
MEMORANDUM FOR NON-PROFIT CHARITABLE ORGANIZATIONS

SUBJECT:  Principal Combined Fund Organization (PCFO) Application for the Department of 

                    Defense Combined Federal Campaign-Overseas (CFC-O)


The Department of Defense is seeking a PCFO to conduct the fall 2004 overseas campaign. PCFO Application Submission Requirements for the CFC-O are attached.


The DoD overseas campaign encompasses four geographically separate command areas:  European, Pacific, Southern and Central Commands.  The campaign involves approximately 115 CFC accounts with approximately 250,000 potential CFC contributors.  The DoD LFCC provides prescribed informational, administrative and liaison support to the PCFO.


CFC Loaned Executives are not utilized for this campaign.  A project officer is appointed for each command, but the overall operation of the campaign is the responsibility of the PCFO.  Moreover, up to six percent of undesignated funds raised in this campaign are returned to overseas military installations to assist family support and youth programs, which serve in place of local charitable organizations.  DoD Overseas Campaign authority and requirements are outlined in

5 CFR Part 950, to include Subpart G.


Please submit applications to:


Mr. Raymond F. DuBois


Director, Administration & Management and


Chairman, Local Federal Coordinating Committee (LFCC)


DoD Combined Federal Campaign - Overseas


1955 Defense Pentagon


Washington, DC 20301-1955


PCFO applications must provide all specifically requested information (in the same order

as requested) and must arrive at the above address by 4:30 p.m., Friday, January 9, 2004.  The DoD LFCC will select a PCFO as required by 5 CFR, Part 950. You may also print a copy of the application from the DoD CFC Web Site at:  http:\\vcmo.whs.mil/cfcindex.cfm, using Microsoft Internet Explorer.  For additional information, please contact Mary Lou Bogden, CFC Program Manager, at (703) 588-8176. 





     
Raymond F. DuBois





     
CFC-O, LFCC Chair

Attachment

As stated

DOD COMBINED FEDERAL CAMPAIGN- OVERSEAS

2004 PCFO APPLICATION SUBMISSION REQUIREMENTS

All applications must provide PCFO statements as required by 5 CFR 950.105(c)(2-3).  All requested information must be provided in the order listed below and each element must be separately tabbed.

1. Financial Accountability:
a. The PCFO financial management plan, with the attached proposed budget [format enclosed], must present a sound fiscal approach and demonstrate adherence to the fiduciary responsibilities of 5 CFR 950.105.  Proposed budget must include details on:

1) Member dues/service fees received from member charities

2) Proposed revenue (both gross and net campaign revenue

3) Listing of expenses (salaries and benefits, pledge processing/distribution, campaign materials, web site/internet, marketing, awards/recognition, training, travel and campaign implementation.

4) Itemized administrative costs, interests and campaign expenditures as a percentage of proposed revenue and

5) Indication if financial reserves will be utilized or a commercial loan will be undertaken to finance the campaign.

b. Specifically describe internal management controls such as policies, procedures, practices and organizational structure and provisions for checks and balances that are offered to ensure transparency, accountability and integrity of the system.

c. The financial management plan must specifically address the distribution process to charities, including the system for reconciliation of original pledge amounts with final distribution of funds.

d. Provide last 5 years of audit reports.  If any irregularities were identified in these audits, please explain.

2.  Organizational Capacity and Capability:

a.  Ability to meet pledge processing and fund distribution requirements and overall technology 

related capacity to perform the requirements of the solicitation.

b.   Staffing plan with the roles and resumes of the people proposed to perform PCFO services.

c.   Describe the organization’s structure and how the proposed PCFO program will fit

into the structure.

3.   Prior Experience/Credibility: Describe relevant, recent past performance on similar efforts

      including for which the work was done, the scope of the effort, and contact information to

      verify/ascertain the quality of the work performed.  Include details such as:

a. Years of experience as PCFO.

b. Years of experience in general fund-raising (as an organization)

c. Years of experience in general fund-raising (key personnel)

4.  Overall Campaign Plan: Describe how you intend to perform PCFO requirements, including a discussion of the methods, activities, projected outcomes, and timing for performing required tasks.  Requested details include:

a. Monetary goals, participation goals and any other goals planned.

b. Specific plans for publishing, printing, and shipping all CFC materials, to include dates for LFCC review/approval of materials.

c. Specific administrative materials and all promotional materials/supplies to be developed.

d. Full scope of unit and individual awards tied to performance goals. [Awards presentation schedule should be included on planning calendar - #7.d]

5.  Pledge Support: The applicant should provide an acceptable:

a. Description of the pledge card preparation process.

b. Description of the thoroughness of pledge support training for federal employees, including methods of solicitation, and timing of campaign start-up.

c. Description of the system to ensure donor privacy and integrity of the solicitation process.

6. CFC Processing Support:  Describe plans for:

a. The integration of a web-based charity lists as well as a CFC catalog/brochure.

b. Providing support to the LFCC in processing charitable organization applications including plans for dissemination of information about the application process

7.  Campaign Management Support:  Provide information on:

a.   Cross-cutting factors such as proactive customer service and a system for handling inquiries.

b.  Proposed management and implementation of quality controls for production of an accurate CFC brochure.

      c.  Feasibility of plans for establishing a network of CFC volunteers and campaign workers.

d.  Provide a comprehensive campaign management planning calendar to include: materials development schedule, training schedule, marketing schedule, travel schedule and awards presentation schedule.

8.  Campaign Marketing:
a. Describe federal employee education and outreach efforts.

b. Provide marketing and promotional plan and schedule to include submission of print/electronic media to DoD Overseas media sources.

c. Describe ability to design, develop, and submit CFC training, promotional, and web-based marketing material.

9. Reporting:  Describe how you intend to fulfill reporting requirements, to include: summary reports using online Form 1417, monthly reports to LFCC and/or quarterly status reports, documents or information requested by LFCC and/or the Director, CFC Operations, OPM and a  final report to the LFCC chair.

CFC Campaign Budget

March 1 – February 28

	                                                                                                                           Proposed

	

	Salaries

	               Direct

	               Indirect

	Employee Benefits

	               Direct

	               Indirect

	Payroll Taxes

	               Direct

	               Indirect

	Total Payroll Related Expenses

	               Direct

	               Indirect

	

	Annual Audit

	Campaign Processing

	Supplies

	               Office

	               Campaign

	Telephone

	              Office

	               Campaign

	Postage & Shipping

	Occupancy

	               Staff

	               Loaned Executives

	               Warehousing

	

	Website

	               Design and Development

	               Maintenance and Update

	Legal Notice

	

	Printing

	               Contract

	                             Campaign Materials

	                             Stationery and Reports

	               Internal

	                             Campaign Materials

	                             Stationery and Reports

	

	Campaign Events

	               Direct (CFC Only)

	               Indirect

	Campaign Promotion

	Campaign Video

	Awards

	Local Transportation

	Special Events

	Staff & Volunteer Development

	

	Total Expenses

	

	Campaign Projection

	

	Percent of CFC Expenses to Campaign

	

	


MEMORANDUM FOR CFC-O, LFCC VICE CHAIR

SUBJECT:  Chair Selection for 2004 Combined Federal Campaign, Principal Combined

                    Fund Organization Evaluation Committee


In your role as Vice Chair for the Combined Federal Campaign-Overseas (CFC-O) Local Federal Coordinating Committee (LFCC), please serve as the Chair for the 2004 Principal Combined Fund Organization (PCFO) Evaluation Committee (PEC).


Include on your PCFO Evaluation Committee the other members of our CFC-O LFCC.  Consistent with regulatory requirements, ensure an open and full CFC-O competition and effective PCFO review process in your 2004 PCFO solicitation and evaluation efforts.







Raymond F. DuBois







LFCC Chair, CFC-O

