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(4) Coordinate mailing of campaign materials, provide information to command project 
officers enabling them to train their campaign officials, and be responsive to questions regarding 
OCFC and supported agencies. 

(5) Assign USFK project officer reporting codes to each command project officer 
(appendix B). 

b. USFK Public Affairs Officer will ensure that the campaign receives widespread publicity 
throughout the command. 

c. Commander, Eighth U.S. Army (EUSA) will direct Commanders of Areas I through IV to 
appoint Community Area Project Officers (CAPOS). 

d. Area Commanders for Areas I through IV; Commander, Marine Forces Korea; Commander 
U.S. Naval Forces Korea; Commander, Osan AB and Commander, Kunsan AB, will-- 

(1) Coordinate, plan, organize, and conduct the campaign throughout their area. 

(2) Appoint CAPOs. Commanders will appoint Assistant Project Officers and Keypersons 
who will accomplish solicitation and collection of contributions. Assistant Project Officers and 
Keypersons will be of an appropriate rank for the size of unit(s) they represent. 

(3) Ensure that everyone is afforded an opportunity to contribute freely. Face-to-face 
interviews should stress the services that are provided by the recognized charitable organizations. 

(4) Ensure that campaign officials are afforded sufficient time to accomplish their 
campaign related duties under the provisions of these instructions. CAPO duties will take 
precedence over other duties during the campaign. 

(5 )  Ensure that contributions are truly voluntary and solicitations are in accordance with 
administrative instructions. 

e. Responsibilities of CAPO and assistant project officers are outlined in appendix C. 

f. Responsibilities of unit keypersons are outlined in appendix D. 

6. POLICIES. 

a. Individual monetary goals will not be established. 

b. Commanders or supervisors may be project officers but will not be used as keypersons to 
collect from individuals under their command or supervision. One-on-one or small group 
solicitation by commanders or supervisors is prohibited. 

c. Each prospective contributor will be interviewed and will be advised of the options available 
regarding his or her decision whether to donate. 



USFK Reg 600-250 

d. Each contributor also has the privilege of making a confidential contribution without fear of 
censure or criticism. 

e. The Keyperson's Report will be used for administrative and accountability purposes only. 
This information will not be provided to anyone other than campaign officials. No additional lists 
will be prepared from this information. 

f. Donations may be made through an allotment (the preferred method), personal check or 
currency (dollars or won). However, allotments will not be accepted from military personnel who 
will terminate active duty during the month of April or before, of the year following the campaign 
(for example, April 2001 for 2000 campaign). 

g. The bank will convert won included in OCFC deposits to dollars at the time of deposit. The 
conversion rate will be the rate in effect at the time of deposit. This regulation serves as the letter 
of authorization for won-to-dollar conversions required by USFK Reg 37-14. 

7. GENERAL. 

a. The OCFC is a yearly Department of Defense (DOD) sanctioned event that is conducted 
during a 6-week period between 1 September and 15 November. The conduct of the campaign is 
governed by Title 5,  Code of Federal Regulations, Part 950 (U.S. Office of Personnel Management 
Combined Federal Campaign Regulation, Solicitation of Federal Civilian and Uniformed Services 
Personnel for Contribution to Private Voluntary Charitable Organizations, May 26, 1988). 

b. The OCFC is an "Installation Level" project; therefore, CAPOS will report campaign data to 
the USFK Project Officer and not necessarily to their major subordinate command. Within USFK, 
the "Installation Level" will be considered the Area Commander (see USFK Reg 10-2). Upon 
completion of each year's campaign, the CFC Committee returns 6 percent of the total 
contributions collected to the area from which it was collected, for use by morale, welfare, and 
recreation (MWR) activities. 

c. Each military member and U.S. civilian employee of USFK will be given the opportunity, 
through on-the-job solicitation, to voluntarily contribute to health and welfare agencies of their 
choice. Any practice involving compulsion, coercion, or reprisal to a service member or civilian 
employee because of contribution size or failure to contribute is prohibited. 

8. OBJECTIVES. 

a. Inform all potential contributors of the purpose of the various national health, welfare, and 
relief organizations listed in the OCFC information leaflet whose many worthwhile and life 
supporting efforts rely on contributions. 

b. Advise each contributor of his or her options to designate gifts to one or more agencies 
listed in the information leaflet. 
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c. Stimulate generous giving in relation to the ability of the donor 

d. Encourage donations by payroll deduction. 

e. Interview 90 percent of potential contributors within 3 weeks of campaign starting date. 

f. Publicize the campaign, stimulating general interest and concern for the various agencies 
and their need for support. 

Users are invited to send comments and suggested improvements on DA Form 2028 
(Recommended Changes to Publications and Blank Forms) to the Commander, USFK, 
ATTN: FKJI-J-P, Unit #15237, APO AP 96205-0010. This publication is available on the 
EUSA lntranet at www-eusa.korea.army.mil 

FOR THE COMMANDER: 

- 

F. W. MORRIS 
Assistant Adjutant General 

4 Appendixes 
A. References 
B. Community Area Project Officer Codes 
C. Duties and Responsibilities of Community 

Area Project Officers and Assistant 
Project Officers 

D. Keyperson's Duties and Responsibilities 

OFFICIAL: 
DANIEL R. ZANlNl 
Lieutenant General, USA 
Chief of Staff 

Glossary 

DISTRIBUTION: 
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APPENDIX A 

REFERENCES 

SECTION I. REQUIRED PUBLICATIONS 

AFI 36-3101 (Fund-Raising within the Air Force). Cited in appendix C. 

AR 600-29 (Fund-Raising Within the Department of the Army). Cited in appendix C. 

SECNAVINST 5340.6 (Combined Federal Campaign - Overseas Area) (CFC-OA). Cited in 
appendix C. 

Title 5, Code of Federal Regulations, Part 950. Cited in paragraph 7a. 

USFK Reg 10-2 (Installation Management and Base Operations). Cited in subparagraph 7b. 

USFK Reg 37-14 (United States and Republic of Korea Currency and Currency Instruments). 
Cited in subparagraph 6g. 

SECTION 11. RELATED PUBLICATIONS 

DOD Financial Management Reg, Vol 7A (Military Pay Policy and Procedures, Active Duty and 
Reserve Pay). 

DODD 5035.1 (Combined Federal Fundraising Within the Department of Defense). 

DODl 5035.5 (DOD Combined Federal Campaign - Overseas) (CFC-0). 

SECNAVINST 5340.2 (Fund-Raising and Solicitation of Personnel, Military and Civilian, within the 
Department of Navy). 

USCINCPACINST 5340.1 (DOD Overseas Combined Federal Campaign Pacific (OCFC-PAC)). 

A-I 
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AREA 

I 

I I 

I I I 

IV 

Yongsan 

Yongsan 

Osan Air Base 

Kunsan Air Base 

APPENDIX B 

COMMUNITY AREA PROJECT OFFICER CODES 

COMMAND 

Commander, Area I Support Group 

Commander, 34th Area Support Group 

Commander, 23d Area Support Group 

Commander, 20th Area Support Group 

Commander, Naval Forces Korea* 

Commander, Marine Forces Korea 

Commander, Osan AB 

Commander, Kunsan AB 

Includes Fleet Activities, Chinhae, MSCO Pusan and CNFK Det Pohang 

NOTE: 

CODE 1,2 

155 

158 

154 

153 

256 

152 

151 

157 

These codes may be further broken down into subgeographic areas (see the sample at figure 
8-1). 
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Community Area Project Officer Codes 
Assistant 

APO Codes 

CAPO: 155 

INSTALLATlON/ACTIVITY CODE 

Camp Casey 
Camp Hovey 
Camp Castle 
Camp Nimble 
Camp Pelham 
Camp Howze 
Camp Garry Owen 
Camp Stanley 
Camp Red Cloud 

The assistant CAPO reports will be consolidated into one report and submitted to  the USFK 
project officer. 

Figure B-1. Sample CAPOlassistant CAPO codes. 



USFK Reg 600-250 

APPENDIX C 

DUTIES AND RESPONSIBILITIES OF COMMUNITY AREA 
PROJECT OFFICERS AND ASSISTANT PROJECT OFFICERS 

C-I. GENERAL. Project officers at all levels of command are managers and directors of the 
campaign. The key to the success of the campaign, however, is the interest and enthusiasm of 
the keypersons. 

C-2. PROJECT OFFICER DUTIES AND RESPONSIBILITIES. 

a. Plan, organize, and direct the campaign within their area of responsibility. 

b. Appoint assistant project officers at subordinate levels of command as necessary. 

c. Appoint keypersons for each group (one for every 20 potential contributors). Appoint the 
maximum number of keypersons to effectively solicit all personnel within the prescribed area of 
responsibility. 

d. Manage distribution of campaign materials within the command and request additional 
materials from the USFK project officer, when required. 

e. Furnish copies of appendix D to all keypersons. 

f. Ensure that all U.S. Army keypersons are familiar with AR 600-29, Marine Corps and Navy 
keypersons are familiar with SECVAVINST 5340.2, and Air Force keypersons are familiar with AFI 
36-31 01 prior to solicitation. 

g. Ensure that all reported contributions are accounted for by either banking deposit receipts 
or allotment transmittal documents (Project Officer's Receipt for Payroll Authorization). 

h. Ensure that required reports are timely and accurate using USFK Form 221-R, Combined 
Federal Campaign (Weekly Report) (which will be locally reproduced on 8 1/2-by 11 inch paper). 

i. Train and provide assistance to assistant project officers and keypersons in the conduct of 
the campaign and ensure that they are responsive to questions about the OCFC and the 
participating agencies. 

j. Ensure that the campaign is properly publicized on bulletin boards, unit newspapers, and in 
dailylweekly bulletins. 

k. Establish milestones for unit keypersons to ensure 90 percent solicitation is obtained within 
3 weeks of campaign start date. 

I. Obtain commander's personal endorsement of the campaign. Commanders should be 
encouraged to publish command memorandums promoting participation. 
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m. The project officer must endorse each check as it is made payable. If the check is not 
payable to "OCFC," the project officer must endorse the back of the check with payee name 
exactly as the drawer wrote it. Beneath this payee endorsement the project officer will endorse 
"Deposit to OCFC, account number 01-00271-6." If the check is correctly made payable to 
"OCFC," then the project officer endorses the back of the check only with "Deposit to OCFC, 
account number 01-00271-6." The bank will not accept checks for deposit which have not been 
properly endorsed as described above. The teller will ask the depositor to correct 
erroneouslmissing endorsements before accepting the deposit. 

n. Ensure confidentiality of sealed contributor envelopes and keyperson and assistant project 
officer reports. 

o. Verify contributor's cards for proper completion. Specific attention should be given to 
reporting codes and amount (see figure C-I). 

p. Forward copy number 1 (allotment form) of the contributor card to the servicing military or 
civilian finance office, if contribution is by allotment. Copy number 2 will be forwarded to the next 
higher level project officer. If donation is by cashlcheck, copy number 1 may be destroyed or 
returned to the contributor. Each batch of allotment forms (copy I )  will be hand-carried weekly to 
the servicing military or civilian finance office (control section) using the "Project Officer's Receipt 
for Payroll Authorization" (figure C-2). 

q. Army allotments will be forwarded through their respective personnel and administration 
center (PAC) finance clerk by unit transmittal letter. Air Force allotments will be hand-carried to 
their finance services activity. Air Force personnel assigned in Area II (Yongsan area), will forward 
allotments to the Air Force Element finance representative located in building 2374, telephone 
number 723-6203. Navy allotments from Seoul and Pohang areas will be forwarded to the 
Personnel Support Detachment, Seoul. Navy allotments from Pusan and Chinhae will be 
processed by the Personnel Support Detachment, Chinhae. Marine allotments will be forwarded 
to Marine Corps matters, U.S. Marine Forces, Korea finance representative. Civilian allotments 
will be hand-carried to the servicing civilian payroll office or transmitted with return receipt (for 
accountability purposes). Finance representatives are required to verify allotment data-and furnish 
a signed receipt for each batch of allotment forms. All allotment forms must be turned into the 
servicing military or civilian finance office. 

r. Ensure that only U.S. personnel are solicited. Non-U.S. personnel may donate if they wish, 
however, they will not be actively solicited. 

C-3. CAPO CODES. CAPO codes are listed in appendix 6. 

C-4. WON DEPOSITS AND ALLOTMENTS. 
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a. When depositing won, enter the won amount over the word "CURRENCY in the left column 
of the deposit ticket as shown in figure C-3. Enter the equivalent dollar amount as converted by 
the bank at the time of deposit in the right column above any dollar currency amount (figure C-3). 
The bank is not authorized to write on customer deposit tickets. The depositor must enter the won 
dollar equivalent on the deposit ticket and complete the totals. 

r:OS A005 50b1: 8" 2 L 8 8 1 3  1 3  LOLbIl' 1 2  

Figure C-3. Sample deposit ticket. 

b. The minimum allotment is $1 .OO per month for military personnel, and $1 .OO per pay period 
for civilian employees. Allotments will not be accepted for military personnel if their active service 
will terminate during the month of April or before, of the year following the campaign (for example, 
April 2001 for 2000 campaign). Allotments will be forwarded to the gaining finance activity by the 
project officer for those personnel who depart Korea prior to allotment processing by the local 
servicing finance activity. 

P 
i Z 

c. All allotments will be effective January and will be deducted for a maximum of 12 months 
unless cancelled or stopped due to expiration of service. Allotments in effect from last year's 
campaign will automatically terminate end-of-month December. 

__- 

C-5. REPORTING. 

__-A- 

a. Project officer reports (see figure C-4). 

a A___ 

I 
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FALL 2000 USCINCPAC PROJECT OFFICER REPORT, PART I - COLLECTION DATA 

Overseas Combined Federal Campaign - Pacific 
P.0 Box 64029, Camp H.M. Smith HI 96861-4029 

PROJECT OFFICER NAME: 
ORGANIZATION: HQ USCINCPAClJ132 
MILITARY PHONE#: 477-{W)( (Com'l808-477-XU&) 

As of DATE: - 

1 2 3 4 5 6 7 8 0 10 11 12 
potenl~al I I\sIual I 101 Paymlt Teal # Tolal h w n l  Told :: Avg 5 Glll No NO 01 NO 01 

01 01 DBJucI~on m u m  a M cam b d Cash 6 Connbvlmnr Panwallon of L e a d s ~ h p  0 ~ 1 ~ ) ) ~ s h e d  

CAPO I Coninburon Comr8bulan Derrrlallorp PaymU C h e k  C h r b  /\dd mlumm Eagle A n a s  A n r d s  

(19941 4 66 Axardr - 

I I I I I I I 
I DIEGO GARCIA 

ZI~INAVSUPPFAC I 1 I I 1 1 

PACIFIC ALL OTHER I 
175(~ambodia I I 1 1 1 1 1 I 

Notes: 

FIGURE C-4. Sample P r o j e c t  O f f i c e r ' s  Report 
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(1) Release of report information is limited to installation commanders, major activity 
heads, and campaign officials. Data pertaining to subordinate units will not be circulated for 
information within a headquarters. 

(2) All reports will be identified with the project officer's report code. This is necessary to 
identify the source of contributions for accounting purposes. 

(3) CAPOs will consolidate reports (see figure C-5) from their subordinate campaign 
officials. All project officer and keyperson reports will be reconciled with allotment forms or Project 
Officer Receipt for Payroll Authorization for contributions by allotment and bank deposit receipts 
for cashlcheck contributions prior to forwarding reports to the next higher level project officer. 

b. Campaign progress reports. 

(1) Weekly intermediate reports. Six weekly intermediate written or telephonic reports 
must be made to HQ, USFK. CAPOs for Areas I through IV will forward their reports through 
Commander, EUSA, ATTN: EANC-GP-HRD, APO AP 96212. 

(2) Report format. USFK Form 221-R (see figure C-7), report format will include-- 

(a) Number of potential contributors. 

(b) Number of contributors solicited. 

(c) Number of allotment contributions. 

(d) Number of cash or check contributions. 

(e) Total number of contributions. 

(f) Total eagle award. 

(g) Total double eagle award. 
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# of Double 
# of Eagle Eagle 

Awards Awards i 

F i g u r e  C-5. Sample CAPO'S Repor t  

Total 
Contributors Area Ill 

Week #I 
Week #2 
Week #3 
Week #4 
Week #5 
Week #6 
,Week #7 
I TOTAL 
i GRAND TOTAL 

Total Contributions 
(Cumulated) Contact X 

#DIV/O! 
#DIV/O! 
#DIV/O! 
#DIV/O! 
#DIV/O! 
#DIV/O! 
#DIV/O! 
#DIV/O! 

Contributors 
CasNCheck 
COntributop 

* 

, 

I 

# of 
Contributors 
Contacted 

Cash'Check 
1 

Allotment 
Contributors 
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COMBINED FEDERAL CAMPAIGN (WEEKLY REPORT) 
(USFK REG 600-250) 

COMMANDIACTIVITY 

I 

1. NUMBER OF POTENTIAL CONTRIBUTORS 

2. NUMBER OF CONTRIBUTORS SOLICITED 

3. PERCENTAGE OF CONTRIBUTORS CONTACTED: 

DATE 

CAPO 

PROJECT OFFICER (Grade and Name) 

- 
4. CASHICHECK CONTRIBUTIONS: 

As of: 

a. Total number of contributions 

b. Total amount of contributions 

5. ALLOTMENT CONTRIBUTIONS: 
I 

Reporfs may be Faxed to this office (FAX 723-3485), or they may be submitted telephonically 1 
by calling the USFK Project Officer at 723-8495. 

USFK 1 nucoo 221-R 
Figure C-7. Combined Federal Campaign (Weekly Report) 
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(h) Amount of allotment contributions (dollar amount). The total amount of the allotment 
must be reported (for example, a $30 per month allotment will be reported as $360). 

(i) Amount of cash or check donations (dollar amount). 

(j) Total amount of donations. 

(4) Final report. Upon completion of the campaign, the CAPO will mail the final written 
report to the OCFC headquarters (Portsmouth, VA). The final report must include copy number 2 
of each completed contributor card. A copy of the final report will be provided to the USFK project 
officer. The USFK project officer will consolidate report data and provide a report to Commander, 
EUSA, and CINCPAC. 

(5) Audit. The OCFC is subject to audit; therefore, it is imperative that all reports and 
copy number 2 of the contributor card are accurate, legible, and transmitted in an orderly fashion. 
CAPOS are responsible for accounting for all donations reported. 
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APPENDIX D 

KEYPERSON'S DUTIES AND RESPONSIBILITIES 

D-I. GENERAL. The keyperson is the key to the success or failure of the campaign. A 
keyperson must display a sincere interest and enthusiasm in the performance of hislher duties. It 
is the keyperson's responsibility to provide potential contributors the opportunity to support 
agencies of their own choice and provide information pertaining to agencies listed on the leaflet. 

D-2. DUTIES AND RESPONSIBILITIES. 

a. Personally interview each prospective contributor explaining the purpose of the campaign, 
general information pertaining to the various agencies, and how donations are distributed to 
participating agencies. 

b. Use figure D-1 to explain contributor options. 

c. Advise prospective contributors of the ease and convenience of payroll deductions and 
suggest this method of contribution. However, allotments will not be accepted from military 
personnel who will terminate active duty during the month of April or before, of the year following 
the campaign (for example, April 2001 for 2000 campaign). 

d. Personally deliver a CFC information leaflet and a contributor card to each potential 
contributor. Enter the donor's name and project officer reporting code on the card before giving it 
to the donor. 

e. Instruct each contributor on how to designate a particular agency. However, designations 
to a specific agency should neither be encouraged nor discouraged. 

f. Safeguard your keyperson's kit and all donations until they are forwarded to the responsible 
project officer. 

g. Ensure that confidential (sealed) envelopes and the keyperson's report are handled 
confidentially. 

h. Ensure that no additional lists are made from the keyperson's report. 

i. Revisit personnel who defer a decision. Repeated solicitation may be necessary to secure a 
final decision (do not report these revisited personnel as solicited to your project officer). 

j. Schedule face-to-face solicitations to obtain 90 percent solicitation within 3 weeks of the 
campaign starting date. 

k. Personally turn in your unsealed keyperson's kit to the responsible project officer after 
ensuring that all donations have been accounted for and recorded on the keyperson's report. The 
following must be enclosed: 
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CONTRIBUTORS' OPTIONS 

The following options are available to you regarding your decision to donate to the Overseas CFC: 

a. You may return a completed and signed contributor card authorizing a payroll deduction or 
reflecting a cash contribution. 

b. You may submit a confidential cash contribution. If you make a confidential contribution, 
copies number 1 and 2 of the contributor cards will be completed and enclosed. 

c. You may elect not to contribute, in which case no action is required of you except that you 
inform your keyperson of your decision. 

d. Individual contributions and allotment authorization forms may be returned in the following 
manner: 

(1) Hand deliver to your key person. 

(2) Enclose your contribution and copies 1 and 2 of the contributor card in a sealed 
envelope and mail directly to your designated Community Area Project Officer (CAPO). 

Figure D-I. Contributors' options. 

(1) Cash or check contributions. 

(2 )  Sealed envelopes containing confidential gifts. 

(3) Copy number 1, if payment is by allotment and copy number 2 of each contributor card. 

(4) The keyperson's report (see figure 0-2). 

D-3. PUBLICITY. The CFC poster, furnished in the keyperson's kit, should be displayed in a 
highly visible area. 

D-4. CONFIDENTIAL CONTRIBUTIONS. 

a. Each individual is afforded the privilege of keeping the amount of hislher donation 
confidential. The right of privacy is safeguarded through the use of a sealed envelope in making a 
donation. 
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2000 KEYPERSON REPORT 
Combined,Federal Campaign-Overseos 
P.O. Box 7 4 8 8  Portsmouth, VA 23707 

Joint Forces Zl 

Name Date 

Military Address Military Phone Number 

Wrtre eocn person s concrrbuteo amount In rhe oopropriore spaces I (Payroll A~lolment, Checks or Cash) and record the tot01 gwen per person 1 2 3 4 5 
in column 3- :oral. 
'SSNs are mtended for use m cases when the h'nonce oflice requrres a houri: G; C ~ S ?  & C-E.Z.:S 8 -.,. , -,". Ecc:e h o r c  CCJ& E ~ I B  

tronsm~nol lener when PRDs ore submttted. Do nor list SSNs (or those p3YrOI/ 4 1 1 ~ ; ~ ~ ~ :  
. .-, ( A m  CC,~COS C.L Rec:oie.r Pivorc Fsctcie' 

g ~ w n g  by c a ~ h  or check 

Names Social Security #' 
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b. The envelope must be furnished by the individual donor. 

c. The keyperson will enter the words "sealed envelope" in the space provided for recording 
the contributors "name" on the keypersons report. The AMOUNT OF GIFT column will be left 
blank. 

d. Sealed envelopes will be opened only by the CAPO, who will record amounts on the 
applicable project officer report and deposit the contribution with Community Bank. 

e. Donors may also mail confidential contributions directly to their CAPO. 

f. All confidential donors must be aware that both "sealed envelopes" and mailed-in 
contributions must include copies number 1 and 2 of the contributor's card. 

D-5. ALLOTMENTS AND WON DONATIONS. 

a. The minimum allotment for military personnel is $1 .OO per month and $1 .OO per pay period 
for civilian employees. Allotments will not be accepted for military personnel if their active service 
terminates during the month of April or before, of the year following the campaign; for example, 
April 2001 for 2000 campaign. Allotments are deducted for a 12-month period beginning in 
January, unless they are voluntarily cancelled or stopped due to expiration of service. Copy 
number 1 of the contributor card is an allotment authorization and must be accurately completed 
by personnel who desire payroll deduction. 

b. Won may be accepted for donation but will not be listed as such on the contributors cards 
(enter won amount beneath the word "SERVICE" on the contributor card, see figure C-I, appendix 
C). Community Bank will convert all won donations to U.S. dollar. amounts when the responsible 
.project officer makes the bank deposit. 

D-6. REPORTING. 

a. Keyperson's report. 

(1) All reports will be identified with the appropriate project officer's reporting code. 

(2) Care must be taken in completing the report to ensure that it accurately reflects the 
proper information and actual donations for each contributor. 

(3) Contributor cards, cash donations, and completed keyperson reports will be forwarded 
to the responsible project officer. 

b. Campaign progress reports. 

(1) Weekly intermediate reports will be made to the responsible CAPO or assistant project 
officer. 
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(2) Report format will include (see figure C-7, appendix C)-- 

(a) Number of potential contributors. 

(b) Number of contributors solicited. 

(c) Number of allotment contributions. 

(d) Number of cash or check contributions. 

(e) Total number of contributions. 

(f) Total eagle award. 

(g) Total double eagle award. 

(h) Amount of allotment contributions (dollar amount). The total amount of the allotment 
must be reported (for example, a $30 per month allotment will be reported as $360). 

(i) Amount of cash or check donations (dollar amount). 

(j) Total amount of donations. 

(3) A final report will be made to the responsible project officer. Final reports will consist of 
complete turn-in of all keyperson reports, copy number 2 of the contributor cards, cashlcheck 
contributions, confidential envelopes, and copy number 1 of the contributor card if contribution was 
by allotment. 

D-7. CONTRIBUTOR CARD. 

a. This is a three-part form. The first copy is an allotment form. It must be filled out by 
everyone who contributes and forwarded to the project officer. The second copy is the record 
copy and must be forwarded with the keyperson's report. The third copy is the contributor's 
receipt. 

b. The appropriate project officer's reporting code and donor's name must be entered on 
all contributor cards prior to giving them to potential donors. 

D-8. SPECIAL INSTRUCTIONS. 

a. All keypersons must read figure D-3 prior to solicitation of any individuals. 

b. Figure D-1 will be shown to each potential contributor during initial face-to-face solicitation. 
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COMBINED FEDERAL CAMPAIGN KEYPERSON'S SPECIAL INSTRUCTIONS 

1. Prior to soliciting any individual for a contribution to the CFC, keypersons must be familiar with 
their component service requirements. 

2. Keypersons are specifically prohibited from repetitive solicitation once an individual has 
positively indicated he or she does not wish to contribute. 

3. Keypersons will not suggest to an individual, either directly or indirectly, that he or she is the 
only one, or one of a small number of persons, preventing achievement of 100 percent unit 
participation, or any other goal. 

4. During personal solicitation, the desirability of 100 percent contribution will not be urged by the 
keyperson in any way. 

5. With respect to the assignment of dollar goals by OCFC, base, or installation commander, the 
keyperson will ensure that such guides are not misrepresented or misinterpreted as individual 
assessments, quotas, or goals. Individual assessments, quotas, and goals are illegal. The 
assignment of dollar goals to an individual potential contributor is absolutely prohibited. 

6. Keypersons will advise individuals of the various options available for the return of authorization 
forms or contributions. Contributions need not be hand-returned to the keyperson. Individuals 
may alternatively mail their contributions in a sealed envelope (to be provided by the contributor) to 
the keyperson, who will forward all sealed (confidential) envelopes to their designated OCFC 
project officer. 

7. Keypersons will not solicit multiple confidential contributions from one individual for the purpose 
of representing that more than one gift was received. Keypersons will report multiple confidential 
contributions from the same individual as one contribution. 

Figure D-3. Combined Federal Campaign keyperson's special instructions. 
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GLOSSARY 

Section I. ABBREVIATIONS 

CAPO Community Area Project Officer 

CFC Combined Federal Campaign 

CINCPAC Commander in Chief, Pacific 

DOD 

EUSA 

MWR 

OCFC 

Department of Defense 

Eighth United States Army 

Morale, Welfare and Recreation 

Overseas Combined Federal Campaign 

PAC Personnel and Administration Center 

USFK United States Forces, Korea 

Section II. TERMS 

COMMUNITY AREA PROJECT OFFICER. The senior official appointed to manage the OCFC for 
a specific geographic area. 

EAGLE. An award given to those contributors who "step up" by donating $600-$999. 

KEYPERSON. Official appointed to solicitlcanvas potential contributors for donation to the OCFC. 

KEYPERSON'S REPORT. A report listing contributor information prepared by the keyperson. 

PROJECT OFFICERIASSISTANT PROJECT OFFICER. Official appointed to manage the OCFC 
for a specific organization. 

DOUBLE EAGLE. An award given to those contributors who "step higher" by donating $1,000 or 
more. 

WON. Korean currency. 
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