Deputy and Assistant Coordinators 
The IC Executive Officer (EO) serves as Campaign Coordinator for the IC. The IC Deputy Coordinator:
· is appointed by the IC’s EO

· provides leadership for the IC’s Combined Federal Campaign (CFC)

· coordinates the day-to-day activities of the campaign 
· supervises the IC’s Keyworkers, and  
· reports directly to the IC’s EO.
Most ICs also have Assistant Coordinators as part of the leadership team.  
Leadership

· Take ownership for creating a successful campaign within the IC.


· Recruit a CFC leadership team (including Assistant Coordinators, Keyworkers, and other campaign volunteers) to take responsibility for doing the work of the campaign. 

· Lead your IC’s team in developing strategies that fit both the IC’s CFC traditions and the IC’s culture. Meet with former CFC volunteers to learn the history of the IC’s CFC.  Analyze the previous campaign’s performance—what worked, what needs improvement.


· Be aware of the campaign timetable. Ensure the IC campaign is well promoted and in pace with the overall NIH campaign.  
· Regularly brief your IC’s Executive Officer regarding the progress of the campaign. Ask for his or her support and assistance in promoting the campaign and supporting Keyworkers.

· Oversee the reporting and collection of campaign contributions.

· Identify and resolve problems in any area of the IC’s CFC.


Planning

· Coordinate with Monica Hanson to order and distribute CFC supplies for your IC. 

· Meet with your Executive Officer to:

· ask him or her to personally thank your Keyworkers for their participation in the campaign’s success
· schedule regular communications with him or her to report on your IC’s weekly progress and
· request help from him or her to enlist your IC Director’s involvement in the CFC including participating in the IC Directors challenge, sending messages to your IC’s staff, and recognizing your IC’s Keyworkers.
· Use tools from CFCNCA and NIH CFC, including the NIH-wide events and CFCNCA posters, to promote the campaign across your IC. 


· Involve CFC charities in the IC’s campaign.

Managing Keyworkers
· Recruit Keyworkers.  [See “Keyworkers”.]
· Organize and host the Keyworker Training. 


· Invite Assistant Coordinators and Keyworkers to the CFC Kickoff on Wednesday, 
October 4th.


· Supervise Keyworkers by:
· communicating with them at least weekly
· ensuring Keyworkers are meeting with each of their contacts and
· keeping track of the progress of each Keyworker using the “Record of Keyworker Activity.”

· Make sure that Keyworkers distribute a thank-you card to each contact and special thank you cards and lapel pins for Eagle and Double Eagle contributors.

· Recognize Keyworkers at the conclusion of the campaign. 
Reporting 

· Collect completed pledge card carriers from each Keyworker weekly.

· Submit a weekly report of the IC’s progress to CFC headquarters (an online system called MANAGE).  Track progress of the campaign.
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Put yellow payroll deduction pledges in the yellow portion of the pledge card carriers. 

 Attach yellow pledge card carriers to the OUTSIDE of the plastic deposit bags. 

(NIA will deliver the payroll deduction pledges to the NIH Payroll Office, Final Authorizers Unit or the Commission Corps office.)  
· If on campus, turn in completed deposit bags to the NIH Federal Credit Union in Building 31 by 12 noon on Thursdays.  If off-campus, give deposit bags to Christine Brake or Monica Hanson at the appointed time on Thursday mornings.  [Under “Reporting”.]
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