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Federal employees and retirees — creating hope ... changing lives.
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Introduction

The Government of Canada Workplace Charitable CaigpdGCWCC) is a fundraising campaign that
allows federal employees and retirees to consokddueir charitable giving with the proceeds goingnmards
United Ways/Centraides, Healthpartners/Partenairs@nor any other registered Canadian charity.

A Proud Tradition

Federal government employees and retirees haveng lastory of giving back to their communities arade
well known for their generosity and caring. In tiNational Capital Region (NCR), federal public sens
have contributed to annual fundraising campaignsise 1945.

From 1990 to 1996, United Way/Centraide and Headtttpers participated in 80 federal campaigns across
Canada. In 1997, the Treasury Board of Canada &eiaeexpanded the campaign to enable donors to
support any Canadian registered charity under a ngawne — the Government of Canada Workplace
Charitable Campaign or GCWCC.

Since its inception the GCWCC has become the ldrged most successful workplace fundraising campaig
in Canada. Last year federal employees and retiledised to improve the quality of life of peopleitig in
communities across the country by raising over $8#lion in support of United Way/Centraide,
Healthpartners and thousands of other registeredn@edian charities.

Why Employees Val ¢hih € @apgnigiyn

Participating in the GCWCC offers donors the coniate and efficiency of consolidating their annual
giving through one transaction on a single form. wsll, the GCWCC also allows donors to donate tlyiou
payroll deduction so that they can spread theirtgitit over the year and keep campaign administratisosts
to a minimum. The GCWCC provides donors with theo@e of supporting vital social service and health
care programs which offer services in your commuyrior anywhere across Canada.

Federal Employees and Retiree€reating Hope... Changing Lives

The GCWCC theme “Federal Employees and RetireggatiG@g Hope... Changing Lives” brings focus to who
is behind this campaign and the power of their gevsty. Collectively, every year federal employaes
retirees make a significant and positive impact tre lives of people who live in their own commuueii —
friends, co-workers, neighbours... often people they never meet. Quite simply, their gifts creatgph

and change lives for thousands of people in comntigsiacross the country.

Keys to the GCWCC's Success

As Canada’s largest annual workplace campaign, fromast to coast to coast, they are some common
elements of success. These include:

. the tradition of generosity and community engagenteamong Federal Employees and
Retirees

. face-to-face peer canvassing (peers canvass thesrg);



. a “100 percent ask” approach (asking each and egergloyee face-to-face);
. making it easy to give through payroll deduction;

. support from all levels of management and unions;

. effective recruitment and motivation of workplaceolunteers; and

. support and guidance of campaign teams from the GC@Voffice.

In all of these aspects of the campaiegffestivetmemmumdedtion — with donors, volunteeradh
management —scruaiahl

This guide will help you develop and implement dfeetive communications plan for your workplace
campaign. It includes everything you’'ll need to neajour campaign rewarding and successful for eveeyo
involved.



2008 @Gampaigm Statisiics & Figures

Government of Canada Workplace Charitable Campaign

Total raised in National
2008 $36,083,055
2007 $33,565,852
2006 $31,527,253
2005 $29,098,160
2004 $26,064,323
2003 $25,422,950
2002 $22,141,817




The Role of the Campaign Leader/ECC

Vital Leadership

Each volunteer on a campaign team plays an impottanie in making the campaign a success. Each iole
different and significant. Yet no team can work tether effectively without a strong leader --- sonmeowho
can pull the team members together, inspire thentiw& common goal, and keep everyone on track -erev
when facing challenges and obstacles. As Campaegader/ECC, you are the one to bring the team togeth
and lead it toward achieving its goal.

Helping You Lead Your Team

This guide will help you lead your core team omua &ind exciting campaign path, one that leads to a
successful conclusion. It offers you step-by-stepiae and practical ideas to motivate, inspire, lobieam
spirit and organize your campaign efforts effectiyelt will assist you to implement campaign strafies that
work best in your workplace.

GCWCC Support

GCWCC Managers:
The GCWCC Manager is a United Way/Centraide staghmber whose key responsibility is
to assist the Campaign Leader/ECC in planning amdaiting his/her departmental
campaign. It's very important to meet with your @G C Manager on a regular basis, where
he or she can provide history and continuity to yatampaign by acting as a reference
person. Your GCWCC Manager will also provide msienal fundraising expertise to your
team by attending your Campaign Core Team meetingie or she will facilitate your
strategic planning session (SPS), bring an outgidespective (mediator), be a consultant
and conduct team training.

Loaned Representat@e:
A Loaned Representative (LR) is an employee fromghblic or private sector who is
seconded to United Way for a period of 16 week&nmFmid-August to the beginning of
December, Loaned Representatives support the GCWIagagers.These key team
members assist the Campaign Leaders/ECC’s on\aldeand are often the first point of
contact for Core Team members during campaign time.

Campaign Managers
Across the country, the GCWCC is managed by localdd Ways/Centraides.



Departmental Core Tamm

Recruit, Organize and Monitor Core Team

As Campaign Leader/ECC (CL), you are responsilsléhin campaign’s core team members. It is youerol
to:
e  recruit core team members (see GCWCC organizatiatert);

e organize your diverse group of volunteers into arteisiastic, motivated team with a common
goal; and

 monitor the activities of team members and ensufféeetive and timely reporting.



GCWCC Core Team Organizational Chart
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Selecting Core Team Members

Selecting dedicated, motivated, and diverse pedpleork with you on the campaign can be challengibgt
this process is very important. Every departmeagéncy has unique needs due to their size, struetand
culture. Your core team should therefore be repmgtive of your department/agency. In smaller
departments/agencies, one core team member may takanore than one role; the key to your campaign’s
success is to select someone to represent eachiayber. To help you with this process, please atirtbe
recommended roles and responsibilities for your edeam members listed below.

Campaign Champion:
He or she is responsible for the Campaign and sglde Campaign Leader/ECC. The
Campaign Champion ensures the availability of humamd financial resources and provides
visible support to the department/agency campaidte or she will review the previous year's
campaign strategies and help establish/endorse aprapriate target with the Campaign
Committee and GCWCC Manager.

Campaign Leader/ECC:
He or she leads the entire campaign, acquires #mources needed and skillfully manages
them toward a successful result. The Campaign Le&feC is enthusiastic, resourceful,
creative and motivated. He or she is a leader ancoimmitted to the goals of the GCWCC.
In addition to the responsibilities outlined belovihe GCWCC invites Campaign
Leaders/ECC'’s to attend events and to take evenyoofunity to learn about United
Way/Centraide and Healthpartners and their agend@ganizations. In carrying out their
responsibilities, Campaign Leaders/ECC’s receivelihcking of the GCWCC Manager.

ANALYSE

e With help from the GCWCC, review and analyze yoepartment’'s/agency’s past giving
performance with your Deputy Minister/ Agency Head.

ORGANIZE
« Recruit a committee that represents all areas ofiydepartment’s/agency’s work force.

e Schedule and chair all meetings and provide a cofpthe schedule to your GCWCC Manager so
that they will be in attendance.

e Obtain and promote management’s endorsement of taenpaign.

ORIENTATION AND TRAINING
e Attend the GCWCC training session for Campaign LesdECC's.

 Recruit and train canvassers.

PLAN YOUR OBJECTIVES

« After reviewing the previous year's campaign, depahis campaign.

e Establish your campaign’s dates, dollar and pagation goals, and method of —canvassing
with your GCWCC Manager.

e Plan a campaign launch.

e Obtain support materials from the GCWCC office.



* Attend Campaign Leader/ECC meetings initiated byet@CWCC office during the campaign
period. (The meetings provide an opportunity to dsemge ideas and information as well as
offer support.)

MONITOR

e Organize a reporting system with your core team nizsrs.

e Monitor your campaign’s results and identify areakconcern.
» Develop contingency plans and solutions.

e Promote employee involvement.

< Invite feedback from employees.

e Plan a mid-campaign review with help from your GCW®anager.

REPORT
e Report weekly results to your GCWCC Manager.
e Communicate final campaign results to all employees

e Submit a final report to the GCWCC at the conclusiof your campaign.

EVALUATE

« Ask for feedback from your committee and from casgars on the strengths and weaknesses of
the campaign.

 Make recommendations for next year and submit aficél report to the GCWCC office
through your GCWCC Manager.

RECOGNIZE AND THANK VOLUNTEERS

e At campaign’s end, recognize and thank committeemieers, canvassers and donors for their
participation.

Past Campaign Leader/ECC:
He or she can have a number of responsibilitiepeeing on the core team’s needs, can
offer valuable advice based on his or her expereinom last year's campaign, and can
provide documentation on last year’s efforts.

Deputy Campaign Leader/ECC:
It is important to appoint a Deputy Campaign LeadECC, who will act as Campaign
Leader/ECC in the following year. For this yeagsnpaign, he or she acts in the absence of
the Campaign Leader/ECC, attends committee meetirtgkes on key assignments as a
regular committee member, and gathers informatiomat will be helpful when he or she
leads next year’s campaigBuEcess osi qriaminimg gy isithd ab th futereacapggigns
Encourage your Deputy Minister/Agency Head to appeca Deputy Campaign Leader/ECC
who will become Campaign Leader/ECC the followimguy
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Treasurer:

The Treasurer sets up your financial tracking systen the GIFTS web based program (for GIFTS
users). He or she will collect all donations frgur team captains and/or canvassers, deposit
cash donations, remit gift forms and  canvasseraep to the GCWCC office in an expedient
manner.

RESPONSIBILITIES

To oversee and ensure the proper management andaidjomn of the financial and administrative
Campaign procedures within their Department.

Attend the mandatory GCWCC Training Sessions

0 Treasurer Training Session (detailed information procedures and proper steps)

0 GIFTS System Training Session (on-line Campaiguking tool for GIFTS users)

0 All data entry is done by the Department/Agency (ere appropriate for GIFTS users)

Attend all the core team meetings related to ther@aaign.

Recruit and train his/her campaign team members;daetmental Sub-Treasurers, Departmental
Data-entry for GIFTS users and Departmental Caneass

Develop and manage an internal process to gathkgifl forms, special event forms and related
monies and cheques.

Gather the money collected and keep secure untigitleposited.
Deposit all monies and cashable cheques into thelbaccount (for GIFTS users).

Ensure the bottom tear away portiorar @ feriwamdeded ieeppayod béfifice

o Verify the cut-off date for the payroll deductiongith your payroll office

o0 Verify the payroll frequency of pay periods

o0 Send the payroll white gift form copies of the seded employees to the appropriate
Department/Agency.

Execute and /or coordinate all necessary data-eritrip the GIFTS system (for GIFTS users).

For GIFTS Users

Maintain/modify the Departmental structure, if nessary to reflect the current organizational

Departmental structure.

0 Remove the duplicate identities in the GIFTS systbeafore you proceed with the data-entry

0 Create and/or activate the various roles (departnt@rsub-treasurers and/or departmental
data-entry and departmental canvassers) within t8¢FTS system and inform all the canvassers
of their identification numbers (Canvasser I.D.)

o Enter all the batches, gift forms, special evens, deposit slip(s) and envelopes in the GIFTS
system.

(Please note that you must group a maximum of 51 ffifms per envelope

Promptly forward completed envelopes to the GCWGfice throughout the Campaign. Note that
during the Campaign, you should call your GCWCC Isliger to arrange the pick-up of your
envelopes.
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Run various reports upon request

0 Weekly tracking of the campaign results; participa rate, leaders & friends, percentage of the
target, etc.

0 Reporting the results to the Campaign Leader/ECE aore team.

Branch Coordinators and/ or Team Cégitesns:

In large departments/agencies the Branch Coordinai®the link between the Campaign
Leader/ECC and/or the Team Captain. He or shelsehe campaign within their
sector/branch and reports to the campaign core teafranch Coordinators play a vital role
in motivating Team Captains.

Team Captains are key players in the success ahgaign. They are the link between
canvassers and the Campaign Led@#Cand are essential in obtaining and submitting
information promptly (i.e., lists of canvassers, eloyees, supplies, etc.). He or she will provide
direct support to canvassers, ensuring that infortitan and supplies are available and that
concerns are addressed as quickly as possible TEaen Captain develops a plan including
canvasser guidance, recognition of achievement anb-targets within sectors/branches. He or
she will administer the collection process; obtaianvasser reports and forward reports and
receipts to the Treasurer daily. Team captains naégo be required to input donations into the
GIFT tracking system.

GET INFORMED

Carefully review GCWCC material and department/aggrampaign plan.

Attend GCWCC training session, Seeing is Believiagr(s)

MOTIVATE

Motivate and encourage Team Captains and/or canwaisgo succeed in their tasks. (Rally the
troops!).

Develop a plan to include recognition of achieverteeand sub-targets with sectors or
branches.

Provide direct support in key areas.

COMMUNICATE

Obtain and distribute lists, such as a list of Te@aptains, canvassers, employees, supplies, etc.
Ensure that canvassers feel comfortable to canthessmployees on their list.

With the help of other team members, address quess and concerns as quickly as possible.

Team Captain/Canvasser:

Organize Team Captain/Canvasser teams.
Provide campaign supplies to Team Captains/Canvasse
Provide guidance when needed.

In cooperation with the Campaign Leader/ECC and/beam Captain Trainer, provide training
to team captains/canvassers.

12



MONITOR CANVASSING & REPORTING

e Inputin new tracking system (may not be applicaliteall departments/agencies).
* Provide periodic reports to Treasurer accordingthe predetermined reporting schedule (i.e.,
daily or every second day).

« Administer collection process: obtain gift formsports and cash/cheque donations from team
captains/canvassers.

EVALUATE

e Obtain feedback from team captains/canvassers aresgths and weaknesses of the campaign.

e Provide Campaign Leader/ECC with recommendations.

Communications Officer:
The communication officer plays a key role on thepaign team. This individual will
develop a more personalized approach in the workplaone that best matches the culture
and priorities of your organization. He or she f@gertise in communications and public
relations, and is responsible for creating visityiland awareness for the Campaign through
various means (posters, newsletter, e-mails, flbgeners, advertising special events).

ANALYZE
e Understand the communication strategy of the GCWCC.

e Understand the goals and strategies of your departital campaign.

PLAN

e Prepare a detailed Communications plan with timedisalij gatiness, teengpetaauch eavoes,
message(s), communication vehicles, activities aming, implementation, followup,
evaluation.

COMMUNICATE

 Demonstrate in your messages the impact of donasi@m the community and how they
change lives (refer to the Power of Your Gift seatin this Guide and Communications Guide).

MEASURE

e Assess the results of your plan and activities.

LEAD

e Prepare the award submissions with core team.
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Canvasser Training Officer:
This person organizes and delivers training for yaanvassers. The GCWCC Managers will
provide guidance on training for canvassers.

UNDERSTAND

e Familiarize yourself with the GCWCC canvassing &gges, the 3 Steps to Successful
Canvassing and impact statements (The Power of Y®Giit).

PREPARE
e Offer training sessions in French and English.
e Deliver a refresher course for experienced canvasse

e Personalize training sessions to departmental cuéu

COMMUNICATE

e Explain the GIFT form and canvasser report.

EVALUATE

* Follow-up with canvassers and team captains to iggiut on the impact of training in obtaining
results.

Helpful Hints

The ideal canvassing team consists of a mix of a@d returning canvassers. The returning
canvassers bring valuable experience, while the nees offer enthusiasm and new ideas. You may
also want to approach former canvassers to helghia recruitment of new ones. This way the
experienced canvassers can share why their invokmimvas worthwhile, motivating others to give

it a try. Also, experienced canvassers are prepaneghswer questions potential recruits might have
about the experience.

HowMANY CANVASSER®

No canvasser should have to canvass more than lidiGiduals (optimal ratio 1-10.) Be sure to
give canvassers a manageable number of individoathey may become discouraged with the
immensity of their tasks.

PEERICANVASSIPEERS

Assign peers to canvass their own peers — this radthas proven effective in the campaign for
many years. Think about this mix in recruiting asliv For instance, have enough senior managers
on your team to canvass other senior managers. Hedministrators canvass colleagues and so on.
In addition, be sure each canvasser is comfortatith his or her list. There may be personal reasons
that make a person unable to canvass a particutatividual. Be sensitive to these concerns and be
ready to reassign an individual to another’s list.

TRAINING
In your action plan, you should plan for and setefor training sessions for canvassers. Don't
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forget to promote the dates of these events in athea(via e-mail, posters, or letters) so
everyone can keep their calendars open for that dagl be able to attend. Closer to the session,
follow up with a phone call to remind your canvassef the event, encouraging them to attend.
Training ensures that your canvassers know eacheotivell, understand the campaign and the
programs and services it supports, and are prepaednswer questions and address concerns.
Be sure to emphasize the importance of the trainggssion when you recruit volunteers.

Special Events Coordinator:
To allow the rest of the core team to focus on #mployee campaign, the Special Events
Coordinator is responsible for coordinating the spal events thasupplement your
fundraising efforts. This person will need the headpa group of volunteers to achieve
successful special events.

The Special Events Coordinator is tasked with tlkeponsibility of planning and
coordinating all departmental special events. Téwents can raise funds, create awareness,
motivate, promote team spirit and encourage friegdiompetition.

ANALYZE

+ Review special events from past campaigns, retajrtire more successful ones and eliminating
the rest.

« Verify the need for licenses and permits.

e Prepare schedule for special events, ensuring eventur after canvassing blitz and are
reasonably spread out.

IDENTIFY
< Indicate the objective for each event; assign raspbility to a different person for each event.
e Check on logistics; room availability and resourceguired.

e Involve Senior Management.

COMMUNICATE

 Work in tandem with the Communications Officer tadaertise events to employees.

EVALUATE

* Review the results of the events against the olyed; is the event worth repeating? If yes,
what would you do differently, if anything?

Leadership Giving Coordinator:
The Leadership Giving Coordinator is a volunteerthie campaign team who donates on a
leadership level on a yearly basis. The Leader@lng Coordinator is a natural leader who
will work closely with the campaign team and the BCC Manager to strategically plan the
canvassing of current and potential Leadership dosio
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ANALYZE

* Revise the Department/Agency giving trends pertaigito Leadership Giving.

ORGANIZE

< Recruit and train a group peers at the leadershépel that represents all departments to assistiyo
with canvassing.

e Schedule and chair a special event recogtiecontribution of all leaders and friends.

» Works closely with the GCWCRanager

ORIENTATION
e Attend the GCWCC focus group sessions for Leadg@r§toordinators.

PLAN YOUR OBJECTIVES/STRATEGIES

* Review the previous year leadership campaign angettp this year’'s campaign.

- Participate in the Department/Agency Strategic Plaing Session.
» Establish your campaign goal.

e Plan a launch for Leadership Giving.

MONITOR

< Organize a reporting system.
e Monitor on-going results.

« Develop contingency plans.

e Plan a Mid-Campaign review.

REPORT
e Report your weekly results to your Campaign Lea&«C.

e Submit a final report to your Campaign Leader/ECC.

EVALUATE
e Ask for feedback from your committee on the strehgtand weaknesses of the campaign.

* Make recommendations for the following year.
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Next Generation Representative:

The purpose of this position is to engage youngmedages 20 -29, 30-39) in the GCWCC.
The Next Generation Representative is focused antidying opportunities and challenges
within the 20-40 age group, in order to build th@wareness and participation towards the
Campaign.

RESPONSIBILITIES

Promote youth undertaking responsibilities durindpé campaign.

Find ways to tap into the energy and creativitytbé young government employees.
Strategically engage the youth in the GovernmenCainada.

Promote community awareness

Develop sound strategies to involve the young ergpks in the GCWCC campaign.

Instill a sense of responsibility and a sense dbbging to the betterment of our communities.
Establish needs concerns and solutions

Feel as though they can make a difference in sgciet

How to relate to the next generation

Retirees Representative:

The purpose of this position is to develop a kettapport with the increasing numbers of
retirees from the public service. Given the demagdnics of the public service we are asking
each campaign team to recruit an individual whancpromote the GCWCC retiree campaign
to all future retired individuals.

Union Representative(s):

Visible support from unions contributes enormously your campaign’s success. The Union
Representative can fill a number of roles. He oz shn:
obtain the endorsement of local unions;

help with fundraising strategies that appeal to lalr;
select union canvassers; and
speak to groups in which there are union members.

It is important that union employees are recognizedrly in your campaign as full partners
in the committee’s efforts.
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Now that the Core Team has been selected...

Report

You will be the link between your department/agenagd the GCWCC. You must therefore constantly be
aware of your department/agency’s progress, andorégour activities, totals and outcomes to the eor
team. Your accurate and timely reporting will keeperyone informed of progress, and it will alsdphe
identify areas where additional effort is neededkieep the campaign on tracknfiorfiovatiaticshahizngng
between the campaign leader/ECC, the core team, #ar@lGCWCC team is crucial to the campaign’s
success. You are the liaison that keeps everyofernmed.

Training

All team members must attend their respective traig session organized and given by the GCWCC team.
As Campaign Leader/ECC, it is your responsibilityshare training dates with core team members and
ensure each team member’s participation to theispective training session. During the training sems,
core team members will learn more about their rokesd responsibilities, learn about vital tools theaill

help them in their tasks, and get to know voluntedrom other departments/agencies who will be ireth
same role.

Build Team Spirit

As important as keeping the core team members aack administratively, you'll also have to motivadad
inspire them! Your leadership will be needed to getir team working effectively, supporting each ethand
working toward a common goal. You'll also be thewkeep them focused and remind them that what they
are doing is important to the community.

Lead Effectively

If you are committed to and believe in the valuetls campaign, it will be easy to pass on yourhersiasm
to the members of your team. If you notice areasevehyour team needs help, your role as a leader lielp
identify the challenges and offer possible solutiorf the challenge is beyond your scope of expege
contact your campaign leader/ECC or touch base withur GCWCC Manager.

As a leader, you'll need to get to know your teamnmbers and help them feel comfortable working taget.
You will also need to listen to them and hear wiia¢y need from you. Be prepared to learn from their
experiences. An important part of your role will b@ make each volunteer feel important and valuadd
create an environment where they can share thepenences, lessons learned and discuss concerns.
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Three Skills You will Need

1. Organizational Skills

To be a successful Campaign Leader/ECC, you nebdve strong organizational skills. Some of youy ke
organizational activities will involve:

campaign preparation;

recruitment activities;

communication between the GCWCC and the corertpa
setting up tracking and reporting systems; and
effective support systems for core team members.

2. Communication Skills
Strong communication skills are the foundation obyr campaign’s success. The better you communicate
with core team members and share relevant infornaatj the better your campaign will function. Keeping
everyone motivated involves communicating the righformation to the right people at the right time.
Don’t underestimate the need to communicate in affieetive and timely fashion.

3. Time Managemmant
The most successful campaigns are the ones thatlike clockwork, where a timeline or critical paik
developed in advance and each team member is awbBwehat needs to happen and when. Such a timeline
is especially critical to keep canvassers on schealith their calls. It is easy to procrastinat® smelines
help keep everyone on track and hold volunteerscagtable.
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GCWCC Critical Path

We highly recommend that you follow the Critical Pathhelp you prepare for your Government of
Canada Workplace Charitable Campaign.

March

April

Meet one-on-one with your GCWCO@anagerto share some background, discuss campaign
strategies and goal setting, and review next steps

Engage Senior Management; ensure your manager antbsmanagers are supportive of your
efforts (March through duration of the campaign)

Structure and start recruiting campaign core team

As you identify your core team members, provideithm@ames, addresses, telephone/ fax numbers and
e-mail addresses to the GCWCC Manager

Schedule a Strategic Planning Session (SPS) with ggmpaign committee team and your GCWCC
Manager to be held and completed by Jurie the SPS will be facilitated by a GCWiI@nager
once your SPS is completed confirm your campaigjeciive and strategies with your senior
management

Participate in Campaign Leader/ECC Training session

Develop a schedule with your GCW®&anagerfor regular on-going meetings (weekly, biweekly or
monthly)

Review and analyze information from previous yea@snpaign activities with past Campaign
Leader/ECC

Continue to recruit campaign core team
Schedule an SPS, if not previously done
Consult with your GCWC®anagerto prepare for Deputy Minister/Agency Head visit

Establish an internal donor tracking system for yotampaign team members so they can monitor
daily results during the campaign (see your GCWd@@anagerfor models)

Start promoting Loaned Representative (LR) progréorpeers and management

Complete an SPS, if not previously done

Continue regular meetings with your GCW®@anager

Conduct Deputy Minister / Agency Head visit with ypGCWCC Manager

Complete recruiting Branch Coordinators, Team Captand begin recruiting canvassers

Confirm that all core team members attend their pective GCWCC training sessions
(Communications Officer, Special Events CoordinatBranch Coordinators and Team Captains,
Training Officers, Treasurers and GIFTS system daifry) and report attendance with your
GCWCC Manager
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e Secure labor participation

« Develop individual work plans for the leadershiwigg coordinator, communications officer, special
events coordinator, branch coordinators and teanptans, next generation representative, retiree
representative, training officer(s) and treasurer

e Develop an approach to ensure 100% ask from camvassvolve team captains and confirm
number of canvassers (emphasize the blitz, either 1-day version, or, for 2 or 3 weeks)

e Plan for licenses / permits / incentives / prizes
e Continue promoting Loaned Representative (LR) pragrto peers and management

e Provide your GCWCC Manager with the Delivery Cobhfarson’s name and coordinates for your
GCWCC campaign materials (i.e., gift forms, broasjretc.)

June
e Ensure that all committee members attend their respive GCWCC training sessions

e Complete recruitment of canvassers
e Confirm number of employees in your department wigbur GCWCC Manager
« Develop canvasser training schedule and providejgycof your schedule to your GCWCC Manager

e Delivery of campaign materials from the GCWCC dffio the departmental deliver contact. Verify
contents of shipment. Distribute campaign matdsdrom the GCWCC office to appropriate team
members

e Book a Health Checks display
e Continue on-going meetings with your GCWCC Manager
* Finalize campaign strategies (book speakers, camgpanaterials)

« Participate in the GCWCC Seeing is Believing Teuagourage core team to also participate

July

e Enjoy the summer break!

August

Confirm all campaign plans and dates (launch, blizadership giving, special events)
e Prepare list of Special Events and work with GCW@#&hager on media plan

e Prepare a list of employees to be canvassed fdn eanvasser (make sure to include full-time, part-
time, and term employees, as well as students ambaltants)

* Book Speakers through the GCWCC manager (SpeaRarsau) for your canvasser training sessions
e Begin canvasser training
* Have appropriate team members attend critical tremer and GIFTS training (for GIFTS users)

e Ensure GIFTS is installed in your department or agg and set up your campaign structure in the
GIFTS system (refer to your GCWCC Manager)
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Set up weekly reporting mechanism (dollars, pap@iion rate, leaders & friends, % of population
canvassed)

Inform core team members of reporting mechanismadsished

Canvass senior management and campaign volunteeis po your departmental launch (pace
setting)

Inform your campaign core team members of the GCW&Dnch Event and encourage their
participation

Prepare status report on campaign progress for dépantal/agency executive committee and send
a copy to your GCWCC Manager

Check preparations for campaign launch and ensure involvement of Deputy Minister/Agency
Head and/or senior officials

September

Host Leadership Giving presentation (pace setting)
Attend, along with your core team and canvassehg GCWCC Launch

Ensure that campaign posters and goal charts a@mnently displayed in public areas of your
offices/buildings

Promote and publicize the GCWCC campaign via nettests, e-mail, videos, other

Finalize preparations for canvassing blitz ... carsvzasnior management (Deputy Minister/Agency
Head and all levels of management) prior to campeliditz

Canvass

Monitor campaign progress

Report weekly results to GCWCC Manager or LR (base&IFT forms received to date)
Ensure treasurer has all documents required for treposit of money collected

Ensure your treasurer provides completed and vedfiift forms, canvasser reports and deposit slips
to the GCWCC office on a weekly basis (through y8@WCC Manager and LRS)

October

Continue to monitor canvassing process

Ensure 100% face-to-face ask is completed by camvas

Hold your special events after your canvassingaspleted

Schedule mid-campaign review with your campaign cuitiee members and GCWCC Manager

Compile list of all campaign volunteers for issuanaf volunteer appreciation certificates

November

Execute the final campaign push (i.e. implementstgategies developed during mid-campaign review)
Complete GIFTS data entry and submit envelopes @/BCC Manager and LR (for GIFTS users)
Submit your campaign nominations for the GCWCC Adsi(locally)
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e Host your own GCWCC Achievement Event prior to tBEWCC close to announce and celebrate
campaign results (locally)

e Thank all volunteers by presenting them with appi@ion certificates at a committee wrap-up event.
Invite senior management to distribute certificates

e Attend, with core team members, the GCWCC Achievantesent (locally — please consult the
website www.gcwcc.ordor an updated list of awards, their criteria; agll as the nomination

process).

Decemibenr
e Conduct post Campaign Review — prepare a campaigiiuation and submit a final campaign
report to your senior management, next year’s camgpdeadefECC (if known e.g. current Deputy

Leader) and GCWCW®lanager
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Key Steps to a Successful Campaign

As Campaign Leader/ECC, you have been selectedinyBeputy Minister/Agency Head to oversee the
Government of Canada Workplace Charitable Campg@&WCC) within your department/agency. You
will recruit a core team, organize a campaign, gtcanvassers, arrange special events, and refgoybur
Deputy Minister/Agency Head. Throughout your campgai, a GCWCC Manager will assist you.

1. Selectt Wouwr Camypeaigym Care Tesm
e Choose your team members based on your departmeantal campaign needs
e Clarify roles and responsibilities for your team mbers
e Ensure that each team member receive proper tragprovided by the GCWCC
e Set up regular meetings with your core team membamsgl your GCWCC Manager

2. Axed iz st FH e Yoo Cempee ggm
* Hold a Strategic Planning Session (SPS) with yane ¢eam members as well as your
GCWCC Manager
o0 Canvassing (1-10 ratio, 100% face-to-face ask)
o0 Communications (Why give through GCWCC?, key messamethod)
0 Promote ease of giving (payroll deduction, consatitl giving)
 Determine and schedule key events (launch, canmgsgeriod/Blitz, special events, mid-
year campaign review, closing event)
e Set your departmental goal

3. | nwad iree Sk aor NVsesegeeantt
« Involve your Deputy Minister/Agency Head early
e Senior Management engagement and presence througtiveicampaign

40 NWari taor sanvoh] RRegquortt
e Weekly reporting to core team and to your GCWCC Mger

* Report on dollars raised, number of Friends and dess to date, participation
e Mid-Campaign Review
e GIFTS entry to date (for GIFTS users)

Nominate, Congratulate, Evaluate
e With your GIFTS entries up to date, submit your norations for the GCWCC Achievement

Awards by mid-November

e Thank your volunteers and everyone who contributtiedhe campaign

e With your core team, document any highlights anccoenmendations to pass along to the
next CL
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SEP1&LECTYOURCAMPAIGNCORETEAM

Because your core team will plan and implement yeuatire campaign, the single most important element
for its success is to have the right people on yooire team. The size of your department/agency will
determine how many members your core team needs whdt their functions will be.

Choose Your Core Team
e Choose people who are truly committed to the phidpfly and goals of a workplace charitable
campaign;

» Ensure that all employee sectors of your departniagéncy are represented, including labour,
where appropriate;

e Consider recruiting people who have served on grasicampaigns;
e Choose people who are hard working, well-liked amthusiastic;

* Choose people who have expertise in the areas yeul ffor example: communications,
finance, etc.);

e Ensure some of the members on your team will comfaita two-year term in order to provide
experience to your department/agency;

e Ask your core team members to commit to the campalyy making their donations first.
e Clarify roles and responsibilities for your team mbers
e Ensure that each team member receive proper tragnprovided by the GCWCC

e Set up regular meetings with your core team membamsl your GCWCC Manager

Team Training

The GCWCC team will provide various training sessiohis year for your core team members, including
Campaign Leader/ECC (RépiyiQ ampadgmnleaade HCSTN r&iaing @ HitersCoommunicedioossQifioes |
Branch Coordinator and/oTeéaanCappainSppeidhEReats COondifiatipraiddasaemen addition to
training on the GIFTS software program.

It is essential that all members of your core teattend training and it is the role of the Campaign
Leader/ECC to motivate committee members to atterdp to date Training guides will be provided.
Training sessions will be scheduled so please nzake to recruit your team members in time. Contgatur
GCWCC Manager to find out the exact dates and |awat
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STEP2=ANALYZE ANDPLAN YOURCAMPAIGN

A successful campaign is 80% planning and 20% di@tuStart by reviewing your department/agency’s
previous campaigns, especially last year's campaigth the help of last year's Campaign Leader/ETken
identify your strengths and opportunities for impr@ment, taking into account any changes within the
department/agency, such as a change in the numtestaff or new locations.

Hold a Strategic Planning Sessiqi$PES)S)

One way to guarantee a successful workplace camnmigidgo schedule a Strategic Planning Session (SPS)
This is a key-planning tool that is available toromorkplace campaigns. The analysis represents @ wur
session with the Campaign Leader/ECC, Core Team beEmand your GCWCC Manager.

Participating in an SPS develops professional skilicluding analytical skills that can be appliedthe
workplace. Our session will:

e develop a thorough understanding of your campaighistory and trends;

« focus on your campaign’s areas of greatest poténtia

* identify campaign strengths so they can be protettend expanded,

e develop strategies and a work plan to increasernthenber and level of employee contributions;
and

e enhance your Campaign Team’s capacity to work as@dinated team and build their confidence
to deliver a great campaign.

Our SPS serves to provide a “snapshot” of the eygglacampaign. As a team, we analyze various data,
including the employee donations, special eventsl deadership Givers; examine the breakdown of ressul
by sector, branch or floor; and suggest any othateptial improvements.

Once our SPS is complete, you and your core tedhbenefit from the renewed commitment and
enthusiasm that comes from knowing you are on thght track!

GCWCC is ready to help you plan your campaign. Witluschedule your SPS with your GCWCC Manager.

Establish Your Objectives and Strategies

« Determine and schedule key events (launch, canngsgeriod/Blitz, special events, mid-year
campaign review, closing event)

Common objectives in all GCWCC campaigns are to:

e canvass 100 per cent of employees;

e increase employee patrticipation;

e increase the number and amount of payroll deductin
* increase the number of friends and leaders;

e increase the average gift of employees.

Larger departments/agencies can look for five-year tremdemployee participation and measure
the number of donations that have increased or decezhsas well as other factors. Whatever your
specific objectives, they should lead to a financialgbat is realistic, achievable and challenging.
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Strategies to Meet Your Campaign’s Objectives

Have fun!
Recruit volunteers who are capable and committed.
Participate in GCWCC training sessions.

Involve your organization’s labour division and eme active support and participation from
management.

Train your canvassers effectively, they are vitathie campaign.

Schedule your campaign as early as possible and #te=campaign shorter and intense, versus
longer and dragging.

Canvassing to take place prior to special events.
Schedule special events for your launch to heightesibility and create enthusiasm.

Invite guest speakers, show video and arrange offiesentations to increase your employees’
awareness of GCWCC (consult your GCWCC Managexvaitable speakers and materials).

Implement a canvassing process that suits your aiggation (i.e., choose one-on-one canvassing, group
canvassing, or a combination of both, dependinglmmsize of your department/agency).

Canvass 100 per cent of your employees, includimgé who work shifts or part-time, off-site
or on contract.

Encourage payroll deductions.
Promote Leadership Giving.

Consider a “fair share” giving program in which elmpees donate a percentage of their salaries
through payroll deductions (for example, the equieat of a coffee break per pay period).
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STEP3=INVOLVESENIORMANAGEMENT

Every successful department/agency campaign neeasg endorsement from the top. By agreeing to a
campaign, your Deputy Minister/Agency Head has ally indicated an interest in supporting the GCWCC
and our community. It is important that you encouge your Deputy Minister/Agency Head to demonstrate
his or her support to employees by taking an actarel visible role in the campaign.

Involve Your Deputy Minister/Agency Head

Ask your Deputy Minister/Agency Head to:

e authorize adequate time for your role as Campaigratier/ECC
* have close contact with the Campaign Core Team apgrove its employee campaign goals;

e authorize adequate time and money (where budgets provided), for the Campaign Core
Team’s operations;

e approve time for training canvassers and for spéeimployee events;

« endorse the campaign by appearing at the departrdagéncy launch, the first campaign team
meeting and other campaign meetings of employees;

e be the first person canvassed;
« send a letter to all employees asking for their pag;

e conduct a special solicitation meeting with senioranagement and participate in a Leadership
Giving presentation early in the campaign;

e host or arrange a congratulatory achievement eviartall volunteers (for example, a coffee-
and-doughnut or wine-and-cheese -reception); andhithe Campaign Leader/ECC, thank all
volunteers.

Ideas for Fun

Here are a couple of ideas used by organizatioristolve their senior management:
e At acampaign event, several senior managers wezesed in chefs’ hats and aprons and
prepared a “feast of all feasts” for employees.
e Senior management could host a desk delivery balte salled “Executive Sweets”.

e Two Deputy Ministers participated in a “Loonie Chethge” in the main lobby of their building
to create campaign momentum and fun among employees
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STEP4=MONITOR ANDREPORT

Keeping track of results during all phases of yoampaign is vitally important to its success.

Monitor Your Campaign

Consult with canvassers and branches/sectors atiatles, and especially when there seems to
be low performance.

Create a tracking system to record and analyze caigp results daily and identify trouble
spots.

Update management on your campaign’s progress asdes.
Report results weekly to your Deputy Minister/Agentiead and to your GCWCC contact.
Keep campaign enthusiasm high by regularly informiemployees and canvassers of results.

Ensure that Leadership Gifts are reported to the\VBCC office so that they are recognized
properly.
Plan a mid-campaign review.

Report final campaign results to your Deputy MinestAgency Head and union representative.

Establish a complete and detailed reporting struotu

Report on dollars raised, number of Friends and de&, participation rate, percentage of goal,
etc...

Ensure timely entry of gift forms into the GIFTSssgm. (For GIFTS users)
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STEPS*NOMINATE, CONGRATULATE EVALUATE

Key to the success of GCWCC is the work of the slaods of volunteers who give their time and talémt
the campaign. It is critically important that youwvolunteers are recognized.

Nominate

During the GCWCC Achievement Celebration (locallygrious departments are highlighted with a
variety of awards. Please consult the Websit@w.gcwcc.orgfor an updated list of awards, their
criteria, as well as the nomination process.

Say Thanks!

Send committee members a welcoming letter thankihgm for their willingness to serve in
the campaign. State that core team members willlhsome department/agency time
carrying out their responsibilities.

Host a lunch for your committee. You may want taeiade your canvassers.
Purchase token gifts of thanks such as t-shirts)gietc.

Publish a special “thank you” article in your depraent’'s/agency’s newsletter — or make up
your own flyer.

Hold a special event to thank donors and volunteeBe sure to thank your canvassers and
publicly recognize them.

Present certificates or plaques that are inscridedecognize volunteers. The GCWCC office
can supply certificates for each of your voluntearsd these are also available on the website.

Ask your Deputy Minister/Agency Head to send a ttof thanks to core team members and
canvassers at the end of your campaign.

Evaluate Your Campaign

It is important to evaluate your campaign to detein@ whether it met your objectives, achieved yooals
and responded to your strategies. ldentify aspegftyour campaign that worked well and those thatidiot.
Document your findings for next year’s core teandamake recommendations for future campaigns.
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Communications

In the early stages of the campaign, you and yoom@unications Officer will want to plan out your
communications strategy. Here are some tips thet provided in the Communications Officer Guide to
help you better coordinate your efforts:

Determine Modes of Communication

Decide how and when you will communicate with thangpaign team and canvassers. Some teams prefer to
be informed by e-mail, others prefer to share imf@tion by telephone or in person. An e-mail distuifton

list works well in many offices, but only you caatdrmine the most effective means in your workplace
Whatever means of communication you choose, ensgrtinat everyone gets the right information at the

right time is crucial.

When your canvassers come to you for answers tdr ipgestions or need additional information, be
prepared to know where to get that information qlkiy. The GCWCC Web site is a great place to gsudoh
information, and having it book-marked will help yaget there quickly. Your GCWCC Manager can aldp he
provide the right information.

Report Totals in a Timely Fashion

It is important to keep your canvassing team focdsan its goal. To do that, you need to provide upelate
totals and let the team know whether it is on trats reach the final goal by the deadline. Give fagu
weekly updates on how many donations you've reatiaed what the total is for your area.

Attend Meetings

As campaign leader/ECC, you are responsible torattthe meetings and keep everyone else on the
canvassing team informed and up-to-date. These rimegs will not only provide you with important
information, they will also motivate and inspire ypwhich in turn will be passed on to the canvasser

Promote the Campaign!

Let everyone know that the campaign is happeningeigible campaign will get everyone’s attention and
keep them talking! One suggestion to increase ysampaign’s visibility is to post thermometer poster
throughout your workplace — a constant reminder éoeryone of the progress you are making toward your
goal.
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Seven Steps to Canvass Success

As ambassadors for the GCWCC, canvassers areatritdhe campaign’s success. Follow these steps f

best results:

To Do
1. Attend a training
session for
Canvassers

2. Plan your canvass
strategy with your
team

3. Give your gift first

4. Inform your
colleagues of your
role and intentions.

5. Build your
confidence

6. Ready, Set,
Canvass!

7. Report and
evaluate

Reasons

To gain knowledge: Who is the GCWCC? What is Hierasser
role? How and when to effectively canvass? Why dogs YES

community need contributions and what are the impa® How to Date:

record contributions? What are the canvasser repogt
requirements?

Canvassing should always happen priorspecial events. Establish
who will be canvassed and when (10-15 colleaguesq®vasser). YES

Generallypeers canvassing peers’ is the best approach. Spaghk Date:

your Campaign Leader /ECC about your Leadershiptstgy, which
could impact your canvass.

Demonstrate your own dedicm and set an example by donating
first. This will give you more confidence when apaching YES

colleagues. Date:

Formally introduce yourself (see sample letter/emdo those
assigned to you as a GCWCC canvasser. Expressnyentions YES

and request a face-to-face meeting (although thiaynrseem formal, Date:

it confirms expectations and the importance of yooanvass).

Start by canvassing regular donors. A few quickcasses will give
you the confidence and momentum for the rest of y@anvass. YES

Date:

Canvass 100% of employees assigned to you faceto-Share the
benefits of the GCWCC and your own reasons for suppg your  YES
community. Explain the advantages of the Payradidbction

program. Assist with the completion of gift formand if they seem
undecided, leave the form and return later. Thamkeryone for

their time - regardless of the outcome.

Complete and file a daily Canvasser Report. Evalo&ayour
canvass with your captain or leader. YES

Done?

NO

NO

NO

NO

NO

NO

NO
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Questions & Answers

Q-What is the GovernmenobCanada AW ikiisles €Oantdble Capxpaig(CGOUBLOR)?

A-The GCWCC is an opportunitipr federal government employees and retireesupport Canadian
charitable organizations, in a consolidated and te#fectivefashion.

There are three main beneficiaries to this unifiedaritable campaign: Healthpartners, your local
and national United Way/Centraide, as well as artlgey Canadian registered charities.

Q-What are the benefits to contributing through the@QWCC?

A-There are several advantages to you and to thyasehelp when you contribute through the GCWCC:
Convenience - One gift can cover many supportedgpams and services;

Payroll Deduction Option— Equal payments extendegpone year makes contributing easy;

Q-Why should | give?

A-Because chances are, you or someone you knovbeniéfit from one of the thousands of services
offered by Healthpartners and United Way. In fagpproximately one in three Canadians will be
assisted at some point in their lives.

Q-What happens to my contributioraftéet yiyee

A-That's up to you. You can choose to direct yoandtion to any combination of local or national
United Way/Centraide, Healthpartners, or any Canaxliregistered charity.

Healthpartners funds medical research, health prama and patient services programs; and United
Way/Centraide funds social service.

Q-How much should | give?
A-Every decision is a personal one. The best respasto speak to impact and suggest guidelines

e Consider with the prospect what their donation cao. See the ‘Power of Givingwatw.gcwecc.org
and speak to impact;

e Consider a donation at the Leadership level;

 The Canadian Centre for Philanthropy suggests tGainadians donate one percent of their
annual salary to charitable causes;

« Donate one hour’s pay per month (to calculate tbanveniently, multiply your annual salary
by 0.00065);

e Match or surpass the average donation in your agédepartment;

« Increase your donation from last year by a few dd| or by an amount equivalent to the
increase in salary or cost of living.

Q-What if | want to donate but can’t affort to?
A-Even small increments make a difference.
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Did you know that by donatin$4$¢eepapwill provide four hours of counselingawictim of sexual
abuse?

By donating$bpgezrpagyyyou could provide resource materialstfeo educational workshops for
children who are close to a person with Multiplel&osis.

Q-Why is my GCWCC gift so vital to the community?
A-Because so many people depend on the generojylalic servants.

Q-Can | make one gift to cover all the charitiesroy choice?
A-Absolutely, this is one of the strengths of th€&CC. Simply follow the instructions on your gift
form, allowing you to designate your donation atliwi

Q-How much off my comtrilbution goes to fumdiraisimg cess?

A-You can be confident that your investment in tl&CWCC will be handled wisely. With charitable
operating costs among the lowest in North Ameriamfer 15 percent), local and national United
Ways/Centraides (which manage the GCWCC) will maizienthe impact of your gift.

Q-Why do someHeakppetrieessreaniierss s Wi tese Wigay/ (Canttied dée spppiedech agersgann
individual fundraising campaigns?
A-Organizations and supported GCWCC agencies afélil with Healthpartners and United
Way/Centraide may not receive all the fundeeded to operate. Therefore, they have to firtteot
funding sources.

Q-Are the details of my contribution and my personiaformation kept confidential?
A-Yes, all information concerning you and your cabution is confidential and remains with the
GCWCC.

Q-What if | change my mind about my gift?
A-You may change your gift by notifying your payrahit in writing.

Q-What if | retire?

A-Please be aware that payroll deductions ceasenugtirement. Please call us at

1-877-379-6070. It would be our pleasure to disgtour options with you:

< Honor your gift by paying off the balance with casineque or credit card; or

e Convert your gift to pension cheque deductions. u¥ payroll office can help you fill out the
appropriate forms.

Please visitvww.gcwcc.orgor more information regarding our Retiree Program

Q-What if | change jobs?

A-You may honor the amount owing in a single paymeoar renew your gift at your new place of
employment. If you are moving within the Governmari Canada, please consult your pay office to
ensure that your payments continue as usual.

Q-What is the Loaned Rep Program?
A-The Loaned Rep program is a career developmepbaoinity with the united Way/Centraide,
whereby federal employees are seconded during cagmpfar a 16 week period. For more
information on the Loaned Rep Program, please wisitw.gcwcc.org

For more messaging to assist with questions, please visit Www.gcwcc.orgnd click on FAQs.
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Gift Forms

The GCWCC gift forms offer designation options §iving as clearly and concisely as possible.
Main portion (top) Must be forwarded to the GCWQice.
Tear Away portion (bottom) Payrolfd¢fqyapaptbdstiudiionm amly

The donor could keep it if the method of payment is
not a payroll deduction.

THERE ARE FOUR MAINESHGINSNEOTGI ETAHORERSV

1. Name, address and other related imf@tioation

Include payroll identification number, as well asime addresses (Canada Revenue Agency requirement).
The canvasser will also add his/her canvasser numbe

2. Amount of donation and method of payment
Donors must indicate the total amount of donatiomd the method of payment of choice.

a@.. Payroll Deductions:
Indicate the amount you wish to donate per pay meti Ensure that the donation amount can be
divided into the number of pay periods (i.e.: $4026 pays = $39 per pay).

b. Cheque:
Make cheques payable to "United Way (Governmer@anhada Workplace Charitable Campaign)"
and attach to the gift form.

c. PostDated Cheque(s):
Make post-dated cheque(s) payable to "United Wag\(&nment of Canada Workplace Charitable
Campaign)". Attach the post-dated cheque(s) to i form.

d. Cash:
Insert the cash into an envelop and attach to thé ¢prm.

@.. Credit Card:
Indicate the type of credit card, name of persorpagring on credit card, credit card number,
expiration date and telephone number.

Donors must choose between a one-time payment cglt monthly payments. One-time payments
will be processed upon receipt and twelve monthyments will be taken on the 15th day of each
month, starting in January of the following year.

3. Donor Signature
Donor signature and date are mandatory for all coeted gift forms.

4. Donor Designation

Donors should indicate where he or she wishes tecdithe donation; to any national United
Way/Centraide, Healthpartners, any Canadian regist charity, or all of the above.
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BOX A—United Way/Centraide
Donors may choose to designate a donation to onenore specific United Way/Centraide (refer to the

codes on the back of the gift form.

Donors can then choose one of the following options

- Distribute where it is needed most to provide theoadest range of support and help the greatest
number of people;

< Distribute to one or more impact areas (Children¥®uth; Victims of Abuse; Services to
Alleviate Poverty; Seniors; Families);

e If you choose to give to more than one United Wagiraide, you must complete one gift form
per United Way/Centraide.

BOX B-Healthpartners
» Designate a donation to the Healthpartners membdrsm which donations will be distributed:;
OR
« Designate a donation to one or more specific Heplhtners member organizations (please refer
to the GCWCC brochure).

BIDXG=Other Canadian Registered Charities

e Designate a donation directly to any other Canadiayistered charities of choice. Please
indicate the exact name, full address and charitynmber of the charity. This is important as
many charities have very similar names and multifdeations.

e The charity must be registered with Canada ReveAgency and you must indicate the business
number of the charity. This number may be obtainieyg calling 1-888-892-5667 or by referring to
www.cra-arc.gc.ca.

A minimum donation per charity may be required fdtve GCWCC to honor the donor’s gift.
Please refer to your local United Way/Centraide foore information.

Be sure to verify that the amounts reported at ttop of the gift forms are an accurate reflectiontbke
designated amounts in Boxes A, B and C. All unugiidorms must be returned to your team captain o

campaign leader/ECC.
A person is only considered canvassed when he/skedontributed orhas expressed a desire not to

contribute.
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The Power of Payroll Deduction

There seems to be no end to the advantages of #yegil deduction program, for the campaign and the
donor. It's simple, painless and exceptionally effee. It's also becoming increasingly popular.

How does it work?

Simply ensure the donor enters the contribution amu on the gift form, checks the payroll deductidiox,
completes the “Payroll Identification” area, andgwides mailing address and signature. The rest is
automatic with payments from January to Decembettlre following year.

Payroll deductions are treated the same way in plagroll office as other employee deductions, sush a
unemployment insurance and pension contributions.

How and when should | promote the Payroll Deductiéhan?

The best time to promote the advantages of paydatuction is at your first meeting, when outlininge
payment options listed on the gift form. Make paylrdeduction the obvious choice from the start, agdu
will make your job a lot easier.

Stress the advantages to the donor:

Payroll deductions are easy on the budget, with Broanvenient installments throughout the year;

Contributions are indicated on the T4 slip — no neolost or misplaced receipts;

Consolidated giving. One form, once a year.

Keep in mind that people tend to be more generousew they realize their total contribution is spreamer
the whole year. Hence, payroll deduction is beftareveryone.

For domors, it is easier on the budget. Payments areanvenient installments and the T4 means no more
lost receipts at tax time.

For camvassers, payroll deduction means easy recorgikeg less follow up and no handling of cash or
personal cheques.

For theempibopear, payroll deduction demonstrates a strorapumitment to the campaign.

For Healthpartnersaa Whitesd Wiggy/ (Centteddiarger donations mean that more dollars find their way to
desperately needed programs and services.
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Leadership Giving

Leaders are donors who donate at the leadershiglle@ach year. Their generosity is also a source of
leadership advocacy and inspiration to others. dlees can influence and guide peers to also have a
substantial impact in one’s community. As leadente from all backgrounds, income levels and aréasy
are often part of the canvassing strategy. For enmformation on current leader strategies, pleas® your
campaign leader/ECC.

An important role you also play is encouraging agticing donors to contribute to their campaign #he
Leadership level. You can do this by pointing eaine benefits, such as:

Tax benefits: With the tax benefits of payroll dedion, donors may find that Leadership Giving isn’
out of reach. In fact, the total cost of a Leadwepsgift is significantly reduced when tax benefise
factored in, depending on where in Canada you livegift of $1,000 could cost as little as $635mut
$24 per pay.

Substantial Impact: $1000 a year provides threddebn ages 8-12 who have a parent with an addittio
issue with counseling and support.

Canvasser Report

Your canvasser report is a key document for theemmial control of contributions and is the referenseurce
for all future consultations. The report providasormation regarding the number of donors versuset
number of individuals canvassed, valuable data ampaign progress to date as well as data for subsaty
analysis of campaign results.

Every day, you will complete a report and give ymam captain or campaign leader along with colledtyift
forms, cash and/or cheques. After it has been appand signed, make a copy of the Canvasser Réport
your records.

Tax Receipts

The allocation of tax receipts depend on the tydecontribution. For instance, with payroll deducns,
total yearly donations will be automatically indited on the donor’s T4 slip; therefore no separaesaipts
are issued from GCWCC.

For cash, cheques, post-dated cheques and one-tiredit card paymenjyeceipts are automatically issued

for donations of $20 or more (please consult withuy local United Way concerning their policy). e@ke
provide home addresses to ensure donors receive theome tax receipts.
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Campaign Tools

Speakers’ Bre@au

GCWCC offers volunteer speakers from United WayAZ&de and Healthpartners in English and Frenchl Al
have first-hand experience with the valuable seeddJnited Way/Centraide and Healthpartners have to
offer. Many of our volunteer speakers have beefidirectly from United Way/Centraide member ageesi
or Healthpartners member organizations — and thgyeak from the heart.

Speakers are available throughout the year. We meoend that you give us as much advance notice as
possible so we can schedule a speaker who matahsneeds. Popular topics for presentations ares th
needs of youth or seniors, counseling and advocpoygrams that meet special needs, medical reseairuth
health education programs. Full information on GCWGSpeakers Bureau is available online at
WWW.QCWCC.0rg

Leadership Speakers Bureau

Similarly to the Speakers Bureau, Leadership SpesaBereau are trained speakers who can attend your
Leadership event, speak at a general assemblyn@tse executive committee meeting, and promote the
various levels of giving. Leadership Speakerdrareed to explain the benefits of giving at thealgership
level, speak to the needs of the community, and ivette employees to give.

Seeing is BidenigJd dors ¢l dcaliyyspeak with your GCWCC Manager)

Seeing is believing (SIB) tours are great opportiesito visit the agencies and organizations thateive
funding from United Way/Centraide and Healthpartngrand actually see for yourself how your donations
are helping people in your community. Please cdngaur GCWCC Manager for dates and locations of
upcoming SIB’s,

Several departments also schedule their own custadi SIB tours aimed at their own campaign volunteer
and culture. These can sometimes take the formvalking tours by visiting nearby agencies, thusiag
time and expense.

We strongly encourage you and any of the campaiglumnteers in your department/agency to register for
the SIB tours.

Day of Caring (locally- speak witth yowr GOWOT Miamagen)

Another valuable experience for campaign volunteersiepartmental staff is to participate in the Day Caring
(DOC). DOC brings together teams of people framerous private and public sector workplaces andigiss
them to a specific agency or community project tmpide a helping hand for 1 day. Since particigaregister in
teams, this becomes a great team-building eventtampaign teams or workplace employees. Individual
participants or smaller groups can also be matchgawith others to form a team.

Participants congregate in the morning, meeting wjih all the teams, having breakfast, receivingith
assignments, and return at the end of the day targftheir experience.

We highly recommend this activity and invite you tegister early to reserve your spots for your tésyn Please
your GCWCC Manager for more information.
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GCWCC Awards

The GCWCC has a number of award and recognitiorgpaims aimed at bringing attention to the
outstanding contributions federal employees andirees make to their communities. These tools can be
used to motivate and encourage charitable givingmpaign dedication and community engagement.
Communications Officers can promote these awardsl d&nonorees at events, in newsletters and other
communications vehicles and are encouraged to fordvaominations to the GCWCC team. Award and
recognitions initiatives currently in place include

GCWCC Community Appreciation Award (CAA award)

While the GCWCC is often associated with raisindlas, it is well understood that it takes more tha
money to create a strong, healthy community.

Federal employees and retirees are among the mast@and engaged volunteers and community
supporters. In 2004 the GCWCC launched a new aywasgram that recognized the “unsung heroes” in our
midst. The Community Appreciation Award (CAA) isgsented to federal employees and retirees who have
gone above and beyond in the service of othersthed community.

Generally, the CAA’s are awarded during surprisesgntations to worthy recipients in their workplace
volunteer organization. GCWCC staff works with ealjues, family and friends to ensure that the
presentation is a special for the individual beihgnoured. Senior GCWCC volunteers often particgat
the presentations which see the honoree presentédith & recognition plaque.

Do you know a federal employee or retiree who yerl fs worthy of receiving a CAA? Please consult yo
local GCWCC Manager to find out if this program €tgiin your region.

The GCWCC Mitchell Sharp Award for Meritorious Siee/

The GCWCC Mitchell Sharp Award for Meritorious Seevrecognizes a federal retiree whose lifetimeorec
of service to community and country stands as anéhg example of dedication, generosity and commitmte
to others. This award was named for the late MitiiSharp, one of our country’s best know publicveats,
and someone who, even in retirement, remained datid to our country and the well-being of its peepl
The award is presented at the annual GCWCC Campaiginievement event; a nomination form is also
available atwvww.gcwcc.org (Please consult your local GCWCC Manager aluistaward)

Campaign Achievement AwardsP (dsas=nnsubuli thigouloaial-G oM C O/sianagea adout
these awards).

At the end of every campaign, departments and agesiare recognized for their outstanding achievertsen
toward the GCWCC. A series of awards are preseatdldde Achievement Celebration recognizing
outstanding campaign achievement in a series ofegairies. Please see the recognition section latate
www.gcwcce.ordgor a comprehensive listing of awards and how ydepartment/agency can qualify.
(Please consult your local GCWCC Manager aboutdragards).
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Healthchecks

The Healthpartners Health Checks is a free eduaaigprogram designed to make people more aware of
their health and to show how simple lifestyle ch@asgcan make a real difference. Health Checks dezeaf
to Government of Canada employees at their workpland take only 20 minutes. People are invited to
participate in a series of Health Checks statiow$iere they find out everything from their blood pgsure to
nutrition education. Health-related information islso available to help them learn more about heglth
living.

GCWCC.org

For any additional information or campaign updatgsiease visit the GCWCC Websiteyw.gcwcc.org
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Recipient Organization Profiles

Healthpartners/Partenairesanté
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HEALTHPARTNER$EMEERFOGBANNIAADNSSPRREOLES S

Today’s aging population means that more Canadittren ever suffer from age-related diseases; howawany
diseases know no age limits.

Alzheimer Society of Canada: The Alzheimer Sociégntifies, develops and facilitates national prities that enable
its Members to effectively alleviate the personatissocial consequences of Alzheimer Disease aratedldisorders.
The organization promotes research and leads tharele for a cure. Information: 1-800-616-881&vww.alzheimer.ca

ALS Society of Canada is dedicated to finding aecwr effective treatment for ALS (Amyotrophic LagiSclerosis),
also known as Lou Gehrig's disease. The Societysfuesearch into the cause and cure, promotes etianand
awareness, and provides support to patients, tHamilies and care givers. Information: 1-800-26 FAdrwww.als.ca
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Canadian Cystic Fibrosis Foundahq@CFF) is dedicated to finding a cure or casitfor CF, an inherited, fatal
disorder affecting the respiratory, digestive areproductive systems. The CCFF’s programs have darted to
dramatic improvements in the median age of survifat Canadians with CF (from four years of age %@, to over 35
years today). Information: 1-800-378-2233mww.cysticfibrosis.ca

$ o " ") ( L Rt

% " "& 6 et 7 & ( - 6 " % H

& - 0 "o % % ( ) % ( v & =

# ) ) # i ") - ) '
;) <t +>61* 1720 o+ A %" 1
$ ( %% "") % " $ % " ) ") B "oyt
# " " " % ) " ' e " )' &(#' > A
6 ) " ) ) > ) < + 0+t
$ % "tHE "0 - A9 % 3 "&)")) " #H ¢

* - " " # ' " ) %

) - wC-) " %
378))) # o ( %) ") <rot
* $ % *+ ) B " # # '4) 7 % % ) "

" " -k ) ;

) % " & )" % 7)) <+ o+ 4 "+

Heart and Stroke Foundation of Canada is a leadimgder of heart and stroke research in Canada. @ission is to
improve the health of Canadians by preventing aeducing disability and death from heart disease astrtbke through
research, health promotion and advocacy. Informaitid-888-HSF-INFO avww.heartandstroke.ca
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The Kidney Foundation of Canada is the nationalwker organization committed to reducing the burdeof
kidney disease through: funding and stimulating iowvative research; providing education and suppg@rpmoting
access to high quality healthcare; and increasingl awareness and commitment to advancing kidrtesalth and
organ donation. Information: 1-800-361-7494wonww.kidney.ca
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Parkinson Society Canada is the national voicehef hearly 100 000 Canadians living with Parkinsohi&spurpose is
to ease the burden and find a cure through reseaedtucation, advocacy and support services. Pakirssis a chronic,
slowly progressive disease, the symptoms of whigbear when there is not enough dopamine in the brddopamine
is a naturally occurring chemical that allows neruells to transmit messages between each otherthed to muscles
to facilitate normal movement. Information: 1-80065-3000 owww.parkinson.ca
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United Way / Centraide Canada

www.unitedway.ca

UniGed Way
% Centraide
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