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Q: How do employees sign up to contribute to the CMC?
A:	 Sign up is easy. Just visit www.houstontx.gov/ess, log on to your ESS account and choose CMC 
		  from the menu on the left of the screen.  There will also be paper forms available for employees 	

		  without computer access.  

Q: What about employees without computer access?
A:	 The online form can be accessed from any computer with an internet connection by going to www.
		  houstontx.gov/ess. Paper forms are printed on the back cover of every Tribute. Paper forms 		

		  should be returned to department coordinators. Coordinators are responsible for entering 		
		  employee information into the online administrator form.

Q: Where can I get a paper form?
A:	 Every employee should get a copy of the CMC Tribute. The back cover is the paper form. It is 
		  perforated to be easily removed from the booklet.

Q: How can employees learn more information about specific agencies?
A:	 Contact information for all local agencies and federations as well as Web site links for all charities 
		  in the campaign can be found at www.houstoncmc.org.

Q: Can we accept cash and checks?
A:	 Yes, lead coordinators must purchase money orders with any cash collected from employee 
		  donations or fundraisers. We recommend that each department choose an agency or two to 
		  support with cash donations.  This will make reconciliation easier than if every employee that 
		  donates $1 chooses a different agency.

Q: How do we handle employees that are in one department, but paid by another department?
A:	 Once the employee’s contribution is entered, e-mail Nichole Robinson with the employees name, 
		  employee ID# and then a brief explanation of which department he/she works for and which he/
		  she is paid by and Nichole will make sure the correct department gets credit for the contribution.

Q: What months will the deductions occur for this campaign?
A:	 The deductions will be taken out January - December 2013.  They will only come out of the regular 
		  24 paychecks, not the 2 “extra” checks.

Q: When will the contributions come out of my paycheck if I donate one-time vs. 24 deductions?
A:	 If you are contributing one time your donation will come out of the first paycheck in 2013.  If you 
		  are donating per payroll your donations will start with the first paycheck in 2013 and continue 
		  through December.
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Administrative Fee - A 4% fee to administer the Citywide CMC program for the purpose of
defraying related expenses including, but not exclusive to, pledge forms, printing materials, the 
CMC Recognition Reception, etc. The fee will be deducted from money donated to the charitable 
organizations. Notification of this fee shall appear on each employee donation form, whether 
paper or electronic.  
Applicant - An organization, fund or federation applying to participate in the Combined Municipal 
Campaign.
Campaign Beneficiary - An organization, fund or federation that is the recipient of campaign 
contributions.
Campaign Coordinator - A City employee, designated by HR, who manages and coordinates
Combined Municipal Campaign activities.
Charitable Organization - Any entity described in internal revenue code section 501 (c) (3) (26 
USC & 501 [c] [3]) and exempt from federal income tax under internal revenue code section 
501(a) (26 USC & 501 [a]) and supported in part by voluntary contributions from the public and 
which, unless exempt, is registered with the Attorney General of Texas or the Texas Secretary of 
State as a charitable corporation or nonprofit organization.
Charitable Organization Fund - An organization, to which tax deductible charitable contributions 
may be made pursuant to section 170 (c) of the Internal Revenue Code, which solicits and 
distributes charitable contributions on behalf of other charitable organizations.
Combined Municipal Campaign Pledge Form - An Electronic or paper form approved by HR for 
City employees to authorize campaign payroll deductions or one-time pledges.
Department Coordinator - An employee, designated by each department director, who is 
responsible for conducting the campaign within the department.
Federation of Charitable Organizations (Federation) - An organization which may receive tax 
deductible charitable contributions pursuant to section 170 (c) of the Internal Revenue Code, and 
which consists of five or more charitable organizations that solicit and distribute contributions on 
behalf of its member or recipient organizations. A federation shall endorse the program objectives 
of its member or recipient organizations and shall ensure that these organizations comply with all 
state, federal and CMC regulations governing solicitation of campaign contributions.

6. RESPONSIBILITIES
6.1 The Mayor or designee may notify City employees of the annual campaign, express 

support for the campaign, speak at the Mayor’s Executive Luncheon and the CMC 
Recognition Reception, make an appearance at the Citywide CMC agency fair and 
promote the campaign whenever feasible.

6.2 HR ensures Citywide compliance with this administrative procedure; approves the criteria 
to determine applicant eligibility; authorizes the campaign budget; establishes guidelines; 
ensures that all donating employees have been aware of the existence, amount and 
purpose of the administrative fee; approves all printed materials for the campaign; 
encourages department directors to support the campaign; and establishes guidelines for 
distributing contributions to campaign beneficiaries.

6.3 The Campaign Coordinator provides guidance to the department coordinators; prepares 
and submits the campaign budget to the HR; determines the eligibility of all applicants 
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requesting participation in the campaign; organizes the campaign; recommends the 
campaign financial goal, campaign logo, slogan, brochure, posters, pledge cards and all 
other printed materials for campaign use; plans all Citywide events; and prepares the final 
Citywide campaign report.

6.4 The Department Coordinator conducts the campaign within his/her department; attends 
the working lunch, executive lunch and coordinator training; leads any department sub-
coordinators; enters all paper payroll deduction pledge forms received in the department 
into the online system; and ensures proper documentation and accounting of all pledges 
and contributions by department employees.

6.5 The Administration & Regulatory Affairs (ARA) Payroll Services Division, in coordination 
with the Controller’s Office, deducts the proper amount from employee checks, ensures 
proper accounting and record keeping of all payroll deductions, coordinates the 
distribution of contributions to campaign beneficiaries, deducts the applicable 
administrative fee from all employee pledges and prepares and processes contributions 
to campaign beneficiaries. 

6.6 The Risk Management Finance Division of the Human Resources Department prepares 
quarterly reports and initiates and processes an expense off-set with the administrative 
fees for each quarter. A budget status report will be prepared and submitted to the 
Campaign Chair.

6.7 Department directors shall allot time for and encourage support of and participation in the 
campaign among their employees and select one or more department campaign 
coordinators and authorize department expenditures as necessary to support the 
program.

6.8 The applicant completes and submits, within the deadline, all documentation requested 
by the City.

6.9 The City employee may enroll online or sign and submit a CMC pledge form to his/her 
department campaign coordinator if he/she chooses to donate.

7. REQUIREMENTS
7.1 Applicants who wish to participate in the campaign must:

7.1.1 Be qualified to do business in Texas;
7.1.2 Submit the names of agents who will be representing them before the City;
7.1.3 Assume responsibility for the actions and soliciting behavior of its agents to 

ensure City employees are solicited in accordance with this procedure; making 
certain that the work environment of the employee and supervisor is not 
disturbed and City employees are not harassed;

7.1.4 Be a nonprofit, tax-exempt, charitable federation, fund, or organization supported 
in part by voluntary contributions from the general public, and providing 
charitable services;

7.1.5 Retain its status as a 501 (c) (3) and 26 USC 170 tax-exempt entity pursuant to 
the Internal Revenue Code and the applicable laws of Texas for the period in
which funds are being requested;
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7.1.6 Certify that it accounts for its funds on an accrual basis (cash, modified cash, 
modified accrual and any other methods of accounting are not acceptable) in 
accordance with generally accepted accounting principles and that an audit of its 
fiscal operations is completed annually by an independent certified public 
accountant in accordance with generally accepted auditing standards if gross 
receipts reported to the IRS in the preceding year exceeded $100,000. A copy of 
the organization's most recent annual audited financial statements must be 
included with the application. The audited financial statements must cover the 
fiscal period ending not more than 18 months prior to the January of the year of 
the campaign for which the organization is applying. For example, the audited 
financial statements included in the 2013 application must cover the fiscal period 
ending on or after June 30, 2011.;

7.1.7 Comply with all laws and regulations regarding nondiscrimination and equal 
employment opportunity with respect to its clients, officers, employees and 
volunteers;

7.1.8 Ensure that its promotional activities and printed materials are based upon actual 
program operations and are truthful, nondeceptive, and include all material facts 
relative to its cause; 

7.1.9 Verify that its publicity and promotional activities protect against unauthorized 
use of its contributor lists, and do not permit the payment of commissions, 
kickbacks, finder's fees, percentages, bonuses, or overrides for fundraising and 
solicitation of the public; and

8. PROCEDURES
8.1 Federations, funds, and organizations seeking participation in the CMC shall apply by 

filing an application with the Campaign Chair on or before May 1st every three (3) years. 
Contact information and administrative percentages must be updated every year for 
continued inclusion in the CMC.

8.2 The application must include the following information:
8.2.1 The organization's official name, headquarters or local address, telephone 

number, and contact person;
8.2.2 The organization's purpose or mission statement;
8.2.3 List of the federation or fund members or constituent organizations;
8.2.4 Description of the services provided by the organization;
8.2.5 Copy of the written policy of nondiscrimination;
8.2.6 Copy of the most current annual report, if available;
8.2.7 Copy of the most current financial audit; 
8.2.8 Evidence of nonprofit, tax-exempt status, eligibility for charitable contributions 

under the provisions of the Internal Revenue Code, and licensed to do business 
in Texas; and
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8.2.9 Authorization to the City allowing for the deduction of the applicable 
administrative fee.

8.3 Applicants will receive a written notice from the Campaign Chair announcing the status of 
their application by June 1st.

8.4 Applicants who are not selected as campaign beneficiaries may appeal to HR by 
requesting a hearing within 10 calendar days of receiving the denial notification. The 
applicant may submit new information and supporting documentation when making the 
hearing request. The request must be written and hand delivered to the office of HR.
8.4.1 Reasons for an applicant to not be selected can include an incomplete 

application package; a business model that includes administrative fees greater 
than 25%; a human health and welfare organization providing services, benefits, 
or assistance to, or conducting activities affecting, human health and welfare.

8.5 HR shall hold an appeal hearing within 15 calendar days of receipt of the written request.
8.6 After rendering a determination on the appeal, HR will notify the campaign beneficiary 

and Campaign Chair.
8.7 Payroll deductions will begin the first pay period each January and will continue twice 

monthly for 24 pay periods unless the employee selected a one-time payroll deduction.
8.8 Employees desiring to discontinue contributions by payroll deduction may do so by 

completing the appropriate form available through their department payroll representative. 
The department coordinator must ensure that the proper payroll transaction form is 
prepared and forwarded to ARA Payroll Services.

8.9 Preventing coercive activity:
True voluntary giving is fundamental to municipal fundraising activities. Actions that do 
not allow free choices or create the appearance employees do not have a free choice to 
give or not to give are prohibited. Activities contrary to the non-coercive intent of the CMC 
include, but are not limited to:
8.9.1 Solicitation of employees by their supervisor or by any individual in their 

supervisory chain of command. This does not prohibit the department director 
from performing the usual activities associated with the campaign kick-off and to 
demonstrate his/her support of the CMC in employee newsletters or other routine 
communications with employees.

8.9.2 Supervisory inquiries about whether an employee chose to participate or not to 
participate or the amount of an employee's donation. Supervisors may be given
nothing more than summary information about the major units that they 
supervise.

8.9.3 Setting of 100 percent participation goals.
8.9.4 Developing and using lists of non-contributors.
8.9.5 Using as a factor in a supervisor's performance appraisal the results of the 

solicitation in the supervisor's unit or organization.














