CFC COMPLIANCE ASSESSMENT GUIDE AND REPORTING REQUIREMENTS FOR LOCAL COMBINED FEDERAL CAMPAIGNS WITH RECEIPTS OF 

$500,000 OR LESS 

Local Combined Federal Campaigns (CFC’s) with total gross receipts of $500,000 or less, are required by the Office of Personnel Management to complete this compliance assessment.  This assessment includes a copy of the audit for the organization acting as the Principal Combined Fund Organization (PCFO), the PCFO checklist, campaign material review checklist, and completed pledge card questionnaire.  

The organization acting as the PCFO must provide audited financial statements annually in accordance with generally accepted auditing standards (GAAS) and maintain all organization and CFC financial records in accordance with generally accepted accounting principles (GAAP).  The audit must include a separate schedule of CFC receipts and expenses for the most recently completed campaign year (2000 CFC) and must certify that the PCFO’s financial review per the criteria outlined in Appendix A was in compliance with 5CFR Part 950.  However, if the organization acting as PCFO has less than $100,000 in total revenue for the immediately preceding year, the financial audit in accordance with generally accepted auditing standards may be substituted with a review or compilation by an independent certified public accountant.  The review must also include a schedule of CFC receipts and expenses.

Each local CFC with receipts of $500,000 or less, shall provide the following information:

PCFO Checklist and Compliance Assessment Reports  (signed by the LFCC by June 15)

1)
Compliance Affidavit.

2)
Completed Principal Combined Fund Organization (PCFO) Checklist.

3)
Completed Campaign Material Review Checklist.

4)
Completed Pledge Card Questionnaire.

Financial Audit Report (prepared by independent certified public accountant)

1)
A copy of the organization’s audit in accordance with generally accepted auditing standards or a copy of the review or compilation by an independent certified public accountant, whichever is applicable.

2)
A comparison chart of Budgeted Expenses vs. Actual Expenses that includes the percentage of budgeted/actual expenses.  Include the amount reimbursed to the PCFO for campaign expenses and, if applicable, provide support that the PCFO did not recover more than 10% in excess of their approved campaign budget. (see Appendix A for further information.)

3) A disbursement and allocation of funds schedule for the campaign year.

A copy of these documents and the audit must be sent to OPM by September 16, 2002.

CFC COMPLIANCE AFFIDAVIT
CFC Control Number:     ___  ___  ___  ___

CFC Name:  ________________________________________________

Principal Combined 

Fund Organization (PCFO):
_____________________________________________

Address:

_____________________________________________

City/State/Zip
_____________________________________________

Telephone:

_____________________________________________

I, ____________________________________, am the duly appointed representative of the above named Combined Federal Campaign with the authority to affirm or attest that the information and responses contained in the Principal Combined Fund Organization (PCFO) Checklist, the Campaign Materials Review Checklist and the Pledge Card Questionnaire attached are, to the best of my knowledge, true and accurate statements.  

____________________________________

LFCC Signature





____________________________________

Typed/Printed Name





____________________________________

NOTE:
Certifying Official must be an LFCC Representative.  The PCFO is expected to assist in completing the information with an LFCC representative verifying the information to be true and complete.

PCFO CHECKLIST

The campaign cycle relies on a timeline determined by regulation.  Adherence to the timeline and compliance with critical activities such as selection of PCFO, reporting of campaign results, and timely disbursements is essential.

1.

Did the Principal Combined Fund Organization (PCFO) file a timely application with the Local Federal Coordinating Committee (LFCC)?

2.

Did the PCFO provide adequate opportunities for federations and organizations to offer suggestions relating to the operation of the campaign, campaign materials, and training?

3.
 
Did the PCFO file with the Office of Personnel Management (OPM) by March 15 OPM Form 1417, Campaign Results Code Sheet?

4.
 
Did the PCFO notify federations and organizations of the amount designated, if any, and of the amount allocated from undesignated contributions by March 15?

5.

Did the PCFO forward a list of donors that requested their name and address be released to recipient organizations by March 15?  (The list of contributors must omit the amount designated, social security numbers and clearly identify the organization to receive the donor's name and address.)
6. Did the PCFO make initial disbursements to federations and organizations by June 1 and quarterly thereafter?

7. Did the PCFO base the campaign budget on actual estimated costs and not on percentage of gross campaign receipts? 

8. Were the pledge card designations properly recorded?  (Review a sample to verify.)

Certifying Official’s Signature______________________________________________________

NOTE:
Certifying Official must be an LFCC Representative.  The PCFO is expected to assist in completing the information with an LFCC representative verifying the information to be true and complete.

CAMPAIGN MATERIAL REVIEW CHECKLIST
1.
Determine whether the campaign brochure included:


 required OPM information, [OPM National List with instructions]


 a list of eligible voluntary organizations (divided into national and local sections),   [5 CFR 950.401(g)(2)];


a statement informing employees of their right to make a choice to contribute or not to contribute, [5 CFR 950.401(e)];


a statement informing employees of their right to designate or not to designate, [5 CFR 950.401(e)];


a statement informing employees of their right to give a confidential gift in a sealed envelope, [5 CFR 950.401(e)]; and


no organization symbols or other distractions that compete for the donor's attention, [5 CFR 950.401(f)].

2.
Determine whether the campaign brochure:



described the CFC program, [5 CFR 950.401(g)(1)(I)];



explained the payroll deduction privilege, [5 CFR 950.401(g)(1)(I)];


explained the distribution procedures for undesignated contributions [Introduction from OPM National List instructions];


clearly stated and urged federal donors to direct their gifts to specific agencies, groups, or options of their choice by designating in the boxes provided up to five organizations, [Preface from OPM National List instructions];


stated that designations may only be made to listed organizations and that write-in designations are prohibited, [5 CFR 950.401(g)(1)(ii)];


provided instructions on how to obtain information about the programs and finances of the participating organizations, [5 CFR 950.401(g)(1)(iii)]; and



informed employees of their rights to pursue complaints of undue pressure or coercion in federal fund-raising activities, [5 CFR 950.401(g)(1)(iv)].

3.
Determine whether the agency listing included an "Introduction" and whether the introductory section included the following information:


Definition of a Federation" section with the following  definition, "A federation is a group of voluntary charitable human health and welfare agencies established for the purpose of providing common fundraising, administrative, and management services to its members.  Federations may be national or international agencies, or local, representing local or regional agencies.  If you wish to designate all or some portion of your contribution to a federation, record that federation's code number in one of the boxes on your pledge card.  Contributions designated to a federation will be shared in accordance with the federation's policy."   [OPM instructions].


An “Unaffiliated Organizations" section which informs the donor how to contribute to an organization not affiliated with a federation.   [OPM instructions].


An "International General Designation Option" with the following explanation: "I request that my gift be shared among all the international organizations listed in the "International  Section" of the Agency Listing in the same proportion that they received  designations."


"Undesignated Funds" section that consists of the following explanation:  "Even if you choose not to designate to a specific agency or federation, your contribution will still be accepted.  Funds contributed to the CFC, but not designated to a specific organization or federation will be distributed to all organizations in the CFC brochure in the same proportion that was contributed in designations."

4.
Determine whether the agency listing includes a "National Organizations" division with the following characteristics:


was a faithful reproduction of the OPM Director's list (unless there were waivers) [5 CFR 950.401(g)(2)]; 


the title "National Unaffiliated Organizations" preceded the listing of unaffiliated agencies [5 CFR 950.401(g)(2)]; and


national federations were listed with their member organizations and identified as federations.

5.
Determine whether the agency listing included a "Local Organizations" division and whether the federations and unaffiliated agency sections each included: 


the title "Local Unaffiliated Organizations" preceding the listing of local unaffiliated agencies [5 CFR 950.401(g)(2) and (3)]; and 



local federations listed with their member organizations and identified as federations.

6.
Determine whether the agency listing included a listing of federations and unaffiliated agencies each with:


a 25-word description, administrative and fundraising percentage, and a telephone number [5 CFR 950.401(g)(2)]; 




a code number [5 CFR 950.401(g)(3)];

Certifying Official’s Signature______________________________________________________

NOTE:
Certifying Official must be an LFCC Representative.  The PCFO is expected to assist in completing the information with an LFCC representative verifying the information to be true and complete.

PLEDGE CARD QUESTIONNAIRE
(A narrative description of this process may be substituted.  Please address each of these questions.)

1.
How are pledge cards collected, organized, and processed?

a.
What procedures are in place to ensure that pledge cards are processed properly ( e.g., not misplaced or lost, etc.)?

b.
What procedures are in place to ensure that designated and undesignated contributions are recorded properly?

c.
What procedures are in place to verify the totals?

2.
What procedures are used when an employee makes a desig​nation to an agency not listed in the brochure?

3. What procedures are used when a pledge card has mathematical errors, [see 5 CFR 950.402], or is illegible? 

Certifying Official’s Signature______________________________________________________

NOTE:
Certifying Official must be an LFCC Representative.  The PCFO is expected to assist in completing the information with an LFCC representative verifying the information to be true and complete.
Appendix A

CFC FINANCIAL REVIEW OF PCFO

BUDGET AND EXPENSES
During the annual application process the PCFO of a local CFC, a charitable organization, combination of charitable organizations or federations(s), must submit a written campaign plan to the LFCC on or before March 1 of each year in sufficient detail to allow the LFCC to determine if the applicant could administer an efficient and effective CFC.  The plan should also include a CFC budget that details all costs estimated to be required to operate the CFC.  The costs in the budget should be based on estimated actual expenses, not on the percentage of the funds raised in the local campaign.  [5 CFR 950.105(a) through (c)]

The PCFO may recover from the gross receipts of the campaign its actual costs of administering the local campaign.  In no event should the amount recovered for expenses exceed by more than 10 percent the estimated budget submitted.  The campaign expenses must be shared proportionately by all the recipients according to their percentage share of gross campaign contributions.  [5 CFR 950.106]              

Financial Review Objective
To determine for the most recent campaign, whether a budget of estimated costs for administration of the Campaign was prepared and actual costs were properly deducted from gross campaign receipts and whether campaign expenses were properly supported.

Financial Review Steps
A.

Review a copy of the PCFO budget for the most recently completed campaign (2000 CFC).

B.

Reconcile actual costs incurred for administering the campaign to the trial balance or accounting records (e.g., general ledger).

C.

Review a copy of the PCFO's policy for campaign expense reimbursement.  Determine whether the PCFO is properly matching campaign receipts and expenses.




Note:  5 CFR 950.106 implies that the PCFO should cover all campaign expenses at 




the start of the campaign and then recover their costs from the gross receipts of the 




same campaign.  The PCFO may obtain a commercial loan or line-of credit.  It may 




not, however, use receipts from a prior campaign to cover current campaign expenses.
D.

Determine whether the PCFO submitted their application and campaign plan (includes budget and details of operation) in accordance with the local campaign deadline established by the LFCC.  [5 CFR 950.106(c)]

E.

Determine whether all costs in the budget were based on estimated actual costs, not on a percentage of funds raised in the local campaign.

F.

Determine whether the campaign plan contained a signed statement by an appropriate official of the PCFO acknowledging intent to administer the CFC fairly and equitably, to conduct the applicant's non-CFC operations separately from the campaign operations, and to be subject to the decisions and supervision of the LFCC and that the PCFO is subject to the provisions of 5 CFR 950.403 and 5 CFR 950.603.  [5 CFR 950.105(c)(1) through (3)]

G.    Determine whether the LFCC selected the PCFO and approved the PCFO's budgeted expenses, on or before March 15.  [5 CFR 950.801(a)(3)]

H.
 Compare actual expenses to the budget and determine whether actual expenses exceeded budgeted expenses by more than 10 percent.  If the actual expenses exceeded budgeted expenses by more than 10 percent, review accounting records to determine whether the PCFO absorbed (did not reimburse itself) the excess amount over 10 percent.  [5 CFR 950.106]  Amounts recovered by the PCFO in excess of the 10 percent should be set out as not charged to the campaign

I.

Determine whether the PCFO allocated campaign expenses proportionately among the recipient organizations according to their percentage share of gross (cash, payroll deductions, designated, and undesignated) campaign receipts.  

J.

Review a sample of campaign expenses incurred.  Determine if the expenses are actual, traceable to supporting documentation, and necessary for the campaign.  Also, determine if the PCFO is charging for expenses not reflected in the budget.  


