
Please consider me for the following 
area(s) of interest: 

__Account Mgmt __MS Excel 

__Campaign Kits __MS Power Point 

__Customer Service __MS Publisher 

__Data Analysis  __Pledge Processing 

__Data Entry  __Presentations 

__Donor Award Prep __ Project Mgmt 

__Goal Setting  __Research 

__Kickoff events __ Social Media 

__Marketing  __ Solicit Sponsorship 

__Other   

Name_________________________________ 

Email_________________________________ 

Phone (W)_____________(C)______________ 

Employer______________________________ 

US Dept/Branch________________________ 

 

Questions??? 
Contact the LFCC Chair or CFC Director to 
learn about 2013 FLEx opportunities.  

Contacts: 
Local Federal Coordinating Committee  
Dan Mack, Chair, LFCC 
(228) 523-3848  -  Daniel.mack@va.gov 

Principal Combined Fund Organization 
Terry Olivier, CFC Director 
(228)- 252-1149 – tolivier@unitedwaysm.org 

You Have the Power… 

 To Expand Your Horizons 
 To Learn About Other Federal Agencies 
 To Work on a Self-Directed Schedule 
 To Learn About Your Community 
 To Meet New People 
  To Learn New Skills 
 To Enhance Your Career 
 To Forge Professional Relationships at 

All Levels of Management 
 To Develop a Greater Understanding of 

Nonprofit Operations 
 To Make a Difference 
 

Join the many CFC Loaned Executives that 
have participated in this amazing workplace 
experience. Feel good, have fun and return 
to your workplace rejuvenated with the 
spirit of the CFC.  The CFC is a great way to 
gain, enhance and/or refresh your 
organizational and communication skills.   
Candidates should be highly motivated and 
flexible, as well as have an interest in our 
community.  The ability to learn quickly is 
also of benefit.  Seasoned employees, up-
and-coming workers, managers, as well as 
non-management employees can all benefit 
from an LE assignment.  Take a chance on 
an unusual assignment; the rewards to you 
and your agency are worth the effort! 

www.GreaterMScfc.org  

 

 

 

 

Giving employees more time to 
volunteer and make a difference in 

their communities. 

mailto:Daniel.mack@va.gov
mailto:tolivier@unitedwaysm.org


 

What is the CFC? 
CFC is the world’s largest and most 
successful annual workplace charity 
campaign, raising more than $250 million 
each year. It offers the federal employees 
the opportunity to pledge to charitable 
organizations through payroll deduction, 
cash or check.  The CFC is unique in that 
employees’ pledges can be designated to 
any of thousands of charities listed in the 
Contributor’s Guide each year.  These 
charitable organizations are carefully 
screened each year to ensure they meet the 
stringent criteria required by the Office of 
Personnel Management. 

The mission of the CFC is to promote and 
support 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. 

So what is FLEx? 
FLEx stands for Federal Loaned Executive 
(LE). LEs are federal employees who 
volunteer their time and talents during work 
hours to support the CFC.   FLEx is based 
on skill-based volunteerism wherein 
employees use their personal talents and/or 
professional competencies to assist the 
campaign. 

Why Should I Be an LE? 
• Professional Growth - The LE 

assignment is unique in the federal 
workplace.  It provides an employee the 
opportunity to develop a number of 
professional skills, to include client and 
account management, time and project 
management, team building, public 
speaking, presentation and a variety of 
communication skills.   

• Professional Contacts – An LE may be 
assigned to a number of federal 
agencies, offering the opportunity to 
learn about specific agency missions as 
well as to form relationships with 
community leaders and key Federal 
executives throughout a large portion of 
Mississippi. 

• Personal Growth - An LE assignment 
can be life changing.  The opportunity 
to learn about and contribute to the 
success of local, national and 
international charities is often a moving 
and emotional experience.   

• Personal Relationships – Throughout 
your LE assignment, you will meet many 
people.  Federal employees, charitable 
organization employees, and clients of 
charities are just a sample of those with 
whom you will come into contact.  
Often, these are relationships that 
continue well beyond the campaign. 

Tell Me More!  

• When?  -  The campaign runs from 
September 1st through December 15th 
each year.  However, many FLEx projects 
run throughout the year, such as the 
Social Media project. 

• Where?  - FLEx team members can 
either be physically assigned to the 
campaign office (one in the Gulfport 
area at the offices of United Way of 
South MS and the other in the Kiln area 
at the Stennis International Airport) or 
work at their normal duty location 
depending on the project and their 
leadership’s preference.  The Greater MS 
CFC area covers the entire eastern part 
of the state of Mississippi, from the Gulf 
Coast to the border of Tennessee; 
therefore volunteers are needed from all 
areas within this geographic region.  
Some LEs spend a significant amount of 
their time visiting their assigned 
agencies, attending events, delivering 
materials, and collecting pledges while 
others may work primarily in the office.   

• How?  – To become an LE, speak with 
your management and gain their 
support.  Then contact a campaign 
representative! 

 



D:\Documents and Settings\bonnie.lindleymcgerr\Desktop\Cour July 18\input\CFC FLEXTEAM MEMBER APPEAL\FLEx 
Team Tasks-Greater MS.doc 

 
 
 

Federal Loaned Executive (FLEx) Program 
 

Below are some of the many opportunities available for a Loaned Executive to volunteer to assist 
the Greater Mississippi CFC.  Many of these activities can be performed at your normal duty 
location.  Some tasks require working at the Greater MS CFC Office (Gulfport). 
 
CATEGORY 1: RESEARCH FEDERAL AGENCY INFORMATION 
TIMEFRAME: Typically beginning May and finalized no later than August 15 
TIME COMMITMENT: APPROXIMATELY 8 hours per person 
INDIVIDUALS NEEDED: Two (2) to Three (3) 
 
Responsibilities: 
 
Using the US Personnel Office Report, research/verify information for each agency listed on the Agency Report. 

1. Compare the list to CFC Assistant (CFCA) and/or CFC Nexus and enter any agencies that are not currently in the 
system. 

2. Enter the newly gathered information into CFCA or Nexus 
- Office Name, address, point of contact, phone numbers, emails, number of employees, payroll office 
address…gather information for ALL the required fields in CFCA. 
 

 
CATEGORY 2: SOCIAL MEDIA 
TIMEFRAME: Year round activity.  Busiest period is early August throughout 

campaign (December 31) 
TIME COMMITMENT: APPROXIMATELY 12 hours per person (2 hrs. x month) 
INDIVIDUALS NEEDED: Two (2) 
 
Responsibilities: 
 

1. Modify the design or structure of the website 
2. Add surveys, letters, and artwork to website, as requested. 
3. Update website with campaign activities, stories, pictures (weekly during campaign) 
4. Update facebook page regularly, at least weekly. 

 
 
CATEGORY 3: RESEARCH LOCAL NONPROFIT ORGANIZATIONS 
TIMEFRAME: Typically beginning NOVEMBER, finalized no later than  DECEMBER 31 
TIME COMMITMENT: APPROXIMATELY 8 hours 
INDIVIDUALS NEEDED: Two (2) 
 
Responsibilities: 
 

1. Research Local Nonprofit Organizations (must be a 501.C.3 corporation) 
2. Update Local nonprofit list  - This research can be done via internet or contacting these agencies by phone or email. 
3. Notify nonprofits of the upcoming Charity Application period.   

 

GREATER MISSISSIPPI  
COMBINED FEDERAL CAMPAIGN 
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CATEGORY 4: CHARITY APPLICATION REVIEW 
TIMEFRAME: March - April 
TIME COMMITMENT: APPROXIMATELY 8 - 10 hours, depending on number of volunteers 
INDIVIDUALS NEEDED: Six (6) to Eight (8)  
 
Responsibilities: 

 
1. Must attend training session on the charity eligibility requirements as set forth by OPM. 
2. Review charity applications to participate in the upcoming CFC cycle, requesting additional information as needed. 

 
 
CATEGORY 5: MARKETING 
TIMEFRAME: Year round activity. 
TIME COMMITMENT: APPROXIMATELY 12 hours per person (4 hours quarterly) 
INDIVIDUALS NEEDED: Two (2) to Three (3)  
 
Responsibilities: 

 
1. Be part of marketing committee, meeting quarterly to develop marketing plan. 
2. Execute marketing plan with the assistance of other FLEx volunteers. 
3. Develop plan to promote awareness of CFC through social media. 

 
 
CATEGORY: CAMPAIGN VOLUNTEER (TRADITIONAL LOAN EXECUTIVE) 
TIMEFRAME: Typically beginning NOVEMBER, finalized no later than  DECEMBER 31 
TIME COMMITMENT: APPROXIMATELY 60 - 80 hours (3 – 4 hours per week x 4.5 months 
INDIVIDUALS NEEDED: Two (2) to Three (3)  
 
Responsibilities: 
 

1. Issue numbered envelopes to agencies and record their envelope numbers into the Master Envelope Log. 
a. Two (2) per small agency and specified quantity to larger agencies – per spreadsheet. 
b. Store the envelopes in numerical order until needed to make campaign bags 
 

2. Print out Campaign Supply Bag Receipt form (one per agency) 
a. Write each agencies name on the form and identify the contents, including: 

i. campaign envelope numbers issued to them,  
ii. quantity of brochures and pledge forms 
iii. quantity of goal posters and other marketing materials 
iv. quantity of miscellaneous incentives (e.g., cups, notepads, pens, etc.) 

b. Store in the same order as issued envelopes to facilitate easier assembling of campaign bags 
 

3. Assist Campaign Director with setting individual agency goals 
a. Record the goals into CFCA 
b. Run the Goal Report in CFCA and export the goal into an Excel spreadsheet  
 

4. Print out Donor report for each agency/employer to find out how many donors complete a pledge card in 2013 and which 
gift level each qualifies for. 

a. Enter that information on the CFC coaster inventory sheet (for all donors) and Eagle Gift tracking sheet (Eagle 
level donors ) 

b. Deliver donor gifts to agencies weekly 
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c. Project Coordinator MUST sign receipt for gifts 
 

5. Enter the Loaned Executive assigned to each agency into CFCA (IRS 1, IRS 2, USPS, VA, etc.) 
 

6. Update CFCA with Key Worker/CEO/Point of Contact information for each agency 
 

7. Assemble campaign bags 
a. Clearly print the agency name in the proper location on the bag front 
b. Print the updated contact information in the proper location on the bag front 
c. Campaign Poster(s) 
d. Campaign envelopes issued to that agency 
e. CFC Coasters for estimated amount of donors (based on last year’s report) 
f. Include miscellaneous give-away items such as pens, post-it note pads 
g. Include Award Request Sheet for Eagle donors 
h. Include campaign brochures, issuing only one brochure per 5 employees 
i. Include pledge forms 
j. File the completed Campaign Supply Bag Receipt form and file in alpha order 

 
8. Assist with planning and execution of the Campaign Kick Off  events as requested by Agencies 

a. Email invitations and RSVPs 
b. Track RSVPs 
c. Set up the day before and tear down immediately following the event. 
 

9. Prepare, submit, receive, and assemble award orders for Eagle Awards.  
a. Awards orders must be verified by running a Gift report in CFC Nexus or CFCA. 
b. After verification, enter the award status into CFCA as “received” to prevent double ordering 
c. Pull/assemble Awards 
d. Print out the appropriate award letter to include with the order. 
e. Sort by agency and contact the Key Worker to arrange delivery.  
f. The goal is to have all orders processed and delivered back to the agency within 2 weeks of receipt of the 

campaign envelope. 
 

10. Assist with Power Point Presentations 
 
11. Assist with organizing events at various agencies 

a. Line up Charitable Agencies to participate 
b. Book the Director for a 5 minute presentation at events 

 
12. Assist with cross-promoting agency events via email to other agencies 

a. Assemble a list of suggested fun ideas for rallies, agency fairs to showcase what some agencies are doing to 
increase CFC awareness and to inspire others to participate. 

 
13. Assist with planning and execution of the Campaign Celebration during the month of January. 
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