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GUIDELINES FOR MATCHING FUNDS REQUESTS


EVERY Matching Funds request received at NARFE Headquarters MUST include the name and address of the Chapter / Federation officer designated to receive the Matching Funds check.  No request will be processed at HQ without this information.  Also, no request will be accepted without a specific requested amount.  Please note that no Matching Funds can be used for current NARFE members.  


To apply for Matching Funds:   First, determine the nature of your PR/Membership Recruiting proposal.  This must be as detailed as possible.  For instance, if you are planning to run advertisements in the local paper announcing a chapter meeting or soliciting new members, you must include the cost of the ads, the size of the ads, the potential general audience, and the potential number of prospective members who might see and respond to the ad.

NOTE:  It is our experience that newspaper ads must be at least one-quarter page in size, and should run at least three times.  We are willing to discuss this provision if applicants find this will stress their budget.  


Second, once this is determined, submit this information to your Federation President.  The Federation President will examine the proposal, and then send it to National HQ.  [The Federation President’s recommendation will play a role in evaluating the request but is not the final dispensation.]  All Matching Funds money must be spent on the proposed project.  Proposals from Federations should be transmitted directly to National by the Federation President. 

NOTE:  Since NARFE now has its own Pre-retirement Seminar program, no Matching Funds can be used for Chapter-sponsored Pre-retirement Seminars.  If you wish to sponsor a pre-retirement session or meeting for local CFEs, Matching Funds can be used as long as it is not advertised as a “NARFE Pre-retirement Seminar.” 


Every Chapter / Federation that receives Matching Funds is REQUIRED to provide an “After Action Report” on how the money was spent – including receipts – as well as what was accomplished.  This report MUST reach National HQ as soon as possible following completion of the project.  A copy of the After Action Report – with copies of the receipts - must also be sent to the Federation President.  Failure to provide such a report will affect the Chapter or Federation’s future Matching Funds requests. 


The National PR Office is available to discuss proposals and offer assistance in designing them, if requested.  If you have a question on the eligibility of a Matching Funds proposal, call PR at 703-838-7760, Ext. 268, or via e-mail at pubrel@narfe.org.   An e-mail version of the Matching Funds Guidelines may also be obtained from pubrel@narfe.org. 

The mailing address for Matching Funds requests and After Action Reports is:  NARFE Public Relations, 606 N. Washington St., Alexandria, VA 22314.  E-mail: pubrel@narfe.org.   









      Effective:  09-01-10
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Additional Guidance for VFC Matching Funds
PRIMARY PURPOSE OF MATCHING FUNDS:  The intent of matching funds is to assist Chapters fund events and projects that are primarily directed toward recruiting new members.
Requests for matching funds should include the following information:
· Chapter name and number

· Brief description of the project, the planned approach to implement and what is hoped to be accomplished 

· Date and location of event

· Estimated budget/cost of project

· Contact information (email, address, and phone) for Chapter person responsible for the project
Send request with the above information via email to VFC President William “Bill” Shackelford wshack1951@aol.com  and the VFC PR Chair Gaston Gianni at gastongianni@aol.com 
Example of Matching Funds Request
Re:     Request for Matching Funds

           Arlington 7--May 25 Public Meeting Advertisements

Chapter 7 has scheduled a public meeting of active and retired federal employees at the Arlington County Central Library at 7:15 p.m. on Wednesday, May 25. The purpose is to explain how their earned benefits are at risk, and how NARFE membership will help protect them. Assistant Legislative Director Julie Tragen will be the speaker. They will distribute recruitment packets at the event. The Chapter will publicize the event intensively with press releases, flyers, and submissions to civic association newsletters. They will also invite neighboring chapters to publicize the event, emphasizing that it is for active and retired federal employees who are not yet NARFE members. 
Funds are being requested to cover the cost of running two ads (May 12 and 19) in the weekly Arlington Sun Gazette, which has a circulation of 26,436. The size of the ad would be ¼ page (5 inches by 5.5 inches) see attached ad and would cost $670.

George Meek, Membership Chair, is the contact person for Chapter 7 on this project. His phone number is 703-875-3021 and e-mail address is: George@meekconsulting.com .
Additional Guidance on Matching Funds for Advertisement
Chapters can mix and match paid advertising with free advertising any time they want.

If the chapter decides to buy radio ads, for example, and they have been getting free ads from the local paper, those freebies may stop once the people at the paper hear that a Chapter was paying for ads on another media outlet.

Chapters are encouraged to use paid ads to leverage free ads; the chapter pays for a recruiting ad in the paper a few times in exchange for a pledge from the paper that they will run meeting and news announcements for free. Most media say they won’t do this, but many of them do, especially in small media markets. A caveat for ads: Don’t expect free NARFE ads from a local media source if another local media source is being paid to run NARFE ads.  

VFC Matching Funds Final Report

When your event using NARFE HQ and VFC matching funds has occurred, the Chapter is responsible for preparing a final report for submission to VFC for forwarding to NARFE Headquarters. 

Letter report should be addresses to:  Mr. William Shackelford

                                                             President, Virginia Federation of Chapters

                                                            14429 Round Lick Lane

                                                             Centreville, VA 20120-1680

The following items should be included in the final report:

 

· Chapter Name and number 

· Brief summary of project 

· Total Cost of Project (Please attach documentation for expenditures) 

· Matching Funds received from VFC  

· Matching Funds received from NARFE HQ 

· Brief summary of what the project accomplished

· If possible, provide a digital picture or two of the event 

· Letter should have the address and contact information (phone and email) of the person preparing the report.

 

Please forward your report to the VFC PR Chair, preferably via email at gastongianni@aol.com.  If this is not possible, then mail to Gaston Gianni, 3816 Mulberry Point CT, Dumfries VA. 22025.
Failure to file final action report on a project will prevent a Chapter from being considered future matching requests.

VFC guidance dated 6-12-2011
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