
 2021
KEYWORKER

GUIDE
Combined Federal Campaign (CFC)
Hosted by the U.S. Office of Personnel Management



Keyworker 
Checklist

The Combined Federal Campaign (CFC) is OUR campaign – an opportunity for federal employees to come 
together, wherever we are, and change the world. As a Keyworker, you have the most important impact: 
inviting your co-workers to join the CFC and become changemakers. Following this checklist will ensure a 
successful campaign season!

 Understand your role. Connect with your Campaign Manager to schedule your CFC Keyworker training to 
learn about the CFC, your engagement with co-workers, and proper donation procedures. 

 Get your campaign supplies. Contact your Campaign Manager for information on obtaining your campaign 
materials. All digital resources are available on our website.

 Know your 6-digit CFC unit code. Use your CFC unit code and office ZIP code (obtain from your Campaign 
Manager) to ensure your unit/office receives credit for contributions.

• My CFC unit code is:   • My office ZIP code is: 

 Publicize your campaign. Send regular communications and use the provided messaging, emails, toolkits, 
event ideas, social media templates, and more!

Tip: Add your unit’s CFC code on all materials and messaging!

 Learn about CFC giving. Ensure you are familiar with the online donation portal, paper pledge forms, and 
CFC Giving mobile app to offer help as needed. 

Tip: Our favorite pledge method is giving online. It is easy and secure! 

 Invite your co-workers to give. The most effective approach is by encouraging your co-workers through 
face-to-face conversations (virtually or in-person). 

Tip: Make sure to follow up with your colleagues by using the provided resources 
(donor cards, email templates, etc.).

 Submit completed paper pledge forms. Encourage online donations. However, if you receive paper 
pledge forms, promptly review and verify each form to ensure completion and then submit them to your 
Campaign Manager. 

	 Express	gratitude. Always thank everyone for their time and for considering a donation through the 
CFC. Provide the donor Thank You Card and recognition items, if available in your zone, to those who 
self identify. 
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Learn About 
CFC Giving

Donors have the opportunity to pledge money and volunteer time. 
There are three ways to pledge: the online donation portal, a paper 
pledge form, or the CFC Giving Mobile App. All three methods are 
easy, safe, and secure ways to give through the CFC!

Online Giving Portal

1. Visit GiveCFC.org and click DONATE.
2. Create an account or log in to your existing account.
3. Complete or update your profile:

A.  Enter the ZIP code of your office to access the correct list of 
units/offices.

• Our office ZIP code is: 

B.  Enter your CFC unit code to automatically populate the 
Department/Agency/Office selections.

• Our CFC unit code is: 

4. Search for charities you want to support.
5. Make your pledge by selecting your designated charities and 

allocating funds or volunteer hours.

For a detailed walkthrough with screenshots, see the How to Give 
Online presentation on the website.

Paper Pledge Form

Donors can still complete a paper pledge form. Having donors submit 
their paper pledge form to a Keyworker allows the Keyworker to check 
for common pledge form errors. If your agency is teleworking, you 
might not be able to collect pledge forms in person. Donors may mail 
completed paper pledge forms directly to the CFC Processing Center: 
P.O. Box 7820 Madison, WI 53707-7820. 

Volunteer Hours

Interested in volunteering? In addition to your monetary donation, you 
can pledge volunteer hours to charities accepting them (designated 
with a hand icon in the Charity Listing). If you made pledged volunteer 
hours and would like to be contacted by the charity, opt to release your 
contact information. You may also reach out to the charity to learn 
about their volunteer options.

CFC Giving mobile app
• Download the app on your mobile 

device. Available for Apple and 
Android devices. 

Tip: Search for “CFC 
Giving” in the app store.

• Sign in or create an account.
 Returning donors: Use the same 

login as your CFC online pledge 
portal account.  
New donors: Create an account, 
verify it, and set up your profile. 

Tip: If you have an account, 
but forgot your password, 
tap “Forgot Password/
Username?” to reset.

• 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.

• Give. Tap each charity you 
would like to support and 
enter your pledge amounts or 
volunteer hours.

• Complete	your	donation. 
Update or add a 
funding source (payroll 
deduction, bank account, 
or credit/debit card).

Need Help? If you need 
assistance navigating the app, 
please call TASC Customer Care at 
1-800-797-0098. Hours of operation 
are 8 a.m. – 5 p.m.

New for 2021
Payroll allotment is 
allowed on the app 

this year.
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Common Concerns / 
FAQs

It is important to know how to talk with your co-workers about any concerns or questions that may pop 
up. Here are some common concerns and frequently asked questions. Additional FAQs are provided on 
the website.

What is the Combined Federal Campaign 
(CFC)? The CFC is the official workplace giving 
campaign for federal employees and retirees. 
Overseen by the Office of Personnel Management 
(OPM), the mission of the CFC is to promote and 
support philanthropy through a program that is 
employee focused, cost-efficient, and effective 
in providing federal employees the opportunity 
to improve the quality of life for all. The CFC is 
one of the largest and most successful workplace 
fundraising campaigns in the world with 36 CFC 
zones throughout the country and overseas raising 
millions of dollars each year.

As a Keyworker, where can I turn for more 
help? For questions about implementing the 
campaign: Contact your local CFC office. For pledge-
related questions, contact the CFC Processing 
Center at 800-797-0098 or 608-237-4898. For CFC 
policy questions, contact OPM at 202-606-2564 or 
cfc@opm.gov.

How	much	does	the	CFC	benefit	charities?	It 
is a critical source of revenue and an inexpensive 
way to attract new donors. CFC donations are 
especially treasured because they are unrestricted 
funds, allowing nonprofit organizations to respond 
to community needs effectively. Donations through 
the CFC provide charities with a source of funding 
throughout the year.

How do I choose a charity to support? Search 
for causes that interest you and get a list of charities 
that support that cause at cfcgiving.opm.gov.

Can you explain a charity’s overhead or 
administrative	ratio?	Overhead includes costs 
like salaries, rent and facilities costs, technology 
requirements, advertising and mailing, events, 
etc. These costs vary depending on mission scope, 
location, and technology/salary requirements.

Why should I give through the CFC and not 
directly to my charity?  The CFC gives you the 
opportunity to give through payroll deduction, you 
can donate to multiple causes all in one place, and 
there are thousands of approved charities, vetted 
by federal employees who serve as campaign 
leaders. You can even pledge volunteer hours, in 
addition to your monetary gift.

Will my agency/unit get credit for my 
donation.	You must use your unit/office’s unique 
6-digit CFC unit code and the ZIP code for the unit/
office when making the pledge (provide these 
numbers to your co-workers).

Can I give cash? No, donating with cash is no 
longer permitted.

How can donors give anonymously through 
the CFC? A donor may choose to not complete the 
optional “Information Release” section of the paper 
pledge form, online giving system, or the CFC Giving 
Mobile App.

Do I have to choose a charity, or can I leave 
my pledge undesignated? Undesignated 
contributions are no longer permitted under new 
CFC regulations. Please designate your pledge to 
the specific CFC charity or charities of your choice. 
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