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Please read and follow the instructions below.  

Campaign Prep Work

1. Inventory your supplies to ensure that you have adequate campaign materials.  If not, contact your Loaned Executive (LE).
2. Arrange a convenient day/time, with your supervisor, for your office Kick-Off.
3. Only CFC approved charities may make a presentation in your office.
4. In an attempt to reduce administrative costs associated with the campaign, we are supplying 1 Catalog of Caring for every 4 employees.  But please let us know if you need additional materials.

Universal Giving

5. Is the ability to give to any national, international, or local charity with approved participation in any CFC.
6. The printed version of the CFC Charity List will remain the same.
7. The Universal Giving List is a single nationwide list though a combination of all campaigns’ approved charities.
8. OPM will produce and provide on its website www.opm.gov/cfc a “Universal Giving List” in either an online search tool or a pdf file.
9. You may also view the entire list of charities by using the NEXUS on-line search engine.  Go to www.SunshineCFC.org

Pledge Processing

10. Ask all of your co-workers to make a pledge/donation.  The goal is 100% “ask”.  Thank everyone for their pledge/donation.
11. Suggest that they use payroll deduction rather than a one-time cash or check donation.
12. To reduce costs and paperwork for you, urge them to make their payroll deduction pledge using one of the on-line methods – Employee Express (EEX), MyPay or NEXUS.  Donors can pledge on-line using NEXUS by going to the Sunshine CFC website – www.SunshineCFC.org
13. Once the paper pledge form is returned to you, verify that all of the information is legible and correct.
14. Verify that the complete SSN or Employee ID is on the Payroll Office copy of the pledge form for payroll deduction pledges.  The pledge cannot be processed by the payroll processing office without the complete information and signature.


Returning the Pledge Envelope

15. Complete all of the information on the front of the pledge envelope, especially your contact information.
16. Please do not save all pledge forms to the end of campaign.  Please send in an envelope every 2 weeks.  We will gladly provide more pledge envelope!
17. Total the number of donors and the amount of pledges in that envelope.  Do not include any online pledges or previously submitted pledges.  We will provide online information to you electronically.
18. If the envelope contains checks and payroll deductions, it can be mailed via USPS to Sunshine CFC, PO Box 2546, Oldsmar, 34677.
19. If you ship by FedEx or UPS, please mail the envelope to Sunshine CFC, 13046 Race Track Rd #281, Tampa, FL 33626.

If you have any questions, please contact us at (305) 342-9908 or (727) 515-2563 or by the email addresses below.

Thank you for your hard work and dedication to the Sunshine Combined Federal Campaign


Diane@SunshineCFC.org
Fran@SunshineCFC.org
Melissa@SunshineCFC.org
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