
CFC REPORTING INSTRUCTIONS FOR MANAGERS/COORDINATORS
DEPARTMENT'S CAMPAIGN DATES
The Department's Combined Federal Campaign (CFC) dates are October 1, 2004, through December 31, 2004.  The Department=s goal is $2,600,000.

WEEKLY PROGRESS REPORTS
A progress report MUST be submitted on weekly basis to the Department=s CFC Manager.  Please use the attached format when submitting your weekly reports and fax to (202) 514-6669.

REPORTING DATES
To assist in submitting your report in a timely manner, you should advise your Keyworkers to report to you by the close of business on Wednesdays throughout the campaign.  Weekly Progress Reports are due by l2:00 noon on the following dates:

Thursday, October 14, 2004

Thursday, October 21 , 2004

Thursday, October 28, 2004

Thursday, November 4, 2004

Wednesday, November 10, 2004

Thursday, November 18, 2004

Wednesday, November 24, 2004

Thursday, December 2, 2004

Thursday, December 9, 2004

Thursday, December 16, 2004

Thursday, December 23, 2004

Thursday, December 30, 2004 (FINAL REPORT)

REPORTING NUMBERS
CFCNCA Headquarters assigns reporting numbers to each agency and its components.  Your assigned number should be recorded on ALL CFC forms in order to receive credit for all contributions submitted by your component.

PAYROLL DEDUCTION GIFT COPIES
Ensure that all payroll deduction copies (Copy #1-YELLOW) of the pledge card have been inserted in the YELLOW pocket of the pledge card carrier and delivered immediately to your payroll office.

CHECKS AND CASH DONATIONS
Place all checks and cash donations BEHIND the proper Pledge Card and attach with a paper clip.  Give contributor the blue and yellow copies to keep.  DO NOT PLACE YELLOW COPIES IN PLEDGE CARD CARRIER PAYROLL DEDUCTION POCKET IF IT IS A CHECK OR CASH DONATION.
CONFIDENTIAL CONTRIBUTIONS
The audit copy (Copy #1-WHITE) of the Pledge Card should be placed in a plain white envelope and sealed by the contributor BEFORE giving it to the keyworker.  The keyworker should make sure the envelope has been sealed and marked "Confidential" by the contributor.

The reporting number should appear on the front of the white envelop submitted by the contributor to assure proper credit to their component.   All confidential gifts should remain SEALED and attached to the Pledge Card Carrier in the upper right corner.  The confidential envelopes will be opened by the CFC auditors and you will be informed of the total amount(s) to add to your cumulative figures.

CFC REPORT FORM 200
1. Do not batch pledge card carriers together.  EACH pledge card carrier MUST be listed separately on the Report Form 200.

2.
Complete Report Form 200 online (http://manage.cfcnca.org).

3. Verify all pledge cards totals, and pertinent information before submitting your CFC Report Form 200.
4. Print three copies of the Report Form 200 (place one copy in the pocket of the Deposit Bag, one copy for the Department=s CFC Manager, and retain one copy for your records).

CFC REPORT FORM 300
CFC Report Form 300 (Deposit Bag)  must be hand delivered.  Please do not seal Deposit Bags.   Do not send Deposit Bags through interdepartmental mail.  DEPOSIT BAGS MUST BE HAND DELIVERED TO:

Programs Group
JMD/Personnel Staff

Suite 1110

National Place Building

If you have any questions or need further assistance, please call your account executive.

