
TOGETHER WE CAN BE THE FACE OF CHANGE!

CFC EVENTS 
TRAINING

Your how-to guide on hosting campaign events—even virtually!

Presenter
Presentation Notes
Welcome to today’s session on hosting CFC campaign events, including both in-person and virtual events to inspire CFC engagement and fun for everyone.  It’s our favorite time of year: CFC season! Campaign events can brighten up your workplace (whether that is an office or your home), bring colleagues together, and boost CFC donations. This guide will help you have some fun and get ready to be a changemaker through creative campaign events!



#AudienceEngagement

Who has attended a CFC Event before? 
a. Yes, I have!
b. Unfortunately, I have not. 
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Presenter
Presentation Notes
We are going to kick things off today with a quick survey:   Audience Engagement  Who has attended a CFC Event before? a. Yes, I have!b. Unfortunately, I have not.  Ok! That’s great! It looks like a lot of you have attended a CFC event before. 



Why have a CFC event?

1. Increase participation in the campaign.

2. Give employees opportunities to learn about 
the CFC.

3. Motivate campaign workers.

4. Increase donations for charities.

5. Make you (the organizer) look like a rock star 
to your leadership.

6. Boost morale in your workplace.
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Presentation Notes
This year’s campaign events are more important than ever! Taking the time to plan well-organized, interesting campaign events will pay off in the overall success of your campaign in your department, agency, or installation. Campaign events help educate donors about the CFC and participating charities, promote federal employee engagement, and encourage participation in the campaign. Campaign events can be powerful. Donors are motivated when hearing directly from charities and seeing the incredible impact CFC donations have on the lives of people in need locally, nationally, and around the world. Now, more than ever, reaching out to remote or telework employees is essential in hosting a successful event, so adding a virtual component to your next CFC event can help engage more of your colleagues! Hopefully, I’ve convinced you to have an event. During this training, I am going to walk through a checklist of steps you can take to ensure your event’s a success. 



Help! 
I’m not an event planner!

Build your team:
You don’t have to do it 
all yourself!
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Presentation Notes
You do not have to plan your CFC event by yourself. Make sure to build up your team and get all hands-on deck! Find people who get really excited about planning events to help you out. Some things to keep in mind when selecting an events committee: Gather a team of creative, outgoing, and hardworking co-workersInclude a variety of ranks/paygradesInvolve your leadershipDon't forget to include technology (this is more important than ever this year!) and get your communications and PR personnel involved.



Plan Ahead.

Plan at least 2 weeks in advance so you can….
Secure charities for the event
Get on leaderships calendar
Reserve a location
Promote your event

Make sure to set (weekly/bi-weekly) meeting with 
events committee team. 

5

Presenter
Presentation Notes
Give yourself plenty of time! To pull off a successful campaign event, you will need to consider several things. Planning at least two weeks in advance will help secure charities for your event, get on your leadership’s calendar, reserve a location, and will give ample time to promote your event to maximize attendance and impact. Coordinating with another event, such as a scheduled all-call, is an easy way to capture more participants. Make sure to Set (weekly/bi-weekly) meeting with events committee team.



FIVE timeframes that pair 
exceptionally well with CFC 
events and activities:

1

2

3

4

5

Start Strong Week

Cause of the Week

#GivingTuesday

Finish Strong Week

Post Campaign
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Presentation Notes
Here are FIVE timeframes that pair exceptionally well with CFC events and activities:   1. Start Strong Week (Kickoff). It’s happening! The CFC doors are open and it’s time to make donations. Get your campaign started with a bang by hosting a Race for Relief event at your location. You can even take it virtual by setting a distance for your race and have participants run their own route. Have them track their distance/time on a fitness tracker and submit a picture of their time and distance to determine the winner!2. Cause of the Week Connection: Each week during the campaign focuses on a different charitable cause.  Tie an event or contest in with the scheduled cause of the week. Get Creative with it! For example, you can have a pet costume contest for Animal Relief week or have a Talent Show for Arts & Humanities week.  3. #GivingTuesday. This year, Giving Tuesday takes place on Nov. 30. Use #GivingTuesday to raise awareness and make this the most successful online giving day of the campaign season.  Take #GivingTuesday to the next level by hosting a Charity Fair (in person or virtually) at your location on this day! 4. Finish Strong Week. This is everyone’s last chance to participate and donate. Request that leadership sends out a final reminder email, host an event, and make an overall final push to help those in need. You can make that final push by hosting a virtual workout class, like Zumba or Bootcamp to push your co-workers to the next level.Pro Tip: Bring your events to a virtual platform by streaming participants completing the challenge or having them submit videos or photos via online platforms. 5. Post-Campaign. Yes, you can still have a CFC event after the campaign is finished! Planning an event to celebrate the success of the campaign, recognize the generosity of donors, and acknowledge the hard work of your campaign workers can go a long way to encourage future engagement. 



Choose your location or 
platform.

Location/Platform to host your event?

Will you livestream your event?

Will you require registration? 
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Presentation Notes
Selecting your event location or platform is a crucial step in hosting your campaign event. There are multiple options for event hosting including (but not limited to) in-person locations like cafeterias, outdoor pavilions, and conference rooms. Online platforms including (but not limited to) video conferencing platforms your agency uses, social media sites, and much more! Choose a location or platform that works best for your agency. Feel free to get creative and even consider a combination of platforms to reach more individuals!  



Incorporate charities.

How will charities participate in your event?
• How many charities can attend?
• Will you allow charities to share 

slides?

• How long will you give charities 
to speak?

• Will they be sharing information 
about the CFC and their 
mission?

• Will they be answering questions 
live with attendees?

• Will they be sharing videos of 
the services they provide? 

• Will they give your attendees a 
tour of their facility to show how 
they are helping the 
community?

• Will you have an event check in 
prior to the event with the 
charities?
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Presentation Notes
Incorporate Charities. After all, charities are the heart of the CFC. Donors get motivated when they hear directly from charities about the incredible impact CFC donations have on the lives of people in need. Translation? Bring the charities to the people by sharing videos from the Virtual Charity Fair at your next gathering, or let a charity kick off your next meeting with a live facilities tour!  Bur first, decide how charities will be participating in your event:Will they be sharing information about the CFC and their mission? Will they be answering questions live with attendees?  Will they be sharing videos of the services they provide? If so, collect these videos in advance so that you can practice integrating them into your event.Will they give your attendees a tour of their facility to show how they are helping the community? We have a Virtual Charity Fair on the CFC website. You can share this link with all employees (especially those that a remote or telework and can't attend in-person charity fairs). You can use these videos to show at events, meetings, and trainings to help get the word out about the CFC charities.  Audience Engagement The trainer can demo the Virtual Charity Fair here.



Get your leadership’s 
endorsement.

Email invites
Speeches

Attendance
Pledge Matching 

Challenges

See Leadership toolkit for more ideas.
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Presentation Notes
Aim to get your leadership’s endorsement for and attendance at the event. Use one of our communication templates to craft the perfect invite and ask someone from leadership to send it out. We even have speech templates to pass on to them! People are more likely to attend an event when they know the boss will be there, which turns into a higher donation potential – it’s a win-win! You can really get leadership involved by having them match a percentage of donations or challenging them to participate in events, like a Push-Ups for Pennies challenge.  Need a Virtual tip? Record your leadership’s endorsement or statement to share with coworkers via email or your intranet. 



Encourage donations.

 Signs/slides 
with suggested 
donation amounts

 Distribute How 
to Give card

 Have paper pledge 
forms on hand

 Use the CFC Giving 
Mobile App
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Presentation Notes
While it IS true your event can’t be a cash fundraiser, there are still ways to raise funds for CFC charities through your event. You CAN: Consider posting signs with suggested CFC donation amounts that tie into the event. For example, if you are having an event tied to a cause week provide some dollar statement that correlates to that cause week.Need a Virtual Tip? You can make similar announcements at virtual events: “Did you enjoy hearing about how these charities make a difference in our local community? Donate $20 to make a positive difference in 2021.” Distribute the How to Make a Pledge card to everyone who attends your event – print these for a live event or email them out for a virtual event. At live events, make sure to have paper pledges printed. At virtual events, send attendees the link to the PDF version on the website. Encourage event donations through the CFC Giving Mobile App. The app accepts one-time donations through credit/debit cards and ACH. Contact your local CFC office to register your event so donors can find it on the app! 



CFC Giving Mobile App

• Download the app on your mobile device.

• Existing donors: enter your sign-in information.

• New donors: create an account.

• Event search will allow you to search for an event by name, type 
or location.

• Charity search will allow you to search for a charity by name, 
CFC code, EIN, or keyword.

• Source of Funding.

• Donate.
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Presentation Notes
As mentioned, we have our CFC Giving Mobile App. This app replaces cash fundraising at events and allows event attendees to make a quick donation to the charities at your event or search other CFC participating charities. As the event coordinator, you must contact your CFC representative to register the event before the event date.Download the app on your mobile device. Available for Apple and Android devices. Search for “CFC Giving” in the app store.Enter your sign-in information. If you’ve already created an account and you’ve forgotten your username or password, tap Forgot Password/Username?Create an account. You will be asked to verify your account and security questions.Create a profile by entering your first name, last name, and ZIP code. To ensure your office/unit receives credit for your pledge, click DONATE on GiveCFC.org, log in to the account you created, and update your profile to select your Department/Agency/Office.Event search will allow you to search for an event by name, type or location. Tap Search and results will show event details such as date, location, and supporting organizations with their CFC codes.Charity search will allow you to search for a charity by name, CFC code, EIN, or keyword. Tap Search to find a list of all charities meeting the search criteria, along with a description of each charity and their CFC code.Source of Funding. Bank account information previously entered via �cfcgiving.opm.gov will appear. You may payroll deduction, add a new �credit card, or bank account as a funding source for your donation.Donate. Enter your dollar amount. Review and confirm your pledge!



Publicize your event details.

Staff announcement

Flyers

Emails

Word of mouth 
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Presentation Notes
People won’t come to your event if they don’t know about your event. Once you have your plan in place, don’t be shy about publicizing it like crazy. Get the word out and be SURE everyone knows about your event. Promote the event through announcements, flyers, emails, newsletters, splash screens, social media, website, intranet, bulletin boards, and word of mouth. Contact your local public affairs office or radio station for event coverage. 



Capture the moment.

Hosting a virtual event? 

You can screen capture 
or record the event (or 
portions of the event) 
to share your activity! 
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Presentation Notes
Don’t forget your camera (or phone)! Sharing pictures and videos of CFC events is a great way to promote the creative ways your agency is implementing the campaign. Consider getting your local public affairs involved and invite your agency photographer.  Hosting a virtual event? You can screen capture or record the event (or portions of the event) to share your activity! Thinking of submitting your idea or event for a local zone award? These visuals are a great way to illustrate your creativity!  Note: Make sure to let your attendees know if you decide to record any virtual event via video or audio.



Thank everyone involved.

Share notes, calls, emails, and photos 
with everyone who helped make the 
event a success.
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Presentation Notes
This is VERY important! Ensure you show appreciation by sharing notes, calls, emails, and photos with everyone who helped make the event a success. You can even send the charities that attended a message of gratitude and encourage others to do the same.



Virtual Event Tips

1. Keep it short. 

2. Engage. 

3. Include visuals. 

4. Choose your 
platform wisely. 

5. Allow questions. 

6. Practice. 

7. Get creative! 

8. Involve charities. 

9. Get help. 

10.Communicate before 
and after. 
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Presentation Notes
1. Keep it short. Sessions under an hour avoid virtual fatigue. 2. Engage. Show videos, do an icebreaker, implement polls, chats, breakout sessions, etc. 3. Include visuals. Use interesting/strong visuals through slides, videos, and photos – not just talking points! 4. Choose your platform wisely. Make sure all members of your agency and technology support the platform.5. Allow questions. Set aside time before, during, or after the event for questions, comments, or other conversations. 6. Practice. Practice makes perfect! Make sure to do a dry run of your event to ensure everything runs smoothly. 7. Get creative! Almost any fun in-person event can be turned into a virtual event. Bake Sale? Try a virtual cookie decorating contest! Fun Run? Host a virtual race and allow participants to run their own route. �Charity Fair? Show a charity video or success story at your next meeting. 8. Involve charities. Invite charities to speak at the event or insert videos from the Virtual Charity Fair to connect to their amazing work. 9. Get help. Have two or three people help run the event, such as presenting, monitoring, and responding to chats, launching polls, transitioning slides, and unmuting presenters. 10. Communicate before and after. Require registration (helps to track attendees!), send read-ahead materials, and follow up to thank attendees for their participation after the event.



Checking in?
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Presentation Notes
(Check-In with your attendees and allow for people to ask question before moving on)



Play by the rules.

 Promote employee engagement
 Educate about the CFC and participating charities
 Boost morale and camaraderie
 Contribute to reaching out to every federal 

employee
 Take place during duty hours
 Include/invite all, but be voluntary
 Be approved by your ethics officer
 Abide by health and safety guidelines.
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Presentation Notes
Events can be fun, but we must remember to play by the rules. Here are a few qualifications for CFC events. They should always:Promote employee engagementEducate about the CFC and participating charitiesBoost morale and camaraderieContribute to reaching out to every federal employeeTake place during duty hoursInclude/invite all, but be voluntaryBe approved by your ethics officerAbide by health and safety guidelines. Ensure you follow your department/agency guidelines and regulations regarding current health and safety measures (e.g.: limits on in-person gatherings, face mask requirements, hand sanitizing stations, cleaning protocols, etc.) when planning and implementing CFC training, meetings, and events.



Available resources.

GiveCFC.org
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Presentation Notes
In addition to this presentation, we have several resources available to help you with events.  We have a webpage on planning events which includes a short video with reminders on “How to Plan a CFC event” and an event toolkit filled with resources you can use to host your own events. This toolkit includes:  Virtual event ideas listVirtual engagement activity and gamesEvent guideEvent planning checklistEvent invitation and flyer templateEvent invitation splash screen templateSocial media contentEvent invite and promotional email templates 



How to request charity 
participation in your event.

Please contact Amy Ervin at 
aervin@kapativategroup.com

Or visit the website and complete the 
Event Request Form

https://upstatenycfc.givecfc.org/event-
request-form
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mailto:aervin@kapativategroup.com
https://upstatenycfc.givecfc.org/event-request-form


#AudienceEngagement

You are invited to unmute and share your 
event ideas, whether you have done them 
before or looking forward to trying it! 

Or take a moment and type your ideas in 
the chat box. 

20

Presenter
Presentation Notes
Now that we have hit all of the planning and rules we can get in to the fun stuff...the actual Events! Does anyone have any good ideas to share? Have you been to a cool event before or have you hosted something that worked particularly well? Audience Engagement Ask participants to type their ideas in the chat box during an online event or call on attendees in person. 



Still need more ideas?
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Presentation Notes
Sure, everyone has been to a CFC charity fair or chili cook-off. To really make your event something special, it’s time to think outside the box. This page the next pages to follow is full of ideas to get your creativity flowing!



Go virtual event ideas!

VIRTUAL SCAVENGER HUNT. 

Need a way to engage, have fun 
but also teach your co-workers 

about the CFC? Create a series of 
questions about the CFC and 

have them search to find those 
answers on the GiveCFC.org

website. 

VIRTUAL 5KS CHALLENGE.

Make it your own adventure by 
hosting a walk and run event! Ask 

participates to choose a charity 
of their choice, donate, and find 
a great walking or running path 
near them. Ask them to use the 

CFC Mobile App to track the 
success of the event.

LUNCH N LEARN. 

An excellent way to utilize our 
charity partners locally and around 
the globe. Host a weekly live lunch 

event that is surrounded by that 
week’s Cause of the Week. Invite 

everyone to join in, ask questions, 
learn about these charities are 

changing the world and how we 
can help.
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Here are some examples of how you can take traditional in-person events and make them virtual. 



Go virtual event ideas!

MY CAUSE IS. 

Consider making a series around 
My Cause Is, using senior 

leadership sharing stories about 
their cause with photos or a video. 
This can be displayed on intranet 

sites, to inspire others to add their 
own and build conversations that 
foster a sense of being together. 

TAKE 5 TO GIVE 5: GIVING 
TUESDAY CHALLENGE

#GivingTuesday, Nov. 30, 2021, is a 
global giving day promoting the 

largest giving day of the year. 
Consider a competition between 
offices/units to see who can raise 
the most on that day. Encourage 
them to increase their donations 
or donate volunteer hours if they 

have already donated. 

PETS, PUMPKINS, AND PEEWEES 
CONTEST. 

A contest between employees to 
share their photos of pets, kids, 
and carved pumpkins on their 
agency/office's intranet site. 
Voting can be done virtually 

through email, intranet site, or 
survey/poll sites.
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Event ideas continued…



#AudienceEngagement

How do you plan to engage with events?
a. I will help publicize an event
b. I am planning a virtual event
c. I am planning an in-person event
d. All of the above!
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Feeling excited about CFC events?Ask the audience for a show of hands or in a virtual training insert a poll  Audience Engagement How do you plan to engage with events? I will attend an eventI am planning a virtual eventI am planning an in-person eventAll of the above!



Questions?
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Presentation Notes
Wonderful! Are there any questions I can answer today?



THANK YOU!



STAY IN TOUCH aervin@kaptivategroup.com 412-414-7407
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