
COORDINATOR HANDBOOK

DIFFICULT QUESTIONS . . . . . EASY ANSWERS

You have just delivered the most flawless Combined Charitable Campaign presentation
in the history of philanthropy!  Your case for community impact was convincing. You’ve 
made the ask and then, in the back of the room, a hand goes up and somebody asks

Q: My favorite charity isn’t a member of any of the participating fund
distribution agencies. Why should I give to you? You don’t fund any
charities with locations where I live. Why should I give if none of my
money goes to help in my community?

A: We fund charities in nearly all communities. However, you may designate
any qualified nonprofit 501(c)3 of your choice. Just fill out the Special
Instruction Section of the Payroll Giving Form.

Q: Isn’t it cheaper for me to just give directly to the charity of my choice?
That way I avoid your overhead?

A: The LACCC provides you with a convenient service by directing your gifts
to a number of charities by deducting the amount from your paycheck –
allowing you to possibly contribute more than you might be able to with a
one-time gift and giving you a chance to make a bigger difference for
people in need.

Q: Is my donation tax deductible?

A:   Yes

Q: How soon will my donation start coming out of my paycheck?

A:   First paycheck of next year.

PLEASE NOTE: Each of these answers is short and sweet and to the point. Always
begin your answers with a direct answer (“yes”, “no” or  “I don’t
know”) when possible.

And Remember: Always THANK the donor for being concerned enough about
their community to ask the question.
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GIVE TO LA - UNIFIED MESSAGE (CONTINUED)
The Give to LA Campaign has a long history with the employees of this city and all ten
organizations are grateful to you for your generous donations. You can designate funds
to any one charitable agency, or to all of the charities. You can donate to any charity of
your choice including religious organizations or any local accredited charity. You can
choose to support:

• Community Health Charities California has 35 years of service raising 
funds for charities that provide patient services, conduct research, educate
and inform all the communities of Los Angeles County. Their 43 member
charities cover the health needs of everyone from infants to seniors.

• The Asian Pacific Community Fund programs include: student tutoring,
adult education and youth leadership programs. They support more than
29 agencies that serve the Asian and Pacific Islander community.

• City of Hope is an internationally recognized innovative biomedical
research, treatment and educational institution made-up of
physicians/scientists dedicated to the prevention and cure of cancer,
HIV/AIDS, diabetes, and other life-threatening diseases.

• United Way of Greater Los Angeles is “Creating Pathways Out of Poverty”
in Los Angeles County by supporting more than 125 local charities that
help youth succeed, strengthen families and assist people in need through
learning, empowering and caring.

The Give to LA Campaign funds social service programs, scholarships, healthcare and
environmental agencies. Each of us has the choice of any or all of the ten charities, and
the programs they fund, to support. They all are wonderful organizations that do great
work. Your communities, your neighbors, your fellow employees, perhaps people you
know are helped by the programs and services they provide.

The Give to LA Campaign joins together many of the most prominent non-profit charities
in Los Angeles. When you hear about federations, the City of Los Angeles’ Combined
Charitable Campaign and when we go through the mechanics of filling out Payroll Giving
Forms and organization’s code numbers please remember, it only takes a few minutes
to help change someone’s life.  Please donate generously. Now we are going to explain
the Payroll Giving Form and all the other details of giving. 

Thanks to your General Manager and coordinator. Thanks to Mayor Villaraigosa and all
the members of the City Council. Thanks to Board of Public Works Commissioner Ernesto 
Cardenas, our Chairperson. We especially want to thank all of you who gave last year  
and those who are committed to making our Give to LA Campaign even more successful 
this year. Thank you for your time. Thank you for your generous donations. Please 
remember this is your campaign and cares for your community. Please Give to LA.
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A SUCCESSFUL CAMPAIGN TIMELINE
Planning is always important, but often hard to do. The following timeline can help you plan your
progress and evaluate it on an ongoing basis. Put your timeline up in a visible place and hold
yourself to your committee to your timeline goals. Good Luck!

ETADNOITCA
Started

DATE
Completed

Plan Your Campaign Strategy:
Form a Campaign Committee.
Set Goals (dollars raised, % participation, etc.).
Establish campaign date(s) and timeline.
Identify campaign strategies and set the agenda to include rallies, agency
speakers, agency tours, etc.
Designate key individuals to help coordinate the campaign – i.e. committee
members, team leaders, donor representatives, et. al.

Get Your Department Head’s Support:
Ask your Department Head to write a letter to all employees announcing
your department’s commitment to the Charitable Campaign.

Spread The Word:
Use departmental newsletters/bulletins, campaign materials, electronic
mail, and/or voice mail to announce the campaign, key facts, goals, etc.
Decorate the walls with campaign posters.
Use agency success stories for employee newsletters.

Launch Campaign With Departmental “Kick Off Event”:
Build enthusiasm and generate goodwill.
For On-Site Employees: Distribute campaign brochures, Payroll Giving
Forms, and departmental letter from your Department Head.
For Off-Site Employees:  Send a voicemail message, distribute campaign
brochures, Payroll Giving Forms and departmental letter from your
Department Head.
Invite & confirm 2 Charitable Agency Speakers to Kick-Off Event.

Ask and Collect Payroll Giving Forms:
Each employee should be asked to give voluntarily – either one-on-one or
in a small group meeting.
Communicate deadlines for submitting Payroll Giving Forms.

Thank Everyone:
Share the success and final results of the campaign with all employees.
Print a thank you announcement in your departmental newsletter.
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SPEAKER REQUEST FORM
CITY DEPARTMENT: ___________________________________________________________________

COORDINATOR: _____________________________Phone: __________________FAX: ____________

EMAIL ADDRESS: _____ ________________________________________________________________

LOCATION ADDRESS: _________________________________________________________________

CITY_____________________________________________STATE: ______ZIP:___________________

DATE OF EVENT:______________________ NUMBER IN AUDIENCE: __________________________

TIME MEETING BEGINS: AM / PM   TIME MEETING ENDS: AM / PM
IMPORTANT - Please circle AM or PM   IMPORTANT - Please circle AM or PM 

LENGTH OF SPEAKER’S PRESENTATION: __________________________

TYPE OF EVENT: o Employee Meeting o Agency Fair o Training o Other _________________

SITE CONTACT PERSON:  _________________________  Phone: ______________ FAX:___________
     If different from “coordinator” listed above 

LOCATION OF SPEAKER ENGAGEMENT:__________________________________________________

WHERE SPEAKER CHECKS IN: _________________________________________________________

WHERE SPEAKER PARKS: _____________________________________________________________

Please invite 2 or 3 of the following participating Agencies/FDAs:

o American Cancer Society

o Hispanic Scholarship Fundo Asian Pacific Community Fund

o LAFA / Meals on Wheels

o City of Hope o United Latino Fund

o Community Health Charities of California o UNCF

SPECIAL INSTRUCTIONS:
_____________________________________________________________________________________
REMEMBER:   Our speakers are in great demand – please allow 5 working days for scheduling.

Please FAX completed form to: Maya Pirela at (267) 392-4818

United Way of Greater Los Angeles

o Brotherhood Crusade

o EarthShare California

2011 city of los angeles
Give to La combined charitable campaign

2007 CITY OF LOS ANGELES
COMBINED CHARITABLE CAMPAIGN

COORDINATOR HANDBOOK

A SUCCESSFUL CAMPAIGN TIMELINE
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Ask and Collect Payroll Giving Forms:
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Thank Everyone:
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SPEAKER REQUEST FORM
CITY DEPARTMENT: ___________________________________________________________________

COORDINATOR: _____________________________Phone: __________________FAX: ____________

EMAIL ADDRESS: _____ ________________________________________________________________

LOCATION ADDRESS: _________________________________________________________________

CITY_____________________________________________STATE: ______ZIP:___________________

DATE OF EVENT:______________________ NUMBER IN AUDIENCE: __________________________

TIME MEETING BEGINS: AM / PM   TIME MEETING ENDS: AM / PM
IMPORTANT - Please circle AM or PM   IMPORTANT - Please circle AM or PM 

LENGTH OF SPEAKER’S PRESENTATION: __________________________

TYPE OF EVENT: o Employee Meeting o Agency Fair o Training o Other _________________

SITE CONTACT PERSON:  _________________________  Phone: ______________ FAX:___________
     If different from “coordinator” listed above 

LOCATION OF SPEAKER ENGAGEMENT:__________________________________________________

WHERE SPEAKER CHECKS IN: _________________________________________________________

WHERE SPEAKER PARKS: _____________________________________________________________

Please invite 2 or 3 of the following participating Agencies/FDAs:

o American Cancer Society

o Hispanic Scholarship Fundo Asian Pacific Community Fund

o LAFA / Meals on Wheels

o City of Hope o United Latino Fund

o Community Health Charities of California o UNCF

SPECIAL INSTRUCTIONS:
_____________________________________________________________________________________

REMEMBER:   Our speakers are in great demand – please allow 5 working days for scheduling.
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o Brotherhood Crusade

o EarthShare California
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