[image: image1.png]*

CFC,

Combined
Federal Campaign




LFCC Campaign Oversight Guide
Project Officer Duties Check List

	OBJECTIVES:
	Date(s) Completed

	· Meet with previous project officer 
	

	· Review previous campaign results
	

	· Prepare an Installation/Agency campaign analysis
	

	· Recruit Project Officer Alternate, Administrative Assistant & Public Affairs Officer
	

	· Confirm event dates on Commanders/Agency Heads schedules
	

	· Request current workforce personnel numbers for installation/agency 
	

	· Request events facilities
	

	· Meet with PCFO staff to develop installation/agency campaign plan recommendations
	

	· Submit campaign plan recommendations to PCFO office
	

	· Meet with Commander/Agency head for CFC support
	

	· Submit Personnel Data Report to CFC office
	

	· Prepare an Installation/Agency organizational analysis
	

	· Determine internal campaign structure
	

	· Determine the campaign goal
	

	· Meet with Installation Commander/Agency Head with goal recommendations
	

	· Request from protocol invitation list for leadership brunch   
	

	· Request Keyworker training facilities
	

	· Develop keyworker chain of command
	

	· Submit installation/agency campaign goal to CFC office
	

	· Prepare installation/agency unit goals based on installation goal
	

	· Develop campaign strategy
	

	· Organize the campaign (time & resources)
	

	· Request campaign material storage & distribution facilities
	

	· Request Commander/Agency Head support letters for keyworkers
	

	· Prepare internal campaign action plan (who, what, where, when)
	

	· Develop meeting schedule with keyworker chain of command
	

	· Develop an internal communications plan
	

	· Plan for Installation Commander/Agency Head video production
	

	· Develop Leadership giving strategy
	

	· Plan for pre-campaign publicity
	

	· Plan for Kickoff event
	

	· Plan for Leadership Support event
	

	· Forward invitation list to CFC office
	

	· Publicize Leadership Support event
	

	· Attend Leadership Support event
	

	· Prepare for materials distribution
	

	· Implement internal communications plan
	

	· Plan for Commander’s pace setting campaign
	

	· Recruit Keyworker for internal campaign structure
	

	· Determine Keyworker training format and schedule
	

	· Provide keyworker training with PCFO
	

	· Send Commander/Agency Head campaign endorsement e-mails
	

	· Post pre-campaign publicity posters, banners etc
	

	· Conduct Commander’s pace setting campaign
	

	· Attend campaign kickoffs
	

	· Organize your campaign reporting methods
	

	· Initiate campaign solicitation blitz
	

	· Oversee campaign
	

	· Plan for mid-campaign donation blitz
	

	· Plan for mid-campaign goal analysis
	

	· Plan for campaign turn-in procedures
	

	· Plan for weekly follow up with keyworkers
	

	· Plan for weekly meeting with Installation Commander/Agency Head
	

	· Weekly keyworker follow up
	

	· Review weekly progress report 
	

	· Ensure donors receive proper incentives promptly for donations
	

	· Plan for Recognition event
	

	· Weekly donation turn-in
	

	· Plan for campaign corrective measures
	

	· Mid campaign analysis
	

	· Implement final campaign blitz
	

	· Final tracking of all awards
	

	· Prepare for recognition event
	

	· Nominate a CFC Hero
	

	· Recognition event
	

	· Campaign evaluation report
	

	· Campaign final report
	

	· Initiate Project Officer selection with Commander
	


