Director shall be authorized to investigate facts and clrcumstances
on igsues relating to eligibily raised under these regulations.

S. Public announcement of recognlzed agencles and assigned periods. Early in
the calendar year the Directory will announce the names of all national volun-
tary agencies eligible for participation in the Federal fund-raising program for
the ensuing campalgn year.
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APPENDIX A TO SUBPART D
SOURCE OF FUNDS AND COSTS REPORT
(for the year ending )

Organization:

Public support

Racelvad Directly: & v v v v o o v o o & o
Contributloul-..-...........
Special Events (net of direct benefit
costs of § Yo o 0 0 e a
hllcleiludbequstl... s 8 s s s s e
Subtotal . . . . . L it e e e e e

Received Indirectly:
Yedatated campaigns {s.g., United Way) . . ,
Fodetsl service campaign® « o 4 v o ¢ o o »
Other Coutributionl- " = = & 8 e 3 8 s s s 0
Suhtotll.............-..-

.

?otl.lSupportfrmtthblic.-........

Revenus:
Crants from Tederal goverument agencies
(including grants fo-kind) « & « ¢ & & o & « »
Crants from state or 1ocal government agencies
(13C1“d1“ Medicald) « o o 4 ¢ o ¢ v o o ¢ 4 o
Hﬂhlrlhlpl..-.-..-.........
Prograa service fees (including Medicare). .+ . .
Sales of materials and services to mesber units
(ﬂ.t of direct a"“e.) s 8 0 e a & ® & &
Sales of msterlals and sarvices to the public
(ﬂ.to!dl"ct“”l\l"nuo-oo-ou " s e
Transfars, dues, atc. from affiliated

OFRAniZations, @LCu o« ¢+ & & ¢ & ¢ ¢ o ¢ o+ & »
Iovestment INCOmME « « « =+ « s s o « & o o o .
Gaing on {iagvestment transacCion®. . + s ¢ & & & o
Other INCOMR. « ¢« ¢ ¢ ¢+ & & + & = s s = s 8 o & @

Tortal TOVEOUR « + & o o o o 5 » o ¢ o & & »

Toral public support and revemus. « « « .« «

Expanses
Prograa sarvicas

(Prm“) “ 8 & ® 8 8 8 & & 8 8 & & 8 4 b s e
(pron‘u) s 8 & % B B & B 8 & o 4 B & B ¥ e+ s o
(’rql‘.‘) e @ 4 % 8 % & 3 & & @& & 8 § P OV 8 @ @
(pl’o‘rﬂ} e ¢ 8 % B 8 ¢ 2 & ® &+ & 8 8 ¥+t a s
SubtolBl . + ¢ s s s s s s s s v 4 s 4 e e
Snpportiu BATVICEE . ¢+ v o e bt e v 8 e e
Mansgeawent and ".n.rll s 5 5 8 8 u 8 8 P " 9 @
Pund TaIgINg ¢« ¢ ¢ ¢ « 2 s 2 e 2 s 2 s e 4000
Sabtotal « « ¢+ = s ¢ 2 6 s v e s b s b v s

Total axPpees « « + ¢ ¢ 4 & s ¢ o 0 0080

s @ & B B B & 5 6 s 8 &

of public support and
G RERA S e
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APPENDIX B

Certificate

Name of Organization

I certify that the above-named organization has adopted, and has prepared its
financial statements in accordance with the Standards of Accounting and
Financial Reporting for Voluntary Health and Welfare Organizations (1974
Edition) prepared and published by the National Health Council, Inc., the

National Assembly of National Voluntary Health and Welfare Organizations, Inc.
and the United Way of America.

Signature:
Address:
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E. The Local Combined Federal Campaign

1. Authorized local voluntary agencies. A local voluntary agency shall oeet
the same criteria as a national voluntary agency, except national scope but
shall be evaluated under these criteria by the local Federal Coordinating
Committee recognized by the Director for that community. Afrer one year from
the effective date of this section, only local groups affiliated with a
federated or other eligible natfonal voluntary agency, determined by the local
Federal Coordinating committee or the Director, are eligible to participate in
the local campaign.

2. Participation in Federal campaigns by local affiliated agencies.

(a) Arrangements will be established by each local Federal
Coordinating Committee to evaluste those local affiliates of eligible national
agencies that seek to solicit separately from local federated groups. These
procedures will require eligible local voluntary agencies to preregister with
the local Federal Coordinating Committee to participate in the year's Combined
Federal Campaign., Arrangements will be made by the Central Receipt and
Accounting Point to distribute contributions to authorized voluntary agencies
after appropriate adjustments are made for "shrinkage” and approved
administrative costs.

{(b) Application Procedures., In order to be eligible for participation in
the Conmbined Federal Campaign, each local voluntary agency must submit an appli-
cation for registration in the CFC te the local Federal Coordinating Committee.
Applications may be submitted jointly for member agencies in federated groups.
The Federal Coordinating Committee is responsible for reviewing and taking ac-
tion on the applications based on eligibility requirements in this section,
especlally those of D. The Local Federal Coordinating Committee may request a
qualified screening organization to assist in the processing and review of
applications against the eligibility requirements and in recommending approval
or denial of the application, but the local Federal Coordinating Committee must
make the actual decisions. If the Federal Coordinating Comrittee determines
that eligibility requirements are not met, reasons for that determination will
be provided to the voluntary agency within 60 days of the receipt of the
application.

3. Responsibility of local Federal coordinating committees. Each Federal Co-

ordinating Committee 18 required to organize a Combined Federal Campaign in the
local area for which it has fund-raising responsibility, The heads of Federal

departments and agencies will request their local officials to cooperate fully

with the decisions of the Federal Coordinating Committee in all aspects of CFC

arrangements. The Federal Coordinating Committee makes all final decisions on

the local campaign, subject to appeal to the Director.

4. Local CFC plaon.

(a) CFC as Uniform Fund-Raising Method. The Combined Federal Campaign is
the only authorized fund-raising method in all areas in the United States in
which 200 or more Federal employees are located. All voluntary agencies wishing
to participate in fund-raising within the Federal service must do go within the
framework of a local Combined Federal Campaign.
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(b) Non-Participation. 1In the event that any voluntary agency does not
follow these regulations for participation in a local CFC, fund-raising
privileges in local Federal establishments are forfeited during that fiscal

year. Voluntary withdrawal will not prejudice eligibility for the next year's
Campaign.

(c) Red Croes Participation. In local communities where the American Red
Cross 1s not a participating member of the local United Way, it will be regarded
as a separate campaign organization in the campaign. American Red Cress
chapters have independent authority with respect to fund-raising policy, so
responsibility for deciding on participation in CFC reets with the local chapter
board of directors. As with the other national organizations, in the event
local American Red Cross chapters choose not to participate in CFC, they are not
authorized to have a separate campaign in local Federal offices or installations
during the fiscal year involved, except in the case of an emergency or disaster
appeal for which specific prior approval has been granted by the Director.

(d) Exceptions in Areas of Less than 200 Federal Employees. Where there are
fewer than 200 Federal employees in the local campalgn area, it may not be
practicable to hold a Combined Federal Campaigpn. Therefore, in such areas local
Federal officials are not required to arrange for a Combined Federal Campaign.
However, if they believe it would be desirable from the standpcint of the local
compunity or the Federal Government to have such a campaign, they may contact
the Director to arrange a Combined Federal Campaign regardless of the number of
employees involved. Where a CFC is not conducted because of lack of sufficient
Federal employees, the local united fund is authorized to solicit within the
Federal establigshment during the fall of the year and other Federated groups are
authorized to conduct a separate spring campaign. Where the American Red Cross
is not a member of the local united fund and the area will not have a CFC, then
the Red Cross may conduct an independent campaign during the month of March.
However, payroll deductions for charitable contributions are only authorized in
conjunction with Combined Federal Campaigns.

5, Organizing the local campaign: The principel combined fund organizationm,
The Local Federal Coordinating Committee shall organize the local community
campaign. It will appoint a campaign chairman who will carry out campaign
duties in conformance with the policies and procedures prescribed in this
section. From among the federations approved for participation in the local
CFC, the local Federal Coordinating Committee shall select a Principal Combined
Fund Organization to manage the campaign and to serve as fiscal agent. In doing
50, the Federal Coordinating Committee shall select whichever applicant
organization it finds to be the local federated group in the CFC geographic area
that provides, through one specific, annual public solicitation for funds, the
greatest support for charitable agencies that depend on public subscriptions for
support; that, in the judgment of the Federal Coordinating Committee, can most
effectively provide the necessary campalgn services and administrative support

for the successful Campaign.

(a) In deciding whether an organization is the Principle Combined Fund
Organizetion in the CFC geographic area, the Federal Coordinating Committee will

congider.

(1) The number of local charitable voluntary agencies or affiliates in
the CFC geographic area that rely on the applicant organization for financial
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support and that meet the prescribed eligibility criteria for participation in
the CFC.

(2) The number of dollars raised by the applicant organization in the
CFC geographic area during its last completed annual public solicitation for
funds;

(3) The percentage of such dollars disbursed to the charitable voluntary
agencles; and

(4) The local capacity of the applicant organization to provide the
necessary campaign services and administrative support {including operation of
the Central Receipt and Accounting Point) to the local Federal Coordinating
Committee for a successful Federal campaign in conformance with the policies and
procedures prescribed in this section.

(b) An organization seeking to be designated the Principal Combined Fund
Organization in a CFC area shall submit its application for such designation to
the local Federal Coordinating Committee for approval within thirty days after
the Director has determined eligible federations. All such applicants must
pledge to manage the campaign fairly and equitably; to conduct organization
operations separate from other voluntary agency operations; tc consider advice
from, be responsible to reasonable requests for information from, and to consult
with other agencies; and tc be subject to the decisions and supervision of the
local Federal Coordinating Committee and the Director. Upon submission of a
complaint by a local Federal Coordinating Committee or a federated or national
voluntary agency, the Director may revoke the designation as a Principal
Combined Fund Organizaiton 1f in his discretion he finds these pledges are not
fulfilled.

{c) Applications shall include the following: (1) The names of the
voluntary agencies in the area that rely on the applicant organization for
financial support and that meet the eligibility criteria set in this section;

{(2) The boundaries of the area covered by the public donation
solicitation of the applicant organization;

(3) The number of dollars raised in the CFC geographic area by the
applicant during its last completed annual public solicitation for funds;

(4) The percentage of such dollars disbursed to the charitable agencies;

(5) Agreement to transmit contributions, as designated by Federal
employees, to charitable organizations approved for participation and listing in |
the local CFC (minus only “shrinkage”- that is, uncollectible pledges and gifte- |
and the approved fee for adminstrative cest reimbursement);

{6) Certification that it, and its participating member organizations,
are in compliance with all applicable eligibility requirements specified in
this section for participation in the CFC;

(7) Fee, if any, proposed to be charged by the applicant organization for
reimbursement for administrative costs; and '
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(8) Statement that the applicant organization is organized to provide
the necessary campaign services and support to the local Federal Coordinating

Committee for a successful Federal campaign in conformance with the policies and
procedures prescribed in this section.

(d) Member agencies of federations and other voluntary agencles certified
for listing and receipt of designations through the approved local or national
admission process shall be eligible to receive designations.

(e) The Principal Combined Fund Organization shall provide a form for the
ewployee to indicate any amounts he may wish to designate to affiliated and
non-affiliated beneficiaries. The Principal Combined Fund Organization shall
pay the amount collected to the employee-designated beneficilary agency less
"shrinkages” and the amount necessary to reimburse the Principal Combined Fund
Organization for administrative expenses,

(f) The fee, if any, charged for administrative cost reimbursement must be
approved in advance by the local Federal Coordinating Committee and published
in the campaign literature,

{g) A1l contributions not designated to specific voluntary agencies or
specific federated groups shall be deemed to have been designated to the
Principal Combined Fund Organization. A statement of that fact shall be clearly
stated on the face of each pledge card in red ink, which shall also state the
neme of the federated group which is the Principle Combined Fund Organizatiom
in that local Campaign.

(h) The Principal Combined Fund Organization shall issue a report to the
local Federal Coordinating committee within a reasonable time following the
campaign setting forth the following information:

(1) Amounts contributed and pledged,
(2) Number of contributors,

(3) Amounts designated to each participating federated group and
voluntary agency,

(4) Amount designated to the Principal Combined Fund Organization, and

(5) Costs of adminisetering the campaign, including the Centrel Receipt
and Accounting Point.

(i) CFC Committee. Where necessary, the local Federal Coordinating
Committee may designate a committee from among its principal members, called the
CFC Committee, to give top leadership and direction te the planning, conduct and
evaluation of the local combined campaign. The Federal Coordinating Committee,
however, may not redelegate any final authority for the campaign to the CFC
Committee. The Chairman of the Campaign need not be the Chairman of the
organization designated as the local Federal Coordinating Coumittee.

(3) Action Steps by the Local Federal Coordinating Committee. (1) The

Cheirman of the local Federal Coordinating Committee is authorized to establish
a Local Joint Work Group of Federal representatives and
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representatives of the Principal Combined Fund Organization. The Chairmen shall
direct the Principal Combined Fund Organization to assemble necessary
information and to submit a plan detailing materials and a timetable for
campaign arrangements. This shall include the dates for preparation, printing
and distribution of materials, kick-offs, training sessions, report meetings, and
award ceremonies. All of these, including the specific materials to be used,
shall be submitted te the full local Federal Coordinating Committee for approval
on a day to be anncunced broadly to particlpating voluntary agencies and
federated groups and to the Director. An adequate period shall be provided for
participating federated group and voluntary agencies to review and comment on
all proposals.

(2) The local Federal Coordinating committee will set a date or dates each
vear for local eligibility hearings. Such meeting or meetings shall be reported
to the Director, and given wide publicity in the local community and to the
voluntary agencies and federated groups which have applied for eligibility.

(k) Loaned Executive Program. One or more loaned Federal executives may be
used in a Combined Federal Campaign. The Loaned Executive Program was
authorized by President Nixcon in a memorandum to heads of departments and
agencies dated March 3, 1971. A Loaned Executive may be detailed from his
agency on a8 full- or part-time basis, for a specific period of time, to conduct
or assist in the operation of a Combined Federal Campaign., The employing agency
will decide who will serve as a Loaned Executive, iIf anyone, and the length of
the detail. Executives mway not be loaned or assigned to any specific voluntary
organization but only to the official Combined Federal Campaign group. When
assigned to the CFC, the executive shall be placed on administrative leave.

6. Basic local CFC ground rules.

{a) The arrangements outlined in E6é through El3 constitute basic ground
rules for the local Combined Federal Campaign. Certain local variations are
permissible if specially authorized in this part. However, any modification of
ground rules in specific instances wust be requested by Federal Coordinating
Committees from the Director. Modifications will be granted only in the most
exceptional circumstances.

(b} The local Federal Coordinating Committee will approve the: (1) Campaign
name. The name will include the words "Combined Federal Campaign;” the year for
which contributions are solicited; and approximate identificaiton of the
locality; as for example: "198]1 San Antonio Area Combined Federal Campalgn.™

(2) Campaign Period. The solicitation period may be any period between
September 1 and November 30.

(3) Campaign Area. The exact geographical area to be covered by the
combined campaign will be determined nationally, taking intc account past
practice and the feasible scope for a single coordinated campaign. The
Jurisdiction of the organization named as the local Federal Coordinating
Committee will set the basic area of the Campaign, based upon past practices.
Any changes in campaign area must be approved by the Director.
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7. Contributions.

(a) The contributor's information leaflet will clearly state that the
Federal employee is encouraged to direct his gift to specific voluntary
agencies. A single form of pledge card and leaflet-brochure will be produced
under standards set In this section, and approved by the Director. The leaflet
will explain that when such gifts are earmarked to a specific voluntary agency,
the Principal Combined Fund Organization will remit such funds, minus approved
administrative costs, directly to that agency (or to ite federation if all
members of that federated group agree) as those funds are collected. The
leaflet will also clearly state that when the Federal employee decides not to

designate, the gift will be deemed designated to the Principal Combined Fund
Organization for distribution.

(b) Several boxes will be provided on the pledge form so that the donor may
indicate his choice, if any, of one or more of the voluntary agencies listed to
receive all or part of his gift. A minimum of five boxes for such purposes will
be shown on the face of and on all copies of the pledge card itself. Separate
designation slips are not authorized under any circumstances. The pledge card
must be arranged so that each Federal employee receives the pertinent CFC and
voluntary agency information and the pledge card as a single package (as
examples, inserted in a glot or pocket in the contributor's information
leaflet).

{c) 1f contributions are designated to organizations not participating in
the local CFC, they will not be accepted but will be returned to the
contributor.

8. bollar goals.

{a) A dollar goal for the overall combined campaign 1s recommended.
Generally, it provides a focus for group spirit and unity of purpose that
contributes materislly to success. By apportioning the goal equitably among the
Federal offices and installations, each Federal agency shares responsibility in
the team effort and has a mark with which to gauge its progress.

(b) In developing the proposed goal, the local Federal Coordinating
Committee should take into account past giving experience in local Federal
campaigne, the needs and reasonable expectations of the voluntary agencies in
the current campaign situation, and the probability of a substantial increase in
the level of giving due to the single campsign and payroll payment plan. The
objective should be to set a goal that is attainable, which can be exceeded in
an enthusiastic and purposeful campaign.

(c) Dollar goals are not required. An alternative approach is to rely on
"suggested giving" as the principal incentive. For example, the "goal” could be
75 percent participation at the suggested giving level.

9. Suggested giving guides and voluntary giving.

(a) Suggested giving guides for contributions are authorized for local
constructions. Guides for cash giving or direct-payment pledges may be included
in terms of percent of annual income, number of hours pay, or suggested sfize of
gift in relhtion to various income levels, Guides may be printed in the
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contributor's leaflet or on the pledge form. They will be accompanied by a
statement explaining that the guide is provided because employees often ask for
one, but that the decision to give and the amount is up to each employee.

{b) Federal agencies are not authorized to furnish individual employee
suggested giving guides based upon the employee's specific pay or grade; a gulde
of this kind is comparable to an individual quota or assessment, which is

prohibited.

(c) The contributor's leaflet or the pledge form must include the express
statement that the employee has the right to make his gift confidentially in a
sealed envelope which will be delivered unopened to the Combined Federal

Campaign headquarters.
10. Central receipt and accounting for contributions.

{a) The Principal Combined Fund Organization shall provide and administer
the Central Receipt and Accounting Point or it may arrange for an appropriate
financial institution to provide such service on its behalf, under the direction
of the local Federal Coordinating Committee. Any charges by such institution teo
provide the necessary services are the responsibility of the Principal Combined
Fund Organization and should be included in the latter organization's
administrative costs factor.

(b) The central accounting point will tabulate &ll contributions designated
to specified agencies on the pledge cards and then tabulate the contributions
designated to the Principal Combined Fund Organization.

The amounts payable to the specified voluntary agencies are subject to
deduction "shrinkage” and of the approval percentage, if any, for reimbursement
of adminstrative costs to the Principal Combined Fund organizatfon.

(c) Provision must be made by the Principal Combined Fund Organization for
the audit of CFC funds. If the CFC is over $100,000, an independent audit must
be performed. Copies of the audits must be submitted to appropriate local
Federal officials and made available for inspection by any voluntary agency or
federation participating in the CFC. :

(d) In addition to the usual method of cash contribution and direct payment
of pledges, the use of voluntary payroll withholding is authorized for members
of the uniformed gervices and civilian personnel at CFC locations. Local
voluntary agencles may decide whether or not to provide for direct paywent of
pledges; however, cash contributions must be permitted. Keyworker collection of
installment pledges is prohibited.

11. Campaign and publicity materials.

(a) Campaign and publicity materials will be developed in the local area
under direction of the local Federal Coordinating Committee, and will be printed
and supplied by the Principal Combined Fund Organization. All disputes over
materials will be resolved by the local Federal Coordinating Committee, except
that failure to follow this section or other directive of the Director may be
appealed to the Director. All publicity must have the approval of the local
Federal Coordinating Compittee before being used.
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(b) Distribution of any bona fide educational material of the voluntary
agencles or provision of other services to employees at Federal establishments
must be handled through the Federal agency occupational health units, and not
the CFC coordinators. While there is no intent to restrict the normal educa-
tional or service activities that voluntary agencies provide in Federal
agencies, no special distribution of materials or services should be planned
during the campaign, nor should promotional efforts be made that would have the
effect of giving undue publicity to a particular voluntary agency or category of
voluntary agencies during the campaign period. Viclation of this requirement by
any voluntary agency may be grounds for the local Federal Coordinating Committee
to disqualify the voluntary agency from further participation in the local CFC
for that year after due notice to the voluntary agency concerned.

(¢) A single Contributor's Information Leaflet, a one—part list of
participating voluntary agencies, and a single, joint Pledge Form and Payroll
Withholding Authorization (the latter two preferably to be placed in an insert
slot or otherwise assembled in the former) are to be distributed by keyworkers
to each potential contributor. The Pledge Form and Payroll Withholding
Authorizaiton must be one form. All CFC literature, keyworker solicitors, and
materials released as a8 part of the campaign must inform employees of their
right to make a choice and will provide full information about the voluntary
agencies, federated groups, and the Principal Combined Fund Organization.
Employees will be informed that while the Federal Government encourages Iits
employees to make a choice, it does not mandate that they choose.

(d) Campaign materials must constitute a simple and attractive package that
has fund-raising appeal and essential working inforwation. Treatment should
focus on the combined campaign and homogeneous appeal without undue use of
voluntary agency symbols or other distractions that compete for the contrib-
utor's attention. Extraneous instructions coacerning the routing of forms,
tallying of contributors, etc., which are primarily for keyworkers, must be
avoided.

(e) Specific campaign and publicity materials: (1) Contributor’s Leaflet.

(1) This will be the only informational material distributed to
individual contributors. It will describe the CFC arrangement, explain the
payroll deduction privilege, and will include the information required by E7.
The leaflet should be constructed to contain a pocket or a slot to hold the CFC

pledge card.

(i1) The leaflet will provide instructions about how an employee may
obtain more specific information about voluntary agencies participating in the
campaign, their programs, and their finances. It will also inform employees of
their right to pursue complaints of undue pressure or coercion in Federal fund-
raising activities. The leaflet will advise civilian employees to consult with
thefr personnel cffices and military personnel with their commanding officers to
identify the organization handling such complaints in their respective Federal

agency.
(i1i) A Privacy Act notice must be printed on the leaflet,

(2) Separate list of participating voluntary agencies.
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(i) This brochure will list each voluntary agency approved by the
appropriate Federal officials for participation in the CFC with 2 brief state-
ment of about 30 words on its programs. Opposite the name of each voluntary
agency a number will be provided beginning with the number 101 so that contrib-
utors desiring to indicate a chofce of agency or agencies to whom they wigh
their gift to be directed may insert such number or numbers in the designation
boxes provided for that purpose on the pledge card., Each voluntary agency which
is a member of & federated group shall be entitled, at 1its local option, to have
that group designation added, in parenthesis, at the end of its statement,

(11) The listing of voluntary agencies will also include therein the
following generic titles reflecting the approved categories of services as a
means to assist employees in making rational designations: Children and family
services, community coordination services, local federal personnel services,
provision of basic needs and economic opportunity, health services/services to
handicapped, internmational services, neighborhood services, acquisition of know-
ledge and skills, youth and recreation services, specialized and miscellaneous
services. The order of assignment of these categories, and the order of wolun-
tary agencies under them, will be reassigned by lot each year by the local
Federal Coordinating Committee.

(1i1) Federated groups will be listed, in an order set by lot each year,
at the end of the list of voluntary agencies, under the title "Campaign Groups,"
with identification numbers keyed to the numbers of their participating
federated groups. The federated group which is the Principal Combined Fund
Organization will be so identified.

(iv) An illustration of the prescribed format is shown below.
Children & Family Services

101 (name of agency and group affiliation) (description of program)
102 (name of agency and group affiliation) (description of program)
103 (name of agency and group affiliation) (description of program)

Community Coordination

201 (name of agency and group affiliation) (description of program)
202 (name of agency and group affiliation) (description of program)
203 (name of agency and group affiliation) (description of program)

Local Federal Personnel Services

301 (name of agency and group affiliation) (description of program)

302 (name of agency and group affi{liation) (description of program)

203 {name of agency and group affiliation) (description of program)
* * *

Campaign Groups

70t—International Service Agencies
702—National Service Agencies
703—National Health Agenciles
704~—American Red Cross

705—United Way/Community Chest, etc. of
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3

(The statement: "This group also has been designated as the Principal Combined

Fund Organization for " shall be added after the title of
federated organization serving that function,)

(3) Pledge Form and Payroll Withholding Authorization,

(1) When completed, this working form will go to the Central Recelpt
and Accounting Point for the local area. The format for the pledge card is set
by the Director and is available from the Office of Personnel Management.

(i1) One copy of thie form will be used as the Payroll Withholding.

Authorization. When completed, this copy will go to the contributor's payroll
office. Since there are some 1,400 separate payroll offices serving Pederal
personnel, the withholding authorization must be in a standard format and bear
adequate identification of the local campaign.

(111) The name and mailing address of the local CFC Central Receipt and
Accounting Point will be printed at the top of the form. The name must be the
same as that for the campaign and include the year; for example, "1981 San
Antonio Area Combined Federal Campaign.”

(iv) The box entitled "Identificatin No." will be used for the contribu-
tor’s Social Security Number, except in the case of Federal agencies that have a
separate payroll identification numbering system. There 1is no requirement to
use this space and it should only be used when it aids in accounting or campaign
management.

{f) Other campaign materials that are authorized include: (1} Chairman's
Guide. For use of campaign chairmen in individual Federal installationms,

{2) Keyworker's Guide. Instructions for keyworkers about CFC arrange-
ments, solicitation methods, and forwarding procedures.

(3) Keyworker's Report Envelope. With tally sheets (which may be
printed on the envelope) on which the keyworker will list the names of contribu-
tors or the number of confidential envelopes enclosed.

(4) Miscellaneous Campaign Items. Contributor's receipt, window
stickers, posters, progress charts, awards, etc.

(5) Publicity Items. News stories and fillers for the local press and
house organs, employee letters, speeches of campaign leaders, division chairman,
films, television and radio material supporting the campaign; and

(6) Awards. To recognize campaign achievements by Federal agencies
Federal agency chairmen, etc. Awards should be identified as "Combined Federal
Campaign” awards. The presentation of awards and plaques by individual volun-
tary agencies or categories of voluntary agencies for CFC accomplishments is not

permitted.

(g) National materials provided and made available for use by local CFCs
will be developed by an organization named by the Director. The Director will
provide opportunity for comment on guch materials by interested parties prior to

approval. He must approve all material prior to use.
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12, Payroll Withholding. The following policies and procedures are authorized
for payroll withholding operations in accordance with Office of Personnel
Management regulations in 5 CFR Part 550, Pay Administration.

(a) Applicability. Voluntary payroll allotments will be authorized by all
Federal departments and agencies for payment of charitable contributions to
local Combined Federal Campaign organizations.

(b) Allotters. The allotment privilege will be made available to Federal
personnel as follows:

(1) Employees whose net pay regularly is sufficieat to cover the
allotment are eligible. An employee serving under an apointment limited to !
year or less may make an allotment to a Combined Federal Campaign when an
appropriate official of the employing Federal agency determines the employee
will continue his employment for a period sufficient to justify an allotment,
{This includes part-time and intermittent employees who are regularly employed).

(2) Members of the Uniformed Services are eligible, excluding those on
only short-term assignment (less than 3 months), (The Department of Defense has
modified its military pay allotment regulations to authorize allotments for CFC
charitable contributions by uniformed service members.)

(c) Authorization. (1) Allotments will be wholly voluntary and will be
based upon contributors' individual written authorizations.

(2) Authorization forms in standard format will be printed by the
Principal Combined Fund Organization at each location. The forms and other
campaign materials will be distributed to employees when charitable contribu-
tions are solicited.

(3) Completed authorization forms should be transmitted to the payroll
offices as promptly as possible, preferably by December 15. However, if forms
are recelved after that date they should be accepted and processed by payroll
offices.

(d) Duration., Authorizations will be in the form of a term allotmwent for
one full year-26, 24 or 12 pay periods depending upon the allotter's pay
schedule starting with the first pay pericd beginning in January and ending with
the last pay period that begins in December. (The standardization of beginning
and ending dates, except for individual discontinuances, is intended to simplify
payroll operations and minimize costs.) However, the fact that an employee or
military member will not be on duty for the full year should not preclude
acceptance of a payroll allotment if he has sufficient time in service remalning
to make the allotment practicable. Three months or more would be considered a
reasonable period of time for which to accept an allotment.

(e) Amount. (1) Allotters will make a single allotment which is appor-
tioned into equal amounts for deductions each pay period during the year.

(2) The minioum amount for allotment will be determined by the local

Federal Coordinating Committee but will be not less than $1.00 bi-~weekly, with
no restriction on size of increment above the minimum. '
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. (3} No change of amount will be authorized during the term of an allot-
ment.

(4) For the purpose of slmplicity and economy in payroll operations, no
deduction will be made for any period in which the allotter's net pay, after all
legal and previously authorized deductions is insufficient to cover the

allotment. No adjustment will be made in subsequent periods to make up for
deductions missed.

(£) Remittance. (1) One check will be sent by the payroll office each pay
period, in the gross amount of deductions on the basis of current authoriza~
tione, to the Central Receipt and Accounting Point at each location for which
the payroll office hag received allotment authorizations.

(2) The check will be accompanied by a statement identifying the
agency and the number of employee deductions. There will be no listing of
allotters included or of allotter discontinuances.

(g) Discontinuance. (1) Allotments will be discontinued automatically:
(1) On expiration of the year withholding period.

(11) On death, retirement, or separation of allotter from the Federal
service.

(2) The allotter may revoke his authorization at any time by requesting
it in writing from the payroll office. Discontinuance will be effective the
first pay period beginning after receipt of the written revocation in the pay-
roll office,.

(3) A discontinuved allotment will not be reinstated.

{h) Transfer. (!} When an allotter moves to another organizational unit
served by a different payroll office in the same CFC location, whether in the
same office or a different department or agency, his allotment authorization
will be transferred to the new payroll office.

{(2) When there is a delay in receiving the transferred authorization in
the new payroll office, or when the allotter moves to a location covered by
apother CFC, the allotter should be permitted to complete a new authorization
for the remainder of the one-year withholding period, which will supersede and
revoke his previous authorizationm.

(3) When the allotter moves to a locatlion not covered by a CFC, the
allotment will sutomatically be terminated unless continued by the individual.

(1) Accounting. (1) Federal payroll offices will oversee establish-—
ment of individual allotment accounts, deductions each pasy period, and recon-
ciliation of employee accounts in accordance with agency and General Accounting
Office requirements. The payroll office will accept responsibility for the
accuracy of remittances, as supported by current sllotment authorizations, and

internal accounting and auditing requirements.

(2) The Principal Combined Fund Organization is responsible for the
accuracy of transmittal of contributions. It shall transmit at least monthly
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for campaigns of $100,000 or more or quarterly if less than that amount, minus
only the shrinkage factor and approved fee for administrative cost reimburse-
ment. An independent audit will be provided when the CFC receipts exceed

$100,000.

(3) Federated and national voluntary agencies, or their designated
agents, will accept responsibility for: (i) the accuracy of distribution among
the voluntary agencies of remittances from the Principal Combined Fund
Organization; and (ii1) arrangements for independent audit agreed upon by the
participating voluntary agencies.

13. National coordination and reporting.

(a) The Office for Regional Operations, U.S. Office of Personnel Manage-
ment, is responsible under the Director for CFC arrangements.

(b) All local coordinating committees are required to notify the Office for
Regional Operatlons of their campaign areas, their chairman's name and address,
and the address of their Central Recelpt and Accounting Point.

(c) All charimen of local Federal Coordinating Commirtees are required to
furnish reports of campaign results to the Office of Regional Operations by
January 15 of each year. A reporting format will be furnished to CFC locations
prior to that date requesting Information on the results of the campaign,
including the following:

(1) Basic data (number solicited, number of contributors);
(2) Payroll deductions (number authorizing, total pledged};
(3) Designations;

(4) Amount of undesignated receipts received by Principal Cowbined Fund
Organization;

(5) Campaign costs; and

(6) Narrative summary evaluation of CFC arrangement based upon campaign
experience. A copy of the report will be furmished to the local Federal
Coordinating Committee, the Principal Combined Fund Organization, and a copy
will be made available for inspection by other participating voluntary agencies
and federated groups.

(d) All local activities will be coordinated with the national campaign
under procedures ilssued by the Director through the Federal Personnel Manual
system and a handbook of instructions (or other appropriate issusnce) for use by
participating voluntary organizations.
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15, October 1978

1. General. | and national health, welfare, and
emergency relief grganizations depend upon volun-
tary contributions to achieve their goals. Depart-
ment of the Army mili and civilian personnel, as
citizens and as memberg of the community, should
assume their share of the nsibility for support-
ing these activities. A ingly, each military
member and civilian employse of the Army will be
given the opportunity, on-the-job solicita-
tions, to contribute voluntarily to recognized health
ies and procedures
solicitation will

confidential. Any practice that involves
coercion, or reprisal to the service m
civilian employee because of the size of hik

prohibited.
2. Purpose. This regulation implements the }
and procedures of the US Civil Service Commisgion

vice for Voluntary Health and Welfare Agencias
(app A).
8. Applicability. The program, practices, and
procedures in this regulation apply to the Active
Army, the US Army Reserve, and the Army Na-
tional Guard.

4. Policy. a. Fund-raising at Army installations
and activities is not authorized except as provided in
this regulation or other Army regulations or as
specifically approved by Department of the Army.

b. The program and procedures in appendix A
will be applied by all components of the Army to
authorized fund-raising by voluntary health and
welfare agencies at Army installations and ac-
tivities without variation, except as provided in this
regulation.

¢. Solicitation by religious organizations, or their
affiliates, for health, welfare, emergency relief and
similar charitable purposes is governed by appendix
A as modified by this regulation, Except as other-
wise provided in Army regulations, other fund-rais-
ing at Army installations and activities by religious
organizations is authorized only in connection with
religious services.

d. Fund-raising by private voluntary organiza-
tions at the place of employment or duty is limited.
This restriction does not prevent local employees
from assisting the unfortunate. Collection boxes for
the voluntary donation of foods or goods for worthy

5’/5 ¢/ 2
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causes is permitted. The decision to authorize such
collections rests with the commanders or heads of
field installations or activities.

e. Installation commanders in domestic areas
where Combined Federal Campaigns (CFC) are held,
are authorized to apply for membership in the local
United Way so that welfare activities, as deter-
mined by the commander, may share in the CFC
funds. Affiliation requirements are entirely subject
to local United Way decisions. Installations located
in nonfederated areas (focations within the domestic
area in which there is no Community Chest or local
chapter of United Way of America) may request the
loca! Federal coordinating group to approve the par-
ticipation of instailation welfare agencies and to
make arrangements for distribution of funds.

5. Responaibility. Heads of Army Staff Agencies
and commanders of installations will—

a. Cooperate with and assist recognized voluntary
health and welfare organizations and representa-
tives thereof, or authorized organizations or repre-
sentatives of other Federal agencies, as appropriate,
in the arrangements for and conduct of authorized
solicitations to meet the provisions of appendix A
and the needs of the communities.

5. Ensure the responsibilities for and enforce the
equirements of racial nondiscrimination (chap. 7,
A).

Ensure that contributions to fund drives are
k on a true voluntary basis. The purpose of the

ivk campaigns to support recognized

are organizations, or other organiza-
tions authorizedto conduet fund campaigns at Army
installations and\activities.

d. Ensure that‘each contributor is permitted to
make his/her gift copfidentially without fear of cen-
sure or criticism.

e. Ensure that thd listing of individual gifts of
contributors who do nit choose the confidential en-
velope procedure is used only as a control for routine
collection and forwardihg of contributions. It will
not be used to permit supervisory consideration of
the amount of such gifts, Supervisory discussion
with 8 militry member or civilian employee on such
8 matter is prohibited.
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[ Prohibit assignment of a dollar goal or quota
for each rank and grade of personnel taking part in
a fund drive.

g. Prohibit competition among units, harassment
of contributors, or any practice that involves com-
pulsion, coercion, or reprisal directed to the in-
dividual service member or civilian employee
because of the size of his/her contribution or his/her
failure to contribute. Commanders, officers, or
supervisory personnel at the same or successive
levels of command will not hold repetitive discus-
sions, meetings, orientations, or '"counseling” of in-
dividuals or groups of individuals who have failed to
contribute.

k. Ensure that no records of CFC noncontributors
are developed or maintained for any purpose what-
soever, The information in CFC records will not be
retained beyond the time needed to meet adminis-
trative requirements. Records or rosters, such as
lists of contributors to the CFC, will be destroyed
once the annual CFC requirements have been met.
The keypersons campaign report will be used for ad-
ministrative and accountability purposes only. This
information is confidential and will not be given to
anyone other than the division chairperson or pro-
ject officer. No additiona! lists will be prepared from
this information. Keypersons must destroy their
copies of the campaign report immediately after
turning in their final report and the campaign is
completed, The division or project officers will
destroy their copies of the keypersons campaign re-
port after the auditors have completed their reports.

i Ensure that Civil Service Commission (CSC)
Form 804, when used to authorize payroll deduc-
tions, is acknowledged as a record which meets the
Privacy Act criteria. The pledge form is subject to
section 7 of the Privacy Act because it solicits social
security numbers. The socigl security number is re-
quired only when payroll deductions are authorized
and the social security number is required for
payroll identification purposes, Home addresses
may not be required on the CSC Form 804.

J. Follow the Federal fund-raising manual as
hereby modified—

(1) Desirability of 100 percent voluntary par-
ticipation. Each individual shall be given an oppor-
tunity to contribute. Voluntary participation of 100
percent should be encouraged by solicitation of each
individual. This 100 percent participation may be
appropriately stressed in campaign literature and at
initial meetings or briefings where the fund drive is
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discussed before a group of individuals. The appeal
for individual contributions should be based upon
the merits of the specific campaign, as well as the
organizations and persons benefiting from dona-
tions. This appeal may also include comments about
individual responsibilities as citizens to support
worthwhile community activities and to assist
others less fortunate. However, the setting of unit or
installation percentage goals, especially 100 per-
cent, could be considered coercive and is prohibited.
Contributions made under such a goal may not be
truly voluntary. The desirability of 100 percent par-
ticipation will not be stressed at any time during the
personal, face-to-face solicitation of individuals.
The individual will not be told, or lead to believe,
either directly or indirectly, that he/she is the only
one, or one of a small number of persons, preventing
the achievement of 100 percent participation or any
goal. To solicit contributions in this manner is coer-
cive (para Il, item C, attachment to chap. 6, app A).

(2) Assignment of dollar goals. The setting of
dollar goals is authorized at the activity or installa-
tion level and at appropriate subordinate organiza-
tiona! levels. Such goals are not authorized if less
than 10 persons are involved or if the majority of
Federal agencies in a local community decide that
such & goal is not required. When voluntary agencies
furnish ' Fair-Share Giving Guides” in campaign
materials, be certain that such guides are not
misrepresented or misinterpreted as individual
assessments, quotas, or goals. Such individual
assessments, quotas, or goals are prohibited.

{3) Dissemination of report data. The dis-
semination of report information is limited to com-
manders and campaign officials. Data about subor-
dinate units will not be circulated for information
within a headquarters. The reports required by the
Federal manual are necessary in the organization
and operation of fund-raising campaigns. However,
information in such reports could be used as the
basis for coercive active. To prevent this misuse of
information, reports forwarded from one headquar-
ters to another will include only the consolidated
total collected, except as provided in appendix B.
These reports or other information provided will not
indicate the relative standings, amounts collected,
or percent of participation of the individual subordi-
nate units of the reporting headquarters. All reports
between commands and installations not necessary
to meet the requirements of the Federa! fund.rais-
ing manual should be eliminated,


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


/XJ CH 7 ) mar 7f

APPENDIX B

PLAN FOR DoD COMBINED FEDERAL CAMPAIGN-OVERSEAS AREA

INDEX

2, Partidypating Voluntary Agencies

C. Organizing the Campaign 3
D. Establishing e:ghpign Arrangements 3
1. Campaign Name 3
2, Campaign Period 4
3. Campaign Area 4
4. Annual Campaign AnfQuncement 4
5. Contributor Designathpns 4
6. Distribution of Undesignated Funds 4
7. Campaign Goal 5
8. Suggested Giving Guides axd Voluntary Giving 5
9, Monetary Controls and Accolpting 5
10. Campaign and Publicity Materjals 8
E. Payroll Allotment and Authorizatio 10
F. Orientation, Training and Publicity A¥rangements 10
G. Campaign Reporting 11

Attachment 1- Organization Chart - CFC-0A


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


PLAN FOR DoD COMBINED FEDERAL CAMPAIGN - OVERSEAS AREA

A. PURPOSE
1. This plan for the DoD Combined Federal Campaign-Overseas Area

in support of the voluntary health and welfare agencies has been devel-
oped to:

a. Meet contributor wishes for a single campaign;

b. Reduce costs to the Government; and

c. Provide greater financial resources for the use of the vol-
untary agencies in their vital programs, which are dependent on volun-

tary private gifts.

2. The plan has been approved by the Chairman of the Civil Service
Commission under the authority of Executive Order 10927 (reference (f)).

B. DoD CFC-OVERSEAS AREA ORGANIZATION

1. Federal Coordinating Committee

a. A National Policy Coordinating Committee (NPCC) has been
established in Washington, D.C., to make final decisions on all matters
of policy and planning on matters relating to the Combined Federal Cam-
paign-Overseas Area (CFC-0A) for both the Government and the national
headquarters of the voluntary campaign organizations.

(1) The Committee shall provide uniformity and assist the
overseas commanders by working out basic plans and operating arrange-
ments such as setting ratios for division of undesignated money, draft-
ing campaign and publicity material, ete.

{(2) The Committee's organization and the activities that
are tepresented are indicated in attachment 1 to enclosure 1.

b. If, in the course of planning, there are matters on which
the voluntary campaign organizations do not reach mutual agreement after
a reasonable period of negotiations, a final decision will be made by
the National Policy Coordinating Committee, CFC-OA. In exercising this
authority the Committee will give consideration to the equities involved
and the recommendations of each voluntary campaign organization on the
matters at issue and render decisions which will promote the purpose of
the DoD CFC-OQA.
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c. The campaign areas and organizations for the DoD CFC-0OA will be
as follows:

(1) There will be three principal campaign areas; namely Europe,
Pacific and Atlantic. The Atlantic area will include those outposts
in the North Atlantic which are not now included in the CONUS campaign,
such as Thule and Sondastrom AFB, Greenland. A Command CFC Coordinating
Committee will be established by the Unified Commander for each ¢f the
above Unified Command areas. Each Unified Cofmander will request his
subordinate commanders and other leocal officials in his command to co-
operate fully with the decisions of the Command CFC Coordinating Commit-
tee on all aspects of the CFC arrangements in the interest of achiev-
ing a single combined campaign. Commander-in-Chief, Atlantic (CINCLANT)
will assume campaign responsibilities for Greenland.

(2) All members of the Armed Forces and civilian employees as—
signed to organizations and units of the above DoD commands and activ-
ities which are located overseas (excluding Alaska, Hawaili, the Panama
Canal Zone and Puerto Rico)} shall be included in the DoD CFC-DA., Per-
sonnel in Alaska, Hawail, Panama Canal Zone and Puerto Rico are included
in the domestic campaign.

d. The basic ground rules for the CFC set forth in sections D and
E of this plan may not be changed or modified by local decision. Re-
quests to modify procedures will be addressed to the Chairman, National
Policy Coordinating Committee, Office of the Deputy Assistant Secretary
of Defense (Administration), Office of the Assistant Secretary of De-
fense (Comptroller), Washington, D.C. 20301.

e. Questions related to the conduct of annual campaigns shall be
addressed to the Department of Defense Fund-Railsing Coordinator at the
address listed below:

Director, Defense Telephone Service-Washington
Room 1A 275, The Pentagon

Washington, DC 20310

Telephone: AC 202-695-2121

2. Participating Voluntgjy Apencies

a. The national representatives of the American Wational Red Cross,
the recognized National Health Agencies, and the International Service
Agencies, participate fully in the conduct of the CFC-0A and participate
‘underthe basic rules of the plan as prescribed herein. Their overseas
representatives participate as full partners in the formulation of de-
tailled campaign agreements in each Unified Command area. If there is
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disagreement on details which are not spelled out in this plan, or in
subsequently issued operating procedures and instructions, such matters
shall be decided by the Command CFC Committee. Any information or ad-
vice needed on such matters may be obtained from the DoD Fund-Raising
Coordinator.

b, In the event any individual agency or group of recognized
national voluntary agencies choose not to participate in the CFC under
the final arrangements decided upon, it may withdraw from the campaign;
but it will not have fund-raising privileges at places of employment or
duty in DoD installations or activities in the overseas area, This pol-
icy is in keeping with the agencies' agreement nationally to partici-
pate in the CFC under the basic ground rules prescribed in this plan.

C. ORGANIZING THE CAMPAIGN

1. Upon receipt of this plan, each Unified Commander shall estab-
lish a Command CFC Coordinating Committee to give leadership and direc-
tion to the planning and conduct of the campaign.

a. The Committee shall be organized and have membership as in-
dicated in attachment 1.

b. Employee representatives shall be appointed to the Command
Committee, including any recognized employee organizations wherever prac-
ticable, so as to assure employee participation in the planning and con-
duct of the campaign.

c¢. The Unified Commander shall designate a representative to
serve as the Chairman of the Command Cormittee who, in turn, shall ini-
tiate action promptly to organize and plan for the campaign.

d. The Command Committee shall assemble necessary information
and data, plan the detailed arrangements, and identify and attempt to
resolve any policy issues.

2. The Unified Commander shall serve as the Campaign Chairman for
his command area and shall ensure that the campaign is properly planned,
scheduled and implemented each year on a timely basis by the Command CFC
Committee. Contributions by members of the Southern Command will be re-
ported through the appropriate American Embassy.

D. ESTABLISHING CAMPAIGN ARRANGEMENTS

1. Campaign Name. The name will be the DoD Combined Federal Cam-
paign. The title will include the campaign year during which the contri-
butions are solicited, such as: 1977 DoD Combined Federal Campaign-Pa-
cifiec. The Command CFC Coordinating Committee may localize the campaign
name as they see fit.
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2. Campaign Period. The CFC-0A will be conducted during a 6-week pe-
riod in September and October.

3. Campaign Area. As indicated in B.l.c.

4. Annual Campaign Announcement. Annunally, well shead of the campaign
period, the Secretary of Defense will announce the forthcoming campaign
by memorandum addressed to all major components of the Department of
Defense which have overseas activities.

5. Contributor Designations

a. The contributors information leaflet will identify the partici~
pating voluntary campaign organizations and list their member agencies
with a brief statement describing each agency's program. The leaflet
will tell the contributor the method by which undesignated funds will
be divided among the voluntary campaign organizations and of his right
to designate gifts to individual voluntary agencies. Designation blocks
will be provided on the contributors card so that ceontributors may desig-
nate their gifts, along with a designated space wherein contributors
who designate will place their initials to validate their designations.

b. The right to designate will be plainly stated in the contribu-
tor's leaflet, but designations will be neither encouraged nor discour-

aged by keyman solicitors or in campaign publicity materials and speech-
es.

c. The CFC-0A central depository and accounting point, the Virginia
National Bank, P.0. Box 600, Norfolk, VA 23501, will tabulate all con-
tributor designations and allocate them to the appropriate voluntary
agency groups for the specific voluntary agencies designated. These
amounts will be separate from each voluntary agency's share of the un-
designated funds.

6. Distribution of Undesignated Funds

a. Undesignated funds include contributions in cash and pledges by
payroll allotment in the CFC that are not designated by the contributor
for a specific voluntary agency. The method of distributing undesigna-
ted funds among the authorized voluntary campaign organlizations will be
determined by representatives of the Voluntary Agencies and as approved
vy the National Policy Coordinating Committee, consistent with guide-
lines established in reference (b).

b. If the voluntary campaign orpganizations cannot agree on the
method of distribution after a reasonable time for negotiations, the
government representatives of the National Policy Coordinating Commit-
tee will determine the distribution.

4
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7. Campaign Goal. The goal is to encourage maximum voluntary partici-
pation through voluntary contributions by all DoD personnel. Dollar
goals will not be established for commands and activities.

8. Suggested Giving Guides and Voluntary Giving

a. Suggested "fair share" giving guides for use by individual con-
tributors appear on the contributor card in an effort to accomplish an
enthusiastic and purposeful campaign. It will be accompanied by a state-
ment that the guide is provided because contributors often ask "what
they should give", but the decision to give and the amount to give re-
mains solely the determination of each contributor.

b. The giving guide will show the amount of periodic payroll de-
duction suggested for various pay levels. This will be combined with
guldes for cash giving. The guide will also show suggested size of
gift in relation to various income levels. However, there shall be no
requirement that the individual person meet such guides when making
gifts and care should be taken to see that the suggerted giving guide
is not misrepresented as an individual assessment or quota.

c¢. The contributors leaflet will include the express statemeat that
the individual has the privilege of making his gift confidentially
through the use of a sealed envelope provided by him (the contributor)
which will be delivered without opening to the financial institution in
accordance with section 6.6 of the Federal Fund-Raising Manual (refer-

ence (b)).

d. The contributors leaflet and other campaign publicity will em-
phasize the concept of the single combined annual campaign, referring to
the fact that the contributors pledge permits the privilege of extended
payment through payroll allotment and makes it possible for him to cover
a full year's commitment at one time,

9, Monetary Controls and Accounting

a. The Virginia National Bank, P,0. Box 600, Norfolk, VA 23501, is
the central depository and accounting agent for the campaign. Other se-
lected financial institutions, such as U.S. military banking facilities
and U.S. credit unions, are lending their services in overseas areas.

The local participating financial institution will be instructed to
transmit all deposits to the Virginia National Bank at the above address.
Local withdrawals are not authorized.
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b. The procedures to be followed art all military installations are as
follows:

(1) The project officers or assistant project officers (hereinafter
referred to collectively as “project officers") will open a demand ac-—
count at a local U.S. financial Instituion, such as a bank or credit
union. The account will be established in the name of the Combined Fed-
eral Campalgn-Overseas Area, and the title will include the project of-
ficer's identification symbol as assigned by the command. Example:
CFC-Overseas Area, P-1-A.

(a) The bank, credit union, or other financial institution will
forward 90X of the deposits to the Virginia National Bank at the end of
October and the balance at the end of December. This remittance will
refer to the account title illustrated above.

(b) Contributors checks that have falled to clear after the
second presentation will be forwarded to the Virginia National Bank at
the time the funds are transferred. 1If any checks not honored are re-
turned to the local bank after December 31, they shall be forwarded with
an accompanying letter to the Virginia National Bank, which will make
an immediate refund to the- local financial institution.

{2) The keyman has certain responsibilities. First, he assures that
the contributor's card is fully and accurately completed. The keyman
gives the contributor a signed receipt, which appears on the back of the
front cover cf the contributors card. The keyman will then deposit all
checks and cash in the special CFC-0A account which has been opened by
the project officer and will turn over any sealed confidential envelopes
at the same time. When it 1s not practical to turn in cash to the pro-
ject officer, the keyman will convert all cash to Treasury Check or post-
2l money order.

(a) In certain overseas areas it may be impractical for the
keyman to personally make deposits in the project officers account.
Where such conditions prevall, and when authorized by the Command CFC
Committee, keymen may turn over the funds and contributor cards to the
project offf{cer for deposit and delivery to the servicing finance office.

(b) After completing his Keyman's Report Form, the keyman per-
sonally turns into the project officer his Keyman's Report Envelope
with the encloeures. That is, the keyman keeps the third copy of the
Report Form, the financial institutions deposit slips, which will also
show the number of sealed envelopes received, and the contributors cards
in the Keyman's Report Envelocpe.

6
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(3) The project officer verifies the accuracy of the totals on the Key-
man's Report Form before preparing his report. He checks to see if the
keyman's number, if used, is on the deposit slips and to be sure the
totals of the deposit slips agree with the report totals and the finan-
cial institutions statements., He also checks the deposit slips against
the number of confidential envelopes shown on the Keyman's Report Form
and the total of payroll allotments against the total reported. The
original copy of the Keyman's Report Form is retained by him as support
for his records.

(4) The project officers' report to command will identify which keymen
were unable to make their own financial institution deposits. He will
deposit all checks, cash and confidential envelopes in the local par-

ticipating fipancial institution. Each keyman's proceeds will be sub-
ject to a separate deposit slip which identifies the keyman. A copy of

the deposit slip will be forwarded promptly to the keyman for his rec-
ords.

{5) In the event there are no federally recognized institutions avail-
able to the project officer, he will coavert all cash to a treasury
check or postal money order, and forward all to the aforementioned Vir-
ginia National Bank. Postal money orders may be purchased from contri-
butions and the cost annotated on the keyman's report. The check or
money order must be annotated with the project officers’ identification
symbol to allow the Bank to correlate cash receipts.

(6} The financlal institution will open any sealed envelopes that have
previously been deposited by the keyman and will provide a deposit slip
to the project officer for the total amount of the checks and cash. 1In
the event that any contributor's cards are included in the confidential
envelopes, the financial institution will give them back to the project
officer for processing.

(7) The project officer promptly reviews the Contributors Cards received
to determine which have been completed to serve as payroll allotment
authorizations. The payroll allotment authorizations will be promptly
forwarded to the appropriate finance or payroll office in accordance with
section E, below.

(8) The project officer will repare his report in accordance with the
instructions on the Project Officers Report Form. Each report submission
will be accompanied by the Virginia National Bank's copy of all ¢ontrib-
utor cards received to that date.

(9) 1f a payroll allotment has been authorized, the first and second
copies will be given to the local finance or payroll office. The project

7


ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil

ZapataMP
Pencil


officers’ final report will be supparted by the deposit slips from the
financial institutions and by his receipts from the finance office for
payroll allotments. The total of these items will equal the total funds
raised. The total amount of any checks returned to the financial insti-
tution after payment was refused will be shown as a reduction at the
bottom of the final report.

(10) The Command will promptly forward the third copy of the
contributors card received from the project officers to the Virginia
National Bank at the Norfalk, Virginia address. A command report will
be prepared by consolidating the varlous project officers reports. The
Command will be responsible for checking the final project officers re-
ports against the total of the deposit slips and the allotment for re-
ceipts suvbmitted. These receipts will be held for at least one year
so as to be available for reconciliation and audit purposes.

c¢. The Virginia National Bank will tabulate contributions accord-
ing to designations on the contributor cards and the method of distri-
bution for division of undesignated funds, furnighing the National Vol-
untary Organizations Accounting Agent with appropriate details regard-
ing designations to member agencies. The final audited totals of des-
ignated and undesignated contributions to each voluntary campaign organ-
ization will constitute the ratic for distribution of recelpts. The
voluntary campaign organizations will be responsible for distribution
internally to member agencies in accordance with their organization
agreements.

d. The cost of receipt and accounting and other identifiable ex-
penses, such as the printing of campaign and publicity materials will
be shared by voluntary campaign organizations under arrangements that
are mutually acceptable to them. Accounting and expense-sharing agree-
ments are the responsibility of the campaign organizations, and the
Goverament will not enter into their administration unless agreement
cannot be reached among the participating voluntary campaign organiza-
tions.

10. Campaign and Publicity Materials

a. Campaign Materialg

{1) The following materials normally will be provided for the
campaign:

(a) Checklists for commanders, project officers and key-
men
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(b) Three-part Keymans Report Form

{c) Keymans Kit Envelope

(d) Contributoré Information Leaflet

(e} Project Officers Receipt Form for payroll authorizatioas
(f) Three-part Project Officers Report Form

{g) Poster

{2) In addition to the aBove materials, the local financial insti-
tutions will use their own deposit slips for cash contributions and con-
fidential sealed envelopes, if any, brought to them by the keyman.

(3) The sclicitation materials have been prepared for a ratio of
one keyman to 20 potential contributors. These materials will reach
project officers through command channels. Additional supplies are
available from the local representatives of the voluntary organizations
or.through command channels. All materials have been reviewed and ap-
proved by the Department of Defense.

(4) Information materials about the three voluntary groups and their
member agencies are made available to the project officers by the vol-
untary groups' representatives.

b. Publicity Materials

{1} The Department of Defense, through the American Forces Informa-
tion Service, has cleared all press, radio and television publicity ma-
terials furnished by the DoD for use in support of the campaign. Press
publicity materials are distributed by the American Forces Press Service
directly to all overseas Armed Forces newspapers receiving the service.
Radio and televisfon publicity materials are distributed by the American
Forces Radio and Television Service, Los Angeles, directly to American
Forces Radio and Television networks and outlets.

{2) The Press Kit will include a statement endorsing the .campaign by
an appropriate officilal, suggested press releases, as well as other suit-
able material. The Radio and Television Kits will include general cam-
paign and agency spot announcements in script and recorded formats.
Television slides will also be provided.

(3) Recipients of press, radio and television publicity materials
are requested to notify the appropriate public affairs officer or project

9
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officer to inform him of receipt of materials and to coordinate their
release.

E. PAYROLL ALLOTMENT AND AUTHORIZATION

1. Payroll allotments for contributions to the Combined Federal
Campaign-0Overseas Area are authorized by the Department of Defense and
the implementing regulations of the Military Services are as follows:

Department Military Personnel Civilian Personnel

DoD DoD Directive 7330.1 DoD Directive 1418.4

Army AR 37-104-3 AR 37-105

Navy Paras 50501-60604, HAVCOMPT HManual, Vel 3,
Navy & Marine Corps Para 033004-2B, 2C;
Military Pay Procedure Vol 4, paras 045050-

045058
Air Force AFM 177-105 AFM 177-373 (Vol I1)

2. 1If a payroll allotment is authorized, the top two copies of the
contributors card are separated by the project officer from the bank
copy and taken to the appropriate finance or payroll office as promptly
as possible, to assure timely processing. The project officer fills
out the Receipt for Payroll Authorization Form for these allotment cards
and obtains a signature acknowledging receipt of the forms. Since author-
ized deductions commence in January, the cards for military members
should be received by the Service Finance Center no later than December
1 in order to be processed. If no allotment has been authorized, all
copies of the contributors card are forwarded with the project officers
report,

F. ORIENTATION, TRAINING AND PUBLICITY ARRANGEMENTS

1. The DoD Combined Federal Campaign-Overseas Area involves so
many features that a formal plan should be developed by the Command CFC
Coordinating Commiftee to cover the orientation of management and employ-
ees, training of keymen and publicity to employees and servicemen,

2. It is expected that all overseas commanders will assist cam-
paign leaders in the conduct of an enthusiastic and purposeful solicita-
tion on their installatjons in order to develop maximum group iunterest
and response. In orlentation programs, however, care should be taken
to make clear:

a. That the fund-raising manual policies and procedures are to
be maintained intact as they apply to prohibition against individual

10
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employee quotas, assessments, or any other form of coercive action, and

b. The employees right of privacy as to the amount of his gift
and his privilege to contribute voluntarily, either with or without the
use of such a confidential sealed envelope furnished by the contributor.

3. Since employees and servicemen may not be aware of the pledge
and payroll allotment arrangements, it 1s essential that keymen be train-
ed effectively on the procedures and be equipped to angwer any questions
or problems the contributors may have in this respect, as well as ques-
tions of a substantive nature regarding the programs of the participat-
ing voluntary agencies. Voluntary agency fact sheets are useful for
this purpose.

4. Employees and servicemen should be told the background and pur-~
pose of the combined campaign arrangements, including the availability
of installment payment through a payroll allotment. Special stress
should be placed on giving enough on a once-a-year basis to provide a
fair amount of support for all authorized campaign organizations.

G. CAMPAIGN REPORTING

1. A major function of the CFC is the timely reporting of campaign
progress through the command channels.

2. Campaign materials will have a blank space for a reporting num-
ber. This number will be referred to when any specific identification
is required and will also be used in the financial procedures to identi-
fy the source of contributions and accountability. Reporting numbers
should be assigned in blocks by each of the Unified Commands, as follows:

European Command E-1 through the number of countries
or local commands (if used)

Pacific Command P-1 through the number of countries
or local commands {1f used)

Atlantic Command A-1 through the number of countries
or local commands (if used)

(NOTE: Numbers designating countries or command are opticnal.)
3. After the number designating a country or command, if used, a

letter should be added for each project officer. The numbers and letters
referring to the countries and the project or assistant project officers

11
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are assigned by the Unified Command. For example: P-1-4 would mean
Pacific Command (P) ~ Korea (1) ~ Project Officer or Assistant for
Headquarters, 8th US Army (A).

4. At the discretion of the project officer, numbers may be assigned
to keymen, in which case those numbers can be added following the pro-
ject officers letter. For exawmple: P-1-A-180 (for keymen).

5. These identification numbers are necessary to maintain monetary con-
trol.

6. Status Summary. The campaign organization status summary will be
provided by the project officers to the Chairman of the Unified Command
so the latter can provide the DoD Fund-Raising Coordinator a status sum-
mary 15 days after the beginning of the campaign. The project officer
shall report the name and location of the financial institution in which
an account was opened and the identification symbol or symbols of pro-
ject officer(s) who will deposit funds in the account. This level of
detail is essential to maintain accountability for cash contributicns
and to reconcile contributor cards with funds transmitted for deposit

to the Virginia National Bank.

7. Final Campaign Reports

a. The following information, by project officer identification sym~
bol, 1is required: .

{1) Number of potential contributecrs

(2) Number of actual contributors

(3) Total amount of contributions {cash, payroll deductiom, etc)

{(4) Cash contributions

(5) Payroll allotment contributions (for contributors with an
ETS, separation date, or scheduled retirement, calculate the contribu-
tion based on months of remaining service)

(6) Recommendations for next year

b. The information requirement is assigned Reports Control Symbol
DD-A(A)1392.

Avtachment - 1
Organization Chart- Overseas
Combined Federal Campaign

12
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COMBINED FEDERAL CAMPAIGN OVERSEAS AREA ORGANIZATION

NATIONAL POLICY COORDINATING COHMITTEE (WASHINGTON,DC)

Government Chalrman
0S0 Representative

Departments

Qne representative and alternate
from each of the Milltary

I One representative and alternate
from the following VYoluntary

l
1 2.

Agency

!, American Naticnal Red Cross
International Service Agencles
l 3. National Health Agencles

Groups:

National Operations Coordinating
Subcommittee (Waskington,DC) ~~~

Government Chalrman

DoD Fund-Ralsing Coordinator

One representative from each
of the Voluntary Agency Groups:
1. Amerfcan National Red Cross
2. International Service Agencl
3. NRational Health Agencles

Natlonal Publifc Relatlons Coordin-
ating Subcommittee (Washingten,DC)

Government Chalrmen

Representative of Asst Secretary of
Defense(Public Affairs)

One representative from each of the
following Voluntary Agency Groups:
1. American Red Cross
2. Internatlional Service Agencles
3. MNational Health Agencies

LAMPAIGN CHAIRMAN
{UnTfied Commander)

{One for each overseas Unl-
fied Command)

COMHAND CFC COORDINATING COMMITTEE

Chairman{selected by Unlfied Commander)

Representative from each Subordinate Command
and Major Actlvity

Representatives of Overseas Voluntary Agencles

Campaign Organization In Commands

and other Actlivities
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The proponent agency of this regulation is the US Army Adjutant
General Center. Users are invited to send comments and suggested im-
provements on DA Form 2028 (Recommended Changes to Publica-
tions) direct to HQDA (DAAG-PSI) WASH DC 20314.

By Order of the Secretary of the Army:
BERNARD W. ROGERS
General, United States Army

Official: Chief of S

J. C. PENNINGTON fof Staff

Brigadier General, United States Army

The Adjutant General

DISTRIBUTION:

Active Army, ARNG, USAR: To be distributed in accordance with DA Form 12-9A requirements for,
AR, Personnel General — D. ' :

fr U.5. GOVERNMENT PRINTING OFFICE: 1978-260-809/1091
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