


EXHIBIT A

THURSTON COUNTY CFD COMMITTEE CAMPAIGN EXECUTIVE

12-MONTH STATEMENT OF WORK

	Thurston County Steering Committee (TCSC) Meetings (10%)
	$720.00 total

	· Committee & Sub-committee meetings:
1. Take minutes, type up and distribute via e mail with assignment lists and any other necessary documents to the full membership of the committee.

2. Remind members of assignments prior to the meeting dates to facilitate improved meeting outcomes.

3. Send reminders of scheduled Committee meetings and request suggested agenda items before each schedule meeting.

4. Copy and provide necessary documents for each meeting.
	$60.00 to be paid monthly.

	Charity Fairs (14%)
	$1000.00 total 

	· Attend planning meetings and send promotional material and registrations out by August 14, 2009. 

· Track charity registrations and equipment needs for each event.  Fill out appropriate paperwork for equipment rental and verify billings when received.   

· Assist with coordination of three charity fairs to be held on:

1. September __ (Capitol Campus)

2. September __ (Tumwater)

3. September __ (Lacey)

· Attend and provide support as needed on the day of each event.

· Provide a report to CFD office and TCSC documenting final numbers of Charity Fair attendees for each fair by September 30, 2009.

· Ensure all billings are submitted to the CFD office for payment.
	$500.00 to be paid after promotional materials and registrations distributed via e mail and response tracking initiated.

$500.00 to be paid when the final Charity Fair attendance report is provided to CFD


	Training (17%)
	$1200.00 total

	· Attend and provide support at planning meetings

· Provide assistance to training sub-committee chair to oversee completion of tasks on training project plan.

· Track registrations for training and respond to registrants.  

· Prepare sign in sheets for each training session.

· Coordinate charity speakers for each general training session.

· Ensure sufficient training packages and campaign materials are available for trainees in each session to be completed by August 31, 2009.
· Compile training evaluations and summarize feedback by September 30, 2009.
· Develop, distribute to coordinators and track responses to registration material.

· Provide training for small groups and individuals as needed, and as otherwise requested by the TCSC and CFD Office.

· Report final training numbers to CFD and TCSC by September 30, 2009.
	$500 paid upon completion of 4 initial training sessions.

$350 paid upon completion of detailed evaluation of the training process.

$350 paid when final training report is submitted to CFD and TCSC.



	Communication (36%)
	$2520.00 total 

	· Be familiar with the CFD computer system.
· Work with Marketing Manager to keep the Thurston County Website updated.

· Attend Campaign Leader Training.

· Solicit donations/giveaways for all trainings and charity fairs.

· Assist with Leadership Breakfast planning. 

· Assist with new activities as they are planned (Charity Poker Run).

· Coordinate with Campaign Manager and contact targeted agencies/volunteers (those whose increased participation would have the greatest impact on the campaign, and those who don’t attend training.  Visit and provide support and consultation on campaign strategy.

· Update any coordinator names on the coordinator list provided by CFD

· Identify agencies or work sites that appear to be missing local coordinator representation and follow up with CFD and/or agency coordinators to modify the coordinator list as necessary.  

· Distribute material to coordinators that will help them with their campaign communications and keep them engaged, such as:

1. Announcement of Campaign kick off and encouragement to move forward on their campaigns

2. Facts that can be used for e mails to engage the coordinators coworkers in the campaign or educate them about the value of workplace giving.

3. Sample letters for management involvement use

4. Games, resources

5. Success stories from charities

6. Status updates

7. Activity ideas/resources/campaign strategies

· Offer help with charity speakers 

· Offer assistance with campaigns.

· Upon receipt of status material from CFD prioritize and make calls to as many agency coordinators as possible with participation problems. 
	$210.00 to be paid monthly.


	Recognition Event (16%)
	$1160.00 total

	· Attend and provide support at planning meetings.
· Document names of volunteers for recognition event by December 15, 2009.
· Provide assistance to sub committee chair to oversee completion of tasks on Recognition Event project plan.

· Distribute invitations with RSVP by December 31, 2009.

· Track responses for the Recognition Event.
· Obtain material from coordinators and charities to assist in the preparation of awards.

· Attend event and provide assistance as needed at the event site.
	$300.00 to be paid upon distribution of invitations.
$360.00 to be paid after the recognition event is completed.
$500.00 to be paid when the recognition names are provided to TCSC recognition subcommittee chair


	Documentation (7%)
	$400.00 total

	· Develop written material that documents Campaign Executive and TCSC activities and resources used during the campaign.
· Provide rough draft of activities and resources used during the campaign for TCSC review by March 31, 2010.
· Provide a final report for TCSC of activities and resources used during the campaign by May 31, 2010.
	$200.00 to be paid upon delivery of the rough draft to the committee chairs.  

$200.00 to be paid upon delivery of the final report of observations of the campaign by agency so we can better prepare for the next campaign.
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