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 Memorandum of Understanding
Between the Principal Combined Fund Organization and 
Federal Agency Loaned Executive 
A.
The Loaned Executive is engaged in the business and service of implementing the Combined Federal Campaign, the world’s largest and most successful annual workplace charity campaign, whose mission is to promote and support philanthropy among federal employees.


B.
The Loaned Executive has been released from normal federal agency duties to perform CFC duties. 

BACKGROUND

The mission of the Combined Federal Campaign (CFC) is to support and to promote philanthropy through a program that is employee-focused, cost-efficient and effective in providing all Federal employees the opportunity to improve the quality of life for all. The CFC is the only authorized solicitation of employees in the Federal workplace on behalf of charitable organizations. Annually, it solicits approximately 80,000 local employees in the Norcal region.  
The Office of Personnel Management’s Office of CFC Operations oversees the CFC. Each campaign is led by a Local Federal Coordinating Committee (LFCC) comprised of members of local Federal interagency organizations that acts as a “Board of Directors” for the local campaign.  An administrative agency, known as the Principal Combined Fund Organization (PCFO) is hired by the LFCC to implement the approved campaign plan, direct the campaign activities, oversee the campaign personnel, (both staff & volunteers) provide accurate accounting of all campaign revenues and expenses by implementing policies and procedures in the functions areas defined by the Office of Personnel Management’s CFC Operations to  include Charity Eligibility and Verification support, Account Management, Materials Development & Distribution, Communications & Public Relations, Central Receipts & Accounting, Data Processing & Clerical Support, and Technical Support that comply with the regulatory and audit requirements.
I. PURPOSE

The purpose of this Memorandum of Understanding (MOU) between the Principal Combined Fund Organization (PCFO) and the Loaned Executive (LE) is to establish the formal working relationship for managing and administering the Combined Federal Campaign (CFC).  It includes establishing the expectations, ground-rules, and requirements for accountability, asset use, and personally identifiable information and other sensitive information retention, return, storage.
II. TIME REQUIREMENT
Conducting the Combined Federal Campaign takes considerable time.  Loaned Executives should be provided liberal duty time to meet all job responsibilities.  The Federal agency head should anticipate and plan for the Loaned Executive to be conducting campaign activities including some non traditional hours (early turn-in and event set –ups/late reporting).  
The campaign year commences upon the orientation of the loaned Executives (mid August), and is complete only after all campaign activities are complete and loaned Executive reports are finalized and approved by the PCFO (January)  

III. LOANED EXECUTIVE (LE) CAPACITY AND CAPABILITY  
The primary activity of the loaned Executive is to assist and support the Employee Campaign Coordinator (ECC) with planning, organizing, and implementing an effective and efficient Combined Federal Campaign (CFC) within the accounts assigned.  This encompasses  a comprehensive agency campaign plan, campaign goals for account support, campaign management support, campaign marketing, reporting, financial accounting, and clerical support as presented in the loaned Executive orientation and training by the PCFO and throughout the campaign.

Criteria

· Passionate and positive about CFC
· Curious to learn
· Trainable
· Well-respected by co-workers and management
· Positive attitude in all situations
· Very flexible
· Self-directed
· Strong interpersonal and organizational skills
· Some computer skills
IV. SCOPE OF AUTHORITY

The Loaned Executive shall conduct CFC support operations while on loan to the CFC in accordance with the OPM regulations and memorandum and the policies and procedures set forth by the PCFO and approved by the LFCC.  

The Loaned Executive will receive guidance and tasks from the PCFO campaign management team for the successful implementation of the campaign.  The Loaned Executive will represent, report to, work on behalf of, and be overseen and evaluated by the PCFO while released to the CFC.  The PCFO will reference the home agency conduct handbook for expected behavior.  
V. OBJECTIVES

To the extent consistent with the LFCC leadership and PCFO administration, the LE agrees to accomplish the following objectives:

            1.   Support the federal government in managing a comprehensive local workplace fundraising campaign while ensuring the fiscal integrity, accountability, and transparency of the process.  

2.   Conduct an effective and efficient campaign in a fair and even-handed manner.

3.    Administer the campaign as set forth by the LFCC, PCFO in the campaign plan and regional strategic plan.
VI.
RESPONSIBILITIES OF THE LOANED EXECUTIVE (LE)
All LEs should develop an understanding of campaign regulations and procedures.  The LER is the central point of information regarding the CFC among Federal Agency Employee Campaign Coordinators.  The responsibilities of the LE include, but are not limited to, the following:

1. Assist in the achievement of the CFC goals.

2. Assist with all orientations and trainings, campaign meetings, and campaign activities/events as directed by the Hub Director.

3. Analyze potential of each assigned account and establish strategies and a comprehensive plan to reach participation goals and establish goal recommendations.
4. Work with ECC, and CFC staff to develop a campaign strategy, time frame, and campaign plan.
5. Prepare and present the campaign plan and goal recommendations to the Federal agency heads.
6. Obtain commitment from agency leadership for strategy and time frame and campaign plan/goal.

7. Work with ECC, and Hub Director to plan and coordinate informative employee meetings, agency tours and special events.

8. Deliver all necessary materials to each account.
9.  Ensure all campaign materials are distributed.

10.  Motivate and support agency chairs throughout the campaign.

11. Follow up with each account as directed by the Hub Director.

12. Provide Hub Director with a weekly calendar of LE planned account meetings and activities.
13. Implement the PCFO plan for reporting campaign results and maintaining accurate records.
14. Assist agency chairs with the submission of weekly reports envelopes.

15. Prepare and submit the weekly turn-in ledger to campaign manager/finance manager for verification and reconciliation as assigned by Hub Director.
16.   Maintain and submit a written log of activities on each account weekly.

17.  Convert cash contributions to money orders after cash is verified with ECC.

18.  Thoroughly and efficiently follow-up on all aspects of campaign with each agency chair.

19. Conduct a final wrap-up meeting at the end of the campaign with each agency chair to evaluate the campaign and make recommendations for next year.

20.  With ECC prepare a continuity book and electronic data file of pertinent campaign materials, notes and documents for record maintenance.

21.  Thank the donors, thank key workers and thank committee members.

22.  Distribute all awards and gifts.

23.   Perform other CFC duties as assigned by the Hub Director.
24. Submit campaign evaluation and continuity book to the Hub Director.

25. The LE shall not take, retain or make copies of any donor confidential information, donor or federal agency PII information in LR’s possession or subject to its control.
VII.
CONDUCT & COMMUNICATIONS
The Loaned Executive will represent their home agency, the LFCC, and the PCFO while on loan to the Combined Federal Campaign.  Participants in the program are expected to behave professionally at all times.

The PCFO campaign director will provide communications as necessary to the loaned Executive and federal agency head about the LR’s campaign progress performance and task completion to insure the success of campaign and the LR.  
The PCFO will not make disciplinary decisions on behalf of the home agency.  Release from the program is at the discretion of the Hub Director.
The PCFO will not authorize any leave requests on behalf of the home agency.  The Loaned Executive will be required to follow standard home agency procedures for such requests with the home agency and communicate such leave requests to the PCFO such that the PCFO can effectively manage the campaign and accounts during the absence of the loaned Executive. .
VIII.
TERM

This MOU shall take effect upon completion of LE orientation, mid August, and will remain until the completion of the campaign year, January 31. 
