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Administration for Children and Families

Dear Atlanta Federal Executive Board Members:

I am honored and excited to serve as your 2000 Chairperson for the Metropolitan Atlanta
Combined Federal Campaign (CFC). As you may know, this campaign is a cooperative effort
involving all Federal Agencies in 42 counties that make up the Metropolitan Atlanta Area. The
CFC is the only authorized solicitation of employees in the Federal workplace on behalf of
charitable organizations.

I am requesting a volunteer team of advisors who will serve as Division Chairpersons. The most
successful campaigns have been comprised of 14 energetic, creative, and committed leaders.
Each Division Chairperson will assume the primary responsibility of appointing the Division
Coordinators, keeping the campaign on target for each agency in their Division, encouraging
employee participation, and initiating actions to promote the CFC. The Division Chairpersons
are the backbone of the campaign and I know I can count on you to take the lead for your
Division.

We must also identify at least ten Loaned Executives who will work with the campaign from the
beginning of July until the campaign is concluded in December. They will work with the
Division and Agency Coordinators throughout the campaign. These individuals’ contributions
are key to the overall success of the CFC, since each Loaned Executive will be responsible for
about 4,000 employees in various agencies located within the Metropolitan Atlanta Area. We
are looking for energetic, self-motivated individuals who are willing to handle a wide range of
tasks. While no grade level for a Loaned Executive is set, the individual selected should be
capable of assuming a high degree of independence while working with a team engaged in
soliciting and collecting charitable donations from Federal agencies. The Loaned Executive will
have an opportunity to speak before groups, manage assigned accounts, and interact with non-
profit organizations. The Loaned Executives will also have the advantage of developing their
leadership qualities while building their knowledge and understanding of the private voluntary
health and welfare services and gaining valuable work experience not available within their own
office. These skills will also help in carrying out their regular assignments upon return to their
agencies. Please nominate one of your valued employees as a Loaned Executive. Give us your
best, and we will return them better!

Lastly, we want you to provide suggested themes on the attached nomination form. We will
select the theme receiving the most votes. Therefore, please complete the attached
Volunteer/Nomination form with your decision to serve as an Advisor/Division Chairperson,
your agency’s nomination for a Loaned Executive and your vote for the 2000 Metropolitan
Atlanta CFC theme. I look forward to receiving your completed responses by May 4, 2000. We
need your support and active participation to make the 2000 CFC a great success for our
community!
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DATE:
November 7, 2001

TO:

Agency Heads

SUBJECT:
Solicitation for the 2002 CFC Leadership Team ---ACTION

Before we bring closure to the 2001 CFC campaign, it would serve the campaign well to identify the leadership team for next year.  Identification of your 2002 CFC Division Chairperson, Division Coordinator and Loaned Executive allows the 2002 campaign to accelerate quickly toward its designated goals.  The Environmental Protection Agency is the lead organization for the 2002 campaign. However, a CFC team in place now, will enhance the objective of running the campaign and meeting the goals in the designated six week period.  The early selection of your leadership also allows sufficient planning for the campaign and it permits the selectees to arrange their schedules accordingly.  Additionally, it allows the new team to benefit from this year’s team experiences.

Please make your selections by Thursday, November 22, 2001, so that your new CFC leadership team can join us at the 2001 CFC Victory Celebration Luncheon on Tuesday, December 4, 2001.    

The attached document should be completed and faxed to 404-331-0322, attention Pat McKenna, 2002 CFC Director, by November 22.

Thank you for your leadership and continuous support of the CFC.
VIRGIL CONRAD

CFC 2001 Chairperson

Attachments

COMBINED FEDERAL CAMPAIGN

Of Metropolitan Atlanta

      “Because We Care, We Share”

Please provide the information on the people who will be responsible for the Combined Federal Campaign within your division.  Fax the completed form to Pat McKenna at (404) 331-0322 or call (404) 331-5170.

Division Chair (responsible for the overall campaign in his/her assigned division)

Name: ____________________________________________________________

Title:   ____________________________________________________________

Mailing Address: ___________________________________________________

E-mail Address: ____________________________________________________

Phone:  _________________________________Fax: ______________________

Division Coordinator (responsible for oversight and management of the division’s activities)

Name: ____________________________________________________________

Title:   ____________________________________________________________

Mailing Address:  ___________________________________________________

E-mail Address:  ____________________________________________________

Phone:  _________________________________Fax: _______________________

Loaned Executive (responsible for the administrative and campaign details for the organization assigned)

Name: _____________________________________________________________

Title:   _____________________________________________________________

Mailing Address:  ____________________________________________________

E-mail Address:  _____________________________________________________

Phone:  _________________________________Fax: ________________________

Combined Federal Campaign

75 Spring Street, Plaza Level, Room P34

Atlanta, Georgia 30303

(404) 331-5170

www.atlanta.feb.gov/cfc

ROLES AND RESPONSIBILITIES OF THE 

CFC LEADSHIP TEAM

DIVISION CHAIRPERSON

· ESTABLISHES THE LEADERSHIP FOR THE DIVISION

· ENCOURAGES AGENCY HEADS TO ENTHUSIATICALLY SUPPORT CFC

· PARTICIPATES IN AGENCY GOAL SETTING

· STAYS ABREAST OF DIVISION ACTIVITIES AND PROGRESS      

· INITIATES ACTION AS NECESSARY TO ENSURE SUCCESS

· ENCOURAGES AND REWARDS SUCCESSFUL EFFORTS

· SEEKS FEEDBACK ON CAMPAIGN EFFECTIVENESS

DIVISION COORDINATOR

· PROVIDES DAY-TO-DAT DIRECTION FOR THE DIVISION

· SERVES AS FOCAL POINT TO CAMPIAGN COMMUNICATIONS

· REVIEWS CAMPAIGN RESULTS AND PROVIDE GUIDANCE AS APPROPRIATE

· CENTRAL COLLECTION POINT FOR DONATIONS

· RESPONSIBLE FOR ENSURING CAMPAIGN BROCHURES, PLEDGE CARDS AND CAMPAIGN SUPPLIES ARE PROPERLY DISEMINATED

· ENSURES PROPER TRAINING AND GUIDANCE ARE PROVIDED TO CFC KEY WORKERS

· PROVIDES INPUT ON AGENCY GOALS

LOANED EXECUTIVE

· ASSISTS AGENCY CHAIRPERSON AND COORDINATOR IN DEVELOPING, COORDINATING AND ESTABLISHING STRATEGIES FOR THE CAMPAIGN

· MONITORS AGENCY PROGRESS AND MAKES RECOMMENDATIONS AS APPROPRIATE

· ATTENDS, CONDUCTS, AND SPEAKS AT GROUP MEETINGS

· SERVES AS FACILITATOR AND TEAM BUILDER FOR THE CAMPAIGN WORKERS

· DEVELOPS REPORTS AND TRACKING DOCUMENTS TO COMMUNICATE PROGRESS AND REQUIRED ACTION

· MONITORS EACH ASSIGNED AGENCY ACCOUNT TO ENSURE PROPER REPORTING AND RECORDING OF DONATIONS
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