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FROM: Campaign Manager
TO: Campaign Workers
CONTENT: Email, welcome and guides
DATE TO SEND: as soon as possible

Subject: 2016 Combined Federal Campaign Welcome & Guides

Dear Campaign Workers,

Thank you for assisting with your agency’s 2016 Combined Federal Campaign. Whether you’ll be working as a Campaign Coordinator, Keyworker or any of the other vital roles, your efforts will help raise tens of millions of dollars for essential community services. Your actions will serve as a positive reflection on us all and Show Some Love to those in need. 

Here’s a quick reminder on some of the responsibilities of the Keyworker and other campaign workers:  

1) [bookmark: _GoBack]Review the attached Keyworker Guide and/or Campaign Leadership Guide. 
2) Contact your assigned co-workers, educating them about how they can easily support their favorite charities through the CFC and answering their questions about the campaign.
3) Process paper pledge forms that you receive from your co-workers.

These tasks won’t take a great deal of time, but they will have a great impact on the campaign and more importantly our community.

If you have any questions, need additional materials, or need any other kind of support, please feel free to contact [NAME OF PERSON] at [EMAIL ADDRESS] or [PHONE NUMBER].

From all of us at [NAME OF AGENCY], thank you for your time and service.

Now let’s Show Some Love!


[CAMPAIGN MANAGER]
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