
2013 Delaware SeCC 
training guiDe
ChairS anD CaptainS

August	6th	
Kent	County	SPCA	
32	Shelter	Circle
Camden,	DE
1:00	PM–3:00	PM

August	8th	
DNREC	Auditorium
89	Kings	Hwy.
Dover,	DE
9:30	AM–11:30	AM	

August	14th	
Exceptional	Care	for	Children
11	Independence	Way
Newark,	DE
9:30	AM–11:30	AM

training SeSSionS:



Matt	Denn,	Honorary	SECC	Co-Chair
Lieutenant	Governor

Dear	Friends,	

It’s	 that	 time	 of	 year	 again	 when	 state	 employees	 rally	 together	 and	 join	 forces	 with	 United	 Way	 of	 
Delaware	 to	 maximize	 the	 community’s	 resources	 and	 improve	 the	 quality	 of	 life	 for	 all	 Delawareans.	 
As	 Chairs	 and	 Captains	 for	 the	 2013	 State	 Employees’	 Charitable	 Campaign	 (SECC),	 you	 will	 play	 a	 
key	 part	 in	 this	 entire	 effort.	 Your	 leadership	 is	 critical	 to	 the	 success	 of	 this	 charitable	 campaign.	Our	 
purpose	in	providing	you	with	this	training	is	to	help	make	your	work	more	effective,	more	rewarding	and	
more	enjoyable.	

You	 are	 about	 to	 begin	 a	 wonderful	 experience.	 You’ll	 be	 called	 upon	 to	 use	 all	 of	 your	 skills	 and	 
talents,	 and	 you’ll	 gain	 the	 satisfaction	 of	 knowing	 your	work	will	make	 a	major	 impact	 on	 the	 lives	 of	 
countless	Delawareans.	

Through	United	Way	of	Delaware,	we	are	able	to	connect	with	businesses,	government	and	social	service	
agencies,	 academic	 groups,	 community	 organizations	 and	 concerned	 individuals	 to	 make	 meaningful,	 
measurable	change	in	the	areas	that	we	believe	to	be	the	three	building	blocks	of	a	good	quality	of	 life:	
Education, Income and Health.	

Whether	this	is	your	first	time	as	a	coordinator	with	SECC	or	your	twentieth	time,	this	guide	will	help	you	get	
the	most	out	of	your	campaign	planning	and	execution.	It	will	help	you	answer	key	questions,	employ	proven	
strategies	and	provide	you	with	a	framework	for	success	from	start	to	finish.	

I	 believe	 when	 you	 reach	 out	 a	 hand	 to	 one	 person,	 you	 influence	 the	 condition	 of	 all.	 Thank	 you	 for	 
your	 commitment	 to	 SECC	 and	 your	 compassion	 for	 all	 Delawareans.	 I’m	 looking	 forward	 to	 another	 
successful	campaign!	

Best	regards,

Matt Denn

introDuCtion

http://secc.delaware.gov



reSourCe guiDe
We	have	consolidated	all	of	the	resources	that	you	will	need	on	our	website	at	http://secc.delaware.gov

Hot Off the Press:
We	have	composed	a	newsletter	to	give	you	the	latest	updates	during	the	campaign.	Please	refer	to	this	
often.	An	email	will	go	out	when	new	editions	are	ready.

Epledge:
Epledge	has	not	changed	this	year.	All	employees	will	need	to	initially	sign	in	again	using	this:

  USERID=EmplID PASSWORD=de$lastname

If	 you	 need	 to	 help	 someone	 with	 epledge,	 make	 sure	 you	 look	 at	 the	 Quick	 instructions	 or	 the	 Full	 
instructions,	found	on	the	website.	New	this	year–Reporting	instructions.	Many	questions	arose	on	how	to	
use	the	reports	in	epledge,	so	we	will	have	newly-created	instructions.

Paper Pledges:
This	year	we	will	 have	a	 limited	supply	of	paper	pledges	 for	 those	agencies	 that	need	 them.	These	will	
be	 handed	 out	 at	 the	 trainings.	 We	 encourage	 you	 to	 have	 employees	 use	 epledge,	 but	 these	 are	 
available	when	needed.	Also,	we	have	a	copy	of	the	pledge	form	on	the	website	if	you	need	to	print	one	for	an	 
employee	in	a	hurry.	Make	sure	you	print	three	copies	(employee,	payroll	and	you).

Reporting Donations:
Instructions	on	how	 to	 turn	 in	and	 report	your	cash	donations	can	be	 found	on	 the	website.	Remember	 
you	must	have	two	people	from	your	agency	count	and	verify	your	cash	donations.	Make	sure	you	read	the	
Procedures	 for	Handling	Cash	Donations	and	Special	Event	Money.	Personal	checks	used	 to	consolidate	
special	event	money	will	NOT	be	accepted.

Charity Listings:
Looking	for	the	codes	for	the	charities?	You	can	find	a	list	of	Charitable	organizations	on	the	website	so	you	
can	ensure	you	have	selected	the	right	code	on	the	paper	pledge	form.

Campaign Materials:
Looking	for	campaign	materials?	We	have	them	conveniently	located	on	the	website	so	you	can	print	them	
off	and	post	them	in	your	section.	A	highlight	of	materials	available	to	you	on	our	website.

Google Calendar:
Use	Google	Event	Calendar	to	promote	your	agency	fundraisers,	activities	and	success	stories.	You	will	be	
able	to	find	instructions	on	how	to	use	the	calendar	on	the	website.



9 StepS to a SuCCeSSful Campaign
While	 each	 campaign	 is	 unique,	 these	 9	 steps	 are	 the	 building	 blocks	 for	 an	 effective	 campaign	 and	
should	 be	 followed	 as	 closely	 as	 possible.	 Your	SECC	Staff	 will	 help	 you	 develop	 a	 plan	 that	works	 for	 
your	organization.

1.   DeVelop a plan
Analyzing	past	campaigns	will	help	you	determine	areas	of	opportunity	and	challenges.
To	build	a	robust	campaign	plan	you’ll	need	to...
	 •		Review	giving	history	and	analyze	campaign	data
	 •			Establish	a	campaign	timeline,	including	team	meeting	dates	and	trainings,	campaign	kickoff	and	

special	events

2.   eStaBliSh Support from the top
The	success	of	your	campaign	depends	on	the	support	
and	commitment	of	your	senior	leadership.	 
Keep	them	informed	of	the	campaign	progress.
Work	with	your	senior	leadership	to...
	 •		Attend	campaign	events
	 •				Provide	thank	you	recognition	to	volunteers	and	

donors

3.  Set a goal
Establishing	a	goal	serves	as	a	motivator	to	achieve	
greater	results.
Your	goal	should	be...
	 •		Set	on	past	campaign	results
	 •		Attainable	yet	challenging
	 •		Set	to	increase	overall	participation

4.  reCruit a Campaign team
A	team	can	assist	in	organizing	efforts	and	build	 
excitement.
Get	the	most	from	your	team...
	 •		Find	employees	who	support	the	campaign
	 •			Consider	asking	employees	associated	with	 

department	employee	activity	committees
	 •		Seek	out	employees	with	various	skill	sets

5.  promote anD puBliCiZe
Education	and	information	are	key	in	reaching	your	campaign	goal.	Inform	employees	in	the	impact	of	
their	contributions—improving	lives	in	Delaware.
Successful	strategies	include...
	 •		Employee	testimonials	distributed	via	print,	email	or	video
	 •		Kickoff	rallies	and	contests
	 •		Organize	a	tour	and/or	volunteer	project
	 •		Special	Events
	 •		Plan	or	attend	an	agency	fair

Campaign tools:
•  Speakers and agency fairs
•  Campaign materials
•  Campaign website: secc.delaware.gov 
•  SECC staff and campaign team

Successful Campaign Strategies:
•  Hold a kickoff event
•  Use group presentations
•  Contact every employee -“THE ASK”
•  Keep the campaign as short as possible
•  Encourage payroll deduction
•  Say “THANK YOU”

20 Minute Presentation:
•   Welcoming remarks by coordinator (2 min.)
•  Introduce guest speaker (1 min.)
•  Guest speaker presentation (5 min.)
•  Show campaign video (8 min.)
•   Present campaign information: goal, 

events, contests, etc. (4 min.)
•  Say “THANK YOU”



6.  MAKE “THE ASK”
This	 is	 by	 far	 the	 most	 important	 step.	 The	 major	 reason	 people	 do	 not	 give	 is	 because	 they	 were	
never	asked,	so	ask	everyone!	Remember,	giving	is	personal	choice.	DO	NOT	pressure	employees	who	
choose	not	to	participate.
Your	meeting	should	include...
	 •		SECC	staff
	 •		An	agency	speaker
	 •		Promotion	of	payroll	deduction
	 •		An	opportunity	to	address	donor	concerns

7.  report the reSultS
Regular	reporting	allows	the	team	to	monitor	the	progress	of	
the	campaign,	while	keeping	you	from	having	to	hold	cash,	
checks	and	pledge	forms.
	 •			Develop	and	communicate	a	plan	to	collect	and	turn	in	

pledge	forms
	 •		Verify	pledge	forms	for	accuracy
	 •		Coordinate	pledge	form	pickup
	 •			Report	the	fi	nal	campaign	total	to	the	entire	organization

8.  SAY “THANK YOU”
The	importance	of	thanking	everyone	cannot	be	overemphasized.
	 •		Have	top	leadership	send	an	organizational-wide	thank	you	and	acknowledgement
	 •		Host	a	fi	nal	thank	you	event	for	the	campaign	team

9.  EVALUATE AND PLAN AHEAD FOR NEXT YEAR
Be	sure	to	keep	the	momentum	of	your	campaign	and	learn	from	your	experience	to	improve	future	
campaigns.
	 •		Solicit	feedback	from	the	campaign	team
	 •		Prepare	debrief	documentation	for	next	year’s	campaign	team

  CAMPAIGN TIMELINE CHECKLIST
Pre-Campaign: 

attend training provided by 
SeCC Staff

Develop a campaign strategy

Seek support, recruit a 
campaign team

Distribute campaign 
materials to campaign 
team members

During Campaign:

Campaign kickoff event

host employee information 
sessions

get employees excited about 
the campaign

Follow-up with all employees

make “the aSK”

Post-Campaign:

general campaign celebration

Volunteer appreciation 
letter/event

evaluate performance, 
“strengths and 
opportunities”

ensure all pledge forms have 
been sent to SeCC staff

post/announce fi nal 
campaign results and 
thank donors

Quick Tips:

make your pledge fi rst

Know the facts

be positive

ask the co-workers you 
know fi rst

make it a two-way street

Say “thanK yoU”



reSponDing to ConCernS anD oBJeCtionS
You	may,	on	occasion,	encounter	someone	who	objects	to	making	a	SECC	contribution.	Keep	in	mind	that	
objections	present	an	opportunity	to	give	more	information	or	clarify	misconceptions.

Here	are	some	suggestions:

1.  oBJeCtionS are not perSonal
Remember,	 their	objections	are	not	directed	at	you.	We	understand	that	giving	 is	a	personal	matter	and	
people	can	feel	very	strongly	about	the	organizations	they	support.	

2.  oBJeCtionS are often BaSeD on inCorreCt information
Try	 to	 identify	 the	 real	 issue.	 United	 Way	 is	 committed	 to	 maintaining	 and	 modeling	 the	 highest	 
ethical	 standards.	 We	 believe	 in	 providing	 leadership	 and	 programming	 that	 is	 effective,	 transparent,	 
compassionate	and	inclusive.

3.  SHOW SYMPATHY
Listen	carefully	and	show	your	concern.	This	does	not	mean	you	agree,	but	that	you	care	about	the	concern.

4.  Don’t argue
Instead,	offer	information	about	the	many	ways	the	SECC	charities	help	people,	or	offer	to	discuss	the	issue	
further	after	the	group	meeting.

5.  RELAX AND BE YOURSELF
You	 have	 the	 ideas	 to	 present,	 so	 be	 straightforward	 in	 your	 presentation.	 Asking	 for	 someone’s	 
participation	or	gift	is	not	a	“win/lose”	situation.

6.  DON’T BE AFRAID TO SAY “YOU DON’T KNOW”
Let	those	with	questions	know	you’ll	get	back	to	them	with	the	answer.	Tell	them	to	contact	Jane	Hahn	at	
(302)	672-5173	or	jane.hahn@state.de.us.															

7.  REMEMBER, EDUCATION NOT COERCION 
The	most	responsive	donors	are	those	who	
have	 the	 opportunity	 to	 become	 informed	
and	involved.	Experience	clearly	shows	that	
coercion	 creates	 animosity,	 and	 hinders	
communication	and	understanding.



fun theme iDeaS
Be	a	superhero	 	 	 Get	in	the	Game	

Lights!	Camera!	Action!		 	 Teaming	up	for	our	community	

Make	a	world	of	difference		 	 Expressions	of	hope	

Dare	to	care		 	 	 	 Fall	festival	

Pirates	of	the	Caribbean		 	 Hollywood	

	Shoot	for	the	Stars		 	 	 Hawaiian	luau	

	Mystery	theme		 	 	 Christmas	in	September	

 Grease	(The	movie)		 	 	 Music	Mania		

	Chocolate	Heaven		 	 	 	Take	a	walk	on	the	wild	side!	
(Safari)	

PUTTING THE “FUN” IN FUNDRAISING…
Airplane Toss 
Throw	 paper	 airplanes	 through	 a	 
hula-hoop,	charge	per	throw.	You	may	
have	 to	 show	 them	 how	 to	 fold	 the	 
airplanes,	 but	 lessons	 will	 cost.	 This	
is	 a	 great	 event	 if	 you	 have	 a	 big	 
engineering	department.	

Auction
Ask	employees	to	donate	an	item	to	be	auctioned	off.	Items	can	include	old	items	from	home,	a	service	(e.g.,	
car	wash)	or	items	(e.g.,	baked	goods	or	crafts).	Advertise	your	auction	well	in	advance	and	combine	it	with	
a	potluck	lunch.	

Candy-Grams 
It	doesn’t	take	much	time	to	organize	a	candy-grams	fundraiser,	but	it	can	end	up	raising	a	lot	of	money.	
Sell	candy-grams	to	employees	for	a	small	fee	and	deliver	them	on	the	last	day	of	your	campaign.	Try	to	pick	
a	treat	that	ties	into	your	campaign.	For	example,	you	could	use	Halloween	candies	if	there	is	a	Halloween	
theme.

Volunteer Event 
Work	with	SECC	 staff	 to	 organize	 a	 volunteer	 event	 at	 one	 of	 our	
SECC	 charity	 organizations.	 See	 website	 for	 additional	 ideas:	 
http://secc.delaware.gov/res_chairscaptains.shtml

See	website	for	additional	ideas:
http://secc.delaware.gov



Change liVeS
Shape the future

As a “champion,” you are the “go to” person for educating, motivating, and inspiring  
your fellow employees. Thank you for going above-and-beyond and LIVING UNITED!

“You	are	the	Champion”	of	the	2013	campaign.	Your	commitment,	enthusiasm	 
and	time	are	so	important	to	this	year’s	fundraising	efforts.

State employeeS’ Charitable Campaign
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