. Agency Chair & Captain
=4 SECC TRAINING
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Welcome Chairs and Captains! Thank you for helping us provide state of Delaware employees with the opportunity to
learn about and connect with local charities. This Training is about 30 minutes long and will include details on the
campaign as well as guidance on fundraising and special events. It will be available to you throughout the campaign on
the Resources for Chairs & Captains page on the SECC website at secc.Delaware.gov. The SECC Coordinator will notify you
of any changes or updates.
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Chair & Captain Training Overview

* Campaign Background

¢ Past Campaign Contributions

* Roles & Responsibilities

* Employee Participation

* Employee Pledges

* Reporting Paper Pledge Donations

« Safeguarding Donations

* Special Events & Fundraising Activities
¢ Promoting the Campaign

* Resources for Chairs & Captains

secc.delaware.gov

In this training, we’ll briefly go over the campaign background, take a look at past campaigns, and discuss roles and
responsibilities of key SECC players. Then we’ll talk about how employees can participate in SECC, and we’ll dive a little
deeper into Chair and Captain responsibilities for assisting with Employee Pledges, Reporting, and Safeguarding
donations. We will also provide guidance for special events and fundraising activities. Finally, we’ll talk about how you
can promote the campaign to your agency and where to find resources.



Campaign Background: SECC was established to connect state employees with charitable organizations that benefit the
health and welfare of all Delawareans. And the campaign provides employees with convenient and safe ways to make
contributions through payroll deductions and one-time donations to one or more charities of their choice.



Past Campaign Contributions
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It’s important to look back at previous campaigns to help plan and set goals. This chart shows the last twelve years for
campaign contributions. You can see that SECC has had high and low contribution years. Some of the challenges that
SECC faces may be related to the state of the economy in certain years, and donor fatigue.



Past Campaign Contributions

2024 Total Campaign Contributions: $311,255
Variance: +$19,356

Between Campaign Years 2023 and 2024

2024 Employee
Pledges: $260,098
Variance: +$76,021

2024 Pensioner
Pledges: $51,157

2024 Special Events: Variance: +$16,194

$89,574

2024 Participation:
832
Variance: -22

2024 Participation:
188
Variance: +13

Variance: +$16,716

Total Campaign contributions can be broken down in 3 parts
1. Employee Pledges

2. Special Events/Fundraising activities

3. Pensioner pledges

The top row shows that total campaign contributions for 2024 were over $300,000, which is an increase of
approximately $19,000 from the 2023 campaign.

The left column shows that employee pledges, which include ePledges and paper pledges, were slightly over $260,000,
which is a $76,000 increase from the 2023 campaign. Participation went down by 22 employees.

The center column shows that employees raised over $89,000 in special events, which is an $16,000 increase from 2023.

The right column shows that pensioners pledged over $51,000, a significant increase of more than $16,000 from the
2023 campaign and participation went up by 13 pensioners.



2025 SECC GOAL

$300,000|

The goal for the 2025 campaign is to raise $300,000.


https://secc.delaware.gov

Roles
& Responsibilities

SECC Steering
Committee

Campaign

Administrator

United Way of Delaware

SECC
Coordinator
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The SECC Steering Committee consists of 7 members including: The Secretary of the Department of Human Resources
who serves as Chairperson, the Secretary of the Department of Finance, and five state employee members. The steering
Committee develops all necessary schedules, policies, and procedures to implement Executive Order 22. This includes
reviewing applications from charitable organizations to ensure that they meet eligibility criteria, selecting the Campaign
Administrator, and generally overseeing management of the campaign. You can learn more about who serves in these
roles by visiting the Steering Committee page of the SECC website.

United Way of Delaware is the Campaign Administrator. They manage ePledge, collect and distribute donations to

participating charities, and create SECC marketing materials like incentive posters, pledges, report forms, and pensioner
mailer forms.

The SECC Coordinator provides administrative support for the Steering Committee and the Campaign Administrator, as
well as being the primary contact person for Chairs, Captains, and charitable organizations.



Roles o
& Responsibilities

Chairs & Captains

* Promote the campaign

* Assist employees with pledges

* Collect, safeguard, & report

donations

secc.delaware.gov

Chairs and Captains are nominated by leadership to help promote the campaign to employees in their agency. There are
usually one to two Chairs for each agency, and they are the lead SECC representatives for their agency during the
campaign. Many agencies also have Captains who represent different sections of their agency. And there are always
informal employee volunteers that help with different tasks. Team structures are different for each agency and can be
changed to meet your needs, but there should always be a Chair leading your Agency’s campaign efforts.

In addition to promoting the campaign, both chairs and captains are responsible for assisting employees with pledges as
needed, and collecting, safeguarding, and reporting donations from employees in their agency to United Way. Employees
that need your assistance can find your contact information listed on the Agency Chair and Captain page of the SECC
website. Contact the SECC Coordinator if you need to update your contact information.



Employee
Participation

Your
contributions
make a

* PLEDGING

difference in
the lives of

Why Choose How You
To Give Can Help Delawareans.

* VOLUNTEERING :

Your support for the
2025 State Employees’
Charitable Campaign
is greatly appreciated.

* CONNECTING WITH
CHARITIES

secc.delaware.gov §_E.g._

State employees can participate in SECC by pledging, volunteering or contributing to agency fundraising activities, or by
connecting directly with charitable organizations.

To help spread the word about the campaign, the poster pictured here can be posted in offices and state buildings where
employees are working. Contact the SECC Coordinator to order posters for your agency.



Employee Pledges
¢ Online donation portal epledge

e Access through SECC website

* Safe & convenient

e Same Self Service login email and password on
my.delaware.gov

*  Payroll deduction, one-time debit/credit card donation,

and debit/credit card payment for special events
¢ Pledge confirmation emailed to Donors
¢ No paperwork for Chairs & Captains

*  Weekly ePledge reports emailed to Chairs

secc.delaware.gov

Employee pledges.

Chairs and Captains should encourage employees to use the online donation portal called ePledge. ePledge can be
accessed through a link on the homepage of SECC website. ePledge is safe and convenient; employees can log-in to
ePledge using the same Self Service login email and password as on My. Delaware.gov using a non-state email address).
Through ePledge, employees have the option to pledge payroll deductions or one-time credit card donations to one or
more of this year’s participating charities. Credit card payments for particular special fundraising events may be made as
well. ePledge sends email confirmations to donors and does not require any paperwork for Chairs and Captains. ePledge
also sends Chairs weekly email reports for their agency during the campaign so teams can track their agency’s progress.

10
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Employee Pledges
Paper Pledge

* Payroll deduction or one-time cash or check
donations

* Chairs & Captains are responsible for assisting
employee with pledge forms

* Chairs & Captains are responsible for collecting,
safeguarding, reporting pledges

¢ Available as a fillable PDF on SECC website

* Contact SECC Coordinator for 4-part paper
pledge form

secc.delaware.gov

SECS,

Employees that don’t have access to computers may use paper pledges to pledge payroll deductions or one-time cash or
check donations.

Chairs and Captains are responsible for assisting employees who need help completing these forms, as well as collecting,
safeguarding, and reporting all paper pledge donations from employees in their agency.

Paper pledges are available to chairs, captains, and employees as a fillable PDF on the SECC website. Please contact the
SECC coordinator if you need the 4-part pledge form.

The next few slides will show examples of completed paper pledges for your reference.

11
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“'"p;:gz Year State Employees’ Charitable Campaign give‘.‘\‘
Pledge Form Sl

Last Name First Name Middie Initial Emplayee ID Number
{for pavroll deduction anly)
Department Divisio/DDS Code Work Phone Niomber
PLEDGE TYPE | CHARITABLE ORGANIZATION DESIGNATIONS
I ) CASH/ CHECK = FIVE DIGIT CHARITY ANNUAL AMOUNT
a p e r fone ftme donafion) PAYROLL DEDUCTION 1 CODE AND CHARITY NAME
A& Amow [ B 1| =
(Per Pay)
$ [ 11
Pay Penods X 26 [ T W ‘ Z 1
. Mave checks payable ia SECC Annual b J C ] 3
Payroll Deduction At 2 1|
C ] s ]
. " DE: i TS: r £ill i the
T
Donation _ S
D!l DO NOT WISH TO PARTICIPATE AT THIS TIME. secc
[m] e s
NOWLEDGMENT AUTHORIZATION
[Jiwoxo: e
Die\em my nasme, adk e-mail address o o o)1 ed
‘MY HOME ADDRESS IS: (My name will not be released unless a home or e-mail address s
_STREET P—
MY HOME E-MAIL ADDRESS IS

Employees can use Paper Pledges for Payroll Deduction Donations. Chairs and captains should ensure the paper pledge
forms are filled out correctly. First, employees should fill out all fields at the top of the pledge form including: Last name,
first name, and middle initial; employee ID number; Department name and DDS code; as well as a daytime phone
number. Next, Under “Pledge Type” The Cash/Check section should be left blank. The donation amount should be
written in the section called PAYROLL DEDUCTION. The amount to be deducted from each paycheck should be entered in
the section called Amount (Per Pay). Employees should multiply that amount by 26, which is the number of pay periods
in one calendar year. The annual amount should be entered in the section called Annual Amount. Then, Under
“Charitable Organization Designations”, employees can enter the five-digit codes and names of the organizations that
they wish to support. They can also designate the amount that each charity will receive from their total donation. In this
example, the employee is pledging an annual amount of $26 and splitting that amount among 5 different charities; the
first charity listed will receive $10, the second and third charities will receive S5 each, and the fourth and fifth charities
will receive S3 each for a total of $26. Under “Donor Acknowledgement Authorization”, employees will either check that
they DO NOT want their contact information released to charities, OR they can enter their name, address, and email in
order to receive acknowledgement from the charities they’re supporting. Finally, Employees pledging payroll deductions
must sign and date the Authorization section.
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e Yoy State Empl, Charitable Campai ive.,
2028 s ploy paig) ve.

Pledge Form g «‘g“

Last Name First Nama Middle Initial Employee ID Number
tfor payroll dedhiction only)

Department DivisiowDDS Code Fork Phone Number

P a p e r PLEDGE TYPE CHARITABLE ORGANIZATION DESIGNATIONS
CASH / CHECK " iy FIVE DIGIT CHARITY ANNUAL AMOUNT
(one time donation) PAYROLLBFDUCTION CODE AND CHARITY NAME
Ariouis ;' ‘. [ | [
edges - 2|
s C i W E—

. Tay Peniods. p. & 26 ﬁ'
One-time —rd vl leeeEEl =
Donation LL LI

a iz maribution amoust. Chs be
c h c h k . approved the curent yex o patcate
a s 0 r ec D 1DO NOT WISH TO PARTICIPATE AT THIS TIME. SECC

i e s v
DONGR ACKNOWLEDGMENT AUTHORIZATION
(]9 O vac e s o - i adress e s

Release my name, address and/or e-mail address
MY HOME ADDRESS IS: (My name will not
provaded )
STREET

ey STATE . _zwcopE

MY HOME E-MAIL ADDRESS IS:

SHGNATURE PBaTE

e S e et

Noie To Chairs: Please distribute a copy of this form to (1) The Donor (2) Your Records (3) Your Payroll Office (4) United Way

Employees can also use Paper Pledges for One-time Donations with cash or a check. Chairs and captains should ensure
that the paper pledge form is filled out correctly. First, employees should fill out all fields at the top of the pledge form
including: Last name, first name, and middle initial; employee ID number; Department name and DDS code; as well as a
daytime phone number. Next, Under “Pledge Type” the donation amount should be written in the section called
“CASH/CHECK (one-time donations)”. Please note that checks should be made payable to SECC. The Payroll Deduction
section should be left blank. Then, Under “Charitable Organization Designations”, employees can enter the five-digit
codes and names of the organizations that they wish to support. They can also designate the amount that each charity
will receive from their total donation. In this example, the employee is pledging $20 cash and splitting that amount
among 5 different charities; the first charity list will receive $10, the second charity will receive $5, the third charity will
receive $3, and the fourth and fifth charities will both receive $1 for a total of $20. Finally, Under “Donor
Acknowledgement Authorization”, employees will either check that they DO NOT want their contact information
released charities, OR they can enter their name, address, and email in order to receive acknowledgement from the
charities they’re supporting. Employees using the paper pledge form to donate cash or checks do not need to sign the
Authorization section, this is used for payroll deductions only.
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Pledge Form e
P r Tast Name First Name Middie inital Emplayes ID Number
tfor p 7 only
Departm Dnvision/DDS Code Work Phone Number

P I e d g e S FLEDGE TYPE CHARITABLE ORGANIZATION DESIGNATIONS
CASH / CHECK FIVE DIGIT CHARITY ANNUAL AMOUNT
(ane ime donaiian) FAYRORL DECUCTION CODE AND CHARITY NAME
[
- O of foe
. _ ’ e fre—
Make copies for: - ot x 3 | oo | e
A L s
Make ehecks payable fo SECC :nmz:-':' s . B 1
1.The Donor ' 1| E
— ~
=

appeoved n e crren yearfo partigate
D 1DO NOT WISH TO PARTICIPATE AT THIS TIME. stcc

2.Your Records

DONOR ACKNOWLEDGMENT AUTHORIZATION
1DONOT addre il

3.Your Payroll Office
4.United Way

Relcase my name, addscss andlos
¥ HOME ADDRESS IS: (My

it addeess 10 the charity{ics) | designatcd
wil 101 be released ualess & home or e-mas address is

STATE _ _zipcoDE

I
| Note Ta Cluairs: Please disiribute 2 copy of this form o (1) The Dosor (2) Your Recors (%) Your Payroll Ofce (4) Usited Way |[

The message in the box that appears here is printed on the bottom of all paper pledge forms. This is a reminder that, as

Chairs and Captains you are responsible for providing copies of all paper pledge forms for

1.

2.
3.
4

The donor
Your own records

Your agency’s payroll section (for payroll deductions)

United Way of Delaware
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Pledge Form

“Last Nanie. Flrst Name “Midde nitial

Deparment Bivision DB Code ork Prane Nimber
PLEDGE TYPE CHARITABLE ORGANIZATION DESIGNATIONS
P CASH / CHECK " < FIVE DIGIT CHARITY ANNUAL AMOUNT
a p e r (ome time donation) PAYROLL DEDUCTION CODE AND CHARITY NAME

E—

e ¢ = n e
Pledges |: || = |0 S|&=
s

- Maske checks payabie fo SECC Annual s C 1] I
Do Not Wish to C | =
Participate P e ot -
[D“DOND]‘WISHTOI-‘AR'HCH‘ATE AT THIS TIME. SECC services in
AUTHORIZATION AUTHORIZATION. I hereby auth

oy STATE _ _ZIPCODE

As mentioned, there are many ways for employees to participate in SECC outside of monetary donations. Many
employees participate in charitable giving outside of SECC and that it OKAY.

Employees that do not wish to pledge a donation can still use the paper pledge form, as well as ePledge, to mark that
they do not wish to participate at this time by (1) filling out the fields at the top of the form and (2) checking the box
labeled “I do not wish to participate at this time.”



7 Stato Employees’ Charitable Campalgn &

Reporting
Paper Pledge Donations

We will now go over examples and instructions for pledge and special fundraising event reporting.

Chairs and Captains should report paper pledge donations to United Way as frequently as possible AND separate from
special fundraising events. It is important to have pledges and donations regularly picked up during the campaign and
NOT hold them until end of the campaign. The form pictured here (and available on the Resources for Chairs and
Captains page on the SECC website) should be used to report paper pledge donations to United Way. This form can only
report up to 15 pledges — use additional report forms when reporting more than 15 pledges.
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f
SECC.

)

Emsi of Captsin saptain@esample.com.

L3
e Swmmary. | #o1Doscrs | Touet Camiumions | Paymem Enciosed s Gmviops

Payroll Deduction 1 5 10000 NA

] R I Paper Pledge Donations

Char or Gesignee: Sgnature ot Char or Designse

Captainor designes: Signate of Cagtan Date: _

Deborah Armstrong at org

At the top of this report form (1), Captains should enter their department name, DDS code, work address, and their
name and daytime contact information.
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State Employees’ Charitable Campalgn KR CAMPAIGH ACHNSTRATORS
[y

|
SECCy &

Frek Up/OropOR- 202

WD Represeriive
[T —

T ENVELOPE

m 15 Forma Per Envelape)

Depariment Example: Depariment of Hunan Resources.

R e
i e
Ema of Capian coptandenampis, som °

Pledge Summary #olDonors Total Contributions Payment Enclosed in this Envelope

.
™ = Paper Pledge Donations
ct $ soo0 $ 5000
Erter Colume Totote 2 AN o

By signing beloy
NOTE: The envelope

rming the validity of this env
be SEALED. Two (2) signatt
Chairor designze: Signaturs of Chak o« Designes. Dote: i 02

Captainor designee: Signatue of Cagtain Date: __[___i2025

Au

v , ontaet
Deborah Armstrong at darmstrong@uwde.org
Cnais st eenas

Then, enter the donation information in the table here (2)

In this example, this section of the Dept of Human Resources had one employee who used a paper pledge form to
donate $100 through Payroll deduction. And there were two employees that used paper pledges whose donations

amounted to $50 cash. In total, there were 3 donors, contributing a total of $150, but there is only $50 cash to be
collected by United Way.

THEN the agency chair (or designee) should re-count the donations and verify the contribution totals on the report.
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PLEDGE FORM retpompen s
REPORT ENVELOPE ~ jmrera=

(Marimum 15 Forms Per Envelope)

( State Employees’ Charitable Campaign "FOR CAMPAIGH ADIBNSTRATORS.
UsE oY
SEC C<\£

Adaress: AgencyOcoertrin scdrem - CHyE_AgensyBepament CRYZE
Hame of Captan: Name of Cagtain

Emsi of Captsin saptain@esample.com.

Pone Humber. Cagtain phone rumber

o
— T Re Ortln
T e s LY e P o o s e
ovoe s | e Bosors” [t o st Eeomag s Evete
Payroll Deduction 1 5 10000 NA

e Paper Pledge Donations

By signing below, | am affis
NOTE: Ti

Char or designee: Sgnature of Char or Designse Date: _
Captainor designes: Signate of Cagtan

Deborah Armstrong at darmstrong@uwde.org

(3) Once the captain and chair (or designee) both count and verify the donation information, they should both sign and
date the report.



Reporting
Paper Pledge Donations

Department. Exarmple” Departmant of Human Resourcss

DD (Departmens-Division- Secton) Cade: Enar  digh DO oode.
Address:_Agency/Deparimont oddhese . CeyZp, AgeocyDepariment CAyZip.

iame of Captain piame of Captain Prione Hurnter Captan phone b AUnited Way ALL contast:
s g = Deborah Armstrong at darmstrong@uwde org
\ of tes sigr
Jete for ENCLOSED poper plodges ONLY. Do niot include sPledge donations of special svents
Pledge Summary | #ofDonors | Total Contributions | Payment Enclosed in this Envelope
Payroll Deduction 1 $ 10000 A
CashiCheck Pledges
Submit af checks & cash 2 $s0m0 $5000
i g
sl Cinks o 3 s 15000 s 1500
By signing below, | am affiming the validity of this envelope face and conten
NOTE: st be SEALED, e
e cesignee: Semshas f Shk o esiree P 1 oS RE M E M B E Ro
Captan or designee: Sgnature of Coptain Date: 1 p0% L

ALl
Deborah Armstreng at darmstrong@uwde.org
ot

for your records.

When the report form is complete, the Chair should make a copy for their records AND send a copy to the SECC
Coordinator as noted in the Important Reminder at the bottom of the form. Put all pledges and donations in a large
envelope and attach the report form to the envelope. Make sure the envelope is securely sealed.

Chairs can contact Deborah Armstrong from United Way to collect donations. Her contact information is listed in the
Important Reminder at the bottom of the form.



Safeguarding Donations

SECC,

secc.delaware.gov

Many employees may be working remotely. We understand that a lot of communication as well as transferring of pledge
information may occur over email. Chairs and captains must use egress to securely send emails containing documents

and/or sensitive information such as employee ID numbers.

Additionally, Until donations are collected by United Way, all cash, checks and pledge forms should be safeguarded under
lock and key.
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Special Events & Fundraising Activities

Agency fundraising events may be in person designed in a way that maintains the safety of state employees or virtual.
Over the last couple of years many teams converted their traditional agency events into virtual ones. For example, food
sales could be preordered and delivered, online silent auctions can be posted on agency intranets, and games and
competitions taken place outdoors. Work with your agency to discover the best format that accommodates your agency

operations and staff.

For more ideas, see the Resources for chairs and captions page on the SECC website.
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Special Events & Fundraising
Activities

Online Cashless Payment Options Available for Events!

Contact the SECC Coordinator to create an event in ePledge for credit
card payments for your event.

Employees can pay for special events and fundraising activities using various payment methods, including online with a
credit card. If credit card payments for special events will be utilized and before you start promoting your event, contact
the SECC coordinator to create an event in ePledge where employees may make their payment for your event.
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State Employees’ Charitable Campaign FOR CAMPAIGN ADMISSTRATORS
- = b useony

(Maximum 15 Forms Per Envelope)

Depariment _
'DOS (Depariment Division-Secson) Code
Address: CayZo,

i i )
e
= _ Reporting
SPECIAL EVENT MONIES ONLY
(Cash and Chechs Oniy) (DO NOT include paper pledges) .
Home el | Agency 5Dt Code Total Cash Total Checks Total Git s pecla I Events &
3 3 ° °
O Fundraising
3| 3 . L L
mo— - r Activities

Deborah Armstrong at darmstrong@uwde.org
Chows st =

Reporting Special Events & Fundraising Activities. Should you have cash or checks from special events, Chairs and
Captains should report them to United Way as frequently as possible separate from paper pledges. It is important to
have donations picked up regularly throughout the campaign and to not hold them until the end of the campaign. The
form pictured here (and available on the Resources for Chairs and Captains page on the SECC website) should be used to
report special event donations to United Way. There should be ONE form for EACH event — use additional report forms
when reporting more than one event.
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State Employees’ Charitable Campaign Fom cauPakc ADUNSTRATORS
PECIAL EVENT - I
SEC REPORT ENVELOPE e

(Maxium 15 Forma Per Envelope)

USE oMLY

= Resrasereatin

YWD Andar Numbe:

Deparment Example: Depariment of Human Resodress.

Name of Captoin: Name of Caplain
Emailof Captain:_Captainerample com
Nome of Evert._Name Event 1. Comhols ioumament)

oy ApeneyDeparmant Gz
Phone Numper: Captain's phone number

SPECIAL EVENT MONIES ONLY
(Cash and Checks Cnly) (DO NO!

‘ard Chacks Onl

T include paper pledges)

Hame ot Approved | s pany 5.0ip1 Code Total Caen Totsl Chacks oG
Crarty

Chacty Hame: anny s 1800 s800 5 10000

Crarty Hame: 22 $ o000 $000 $ 10000

Charty Nome 33338 515000 5 000 316000

Totalin Envelope 546500 51500 548000

By signing beiow, | am affirming the valicity of this envelope tace and content.

HOTE: The

ED. Two (2] signat

Chair or Designes's Signature
Chair or designee: Date | 102%
Captain's Signature
Dater ___J____1025
nted donations. contact
Deborah at org

Reporting
Special Events &
Fundraising
Activities

At the top of this report form, Captains should enter their department name, DDS code, work address, and their name
and contact information, as well as the name of the event.
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&(%_1‘ State Employees’ Charitable Campaign
SEC o e §
s e - u

(Maxium 15 Forma Per Envelope)

Deparment Example: Depariment of Human Resodress.

acdress: ApenepDepanment Address CyfEip ApencyDeparient C2y2ip
Name of Capinin: Name of Caplain Phone Numier Captain's phon number

Email of Captan: _Captainexampie.com R [ ]
e — eporting
~_ SPECIALEVENTMONEESONLY p
iC: s DO NOT include paper pledges)
: e | s | s Special Events &
Chacity Nanme 1 S 15500 $800 S 16000
. .
Crarty Name: mn § 10000 $000 § 10000
e Fundraising
Total in Envelope: 546500 $ 1500 s 48000 Activiti es

By signing beiow, | am affirming the valicity of this envelope tace and content.

HOTE: The ED. Two (2] signat
Chair or Desionee's Signature
Chakr or designee: Datel /12025

Then, enter the donation information in the table here. Agencies have the option to either have the funds raised
donated to the general campaign (that is, undesignated) or can choose one to three charities to designate funds raised
by their event; they can also determine how to split up those funds. In this example, this section of the Dept of Human
Resources raised a total of $480 to be split among three charities. The Captain has inputted the designated charity
names and codes and divided the cash and checks evenly to those charities.



‘State Employees’ Charitable Campalgn FOR CAMPAIGN ADMINISTRATORS
| ) usE omy

o -
Address. AqencyDepariment Address. City(Zip AgencyDepartment CityZio
Name of Captain: Name of Captan Praons Humbar: Captain's phone rumber °
————— Reporting
SPECIAL EVENT MONIES ONLY
il e e e Special Events &
Charity Name. mn $§ 15500 § 500 $ 10000 ° °
S T T Fundra|s|ng
Chanty Name 33 § 15000 $ 1000 § 16000 . . .
e —  —] Activities
¥ Lom affi by face and content.
e ——
o "
Captain's Signature
Captain of gesgnee: Date: A 2025

AL
Deborah Armstrong at darmstrong@uwde.org

Agency chairs (or their designee) should re-count the donations and verify the contribution totals on the report. Once

the captain and chair (or designee) both count and verify the donation information, they should both sign and date the
report.



(7 State Employees’ Charitable Campaign FOR CAMPAIGN ADMINISTRATORS
\ : .
Pick Up/Orop OF 12025
SECC.\ b
ST G e
i 6 P

O, PR T RS
o BT R

Hame of Captain: Nome of Captan Frone Hunber: Captan' phone numbes
Ematof Captan_CoptainBerampbe.com
Hiame cf Event Name Event (La. Cornhole loumament)
SPECIAL EVENT MONIES ONLY
{Cash and Crecks Oniy) (DO NOT nch o

clude poper pledoes)
e R | oy s iptoss | e coan p— oo
Chacty Name: nm $ 158.00 $s00 3 1e0.00
oty e 22 |5 som s w00
pre— P s 100 s wom
Total in Envelope $48500 § 15.00

By signing beiow, ingy the validity of this o

HOTE: The e st be SEALED. Twa (2)
Ssgnature
Char or designee:

Captain ordesignee:

Deborah Armstrong at darmstrong@uwde.org
be collected, i

Reporting
Special Events &
Fundraising Activities

A United Way representative will caliect ALL SECC donations. To scheduis a pick-up, contact:
Deborah Armstrong at darmstrong@uwde.org

‘of this signed

REMEMBER:
Keep a copy
for your records.

When the report form is complete, the Chair should make a copy for their records AND send a copy to the SECC
Coordinator as noted in the Important Reminder at the bottom of the form. Put all donations in a large envelope and
attach the report form to the envelope. Make sure the envelope is securely sealed.

Chairs (or designees) can contact Deborah Armstrong from United Way to collect donations. Her contact information is
listed in the Important Reminder at the bottom of the form.



Promoting
the Campaign

CHARITY INFORMATION

« If available, share promotional
information about charities

» Schedule in_person or virtual
meetings with charities

ASK THE SECC COORDINATOR FOR MORE
INFORMATION

Promoting the Campaign

It’s important to share information with employees about each of the unique charities that have been approved to
participate in the campaign. Agency leadership, Chairs and Captains, and/or your agency’s communications team can
send promotional emails to employees and feature the charities on your agency’s intranet. For an even more
personalized experience, chairs and captains can invite individuals from charitable organizations to speak to employees
in person or in virtual meetings using applications like Microsoft Teams, Zoom, and others. Charitable organizations
participating in this year’s campaign are eager to make connections with state employees. Ask the SECC coordinator for
more information about scheduling meetings with charities.
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Promoting the Campaign

State Employees'
Charitable Campaign (SECC)

SECC Digital Toolkit —
Logos & Branded Imagery

https://secc.delaware.gov/secc-digital-toolkit-logos-
branded-imagery/

Website tiles, logos, and branded images are available to use in promotional emails and flyers. You can download these
images directly from the Resources for Chairs and Captains page on the SECC website.

Work with your agency’s IT dept to put an SECC website tile on your agency’s intranet during the campaign. This button
can redirect employees to the SECC website where they can find information about the campaign and the charities it
supports, as well as access to the online donation portal ePledge.

Work with your agency's communication dept to create and send SECC promotional emails to employees in your agency.
The SECC Coordinator can assist with messaging if needed.
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Resources for Chairs &
Captains

visit

secc.delaware.gov

If you have questions or need assistance, contact the SECC Coordinator.

Anna Davis
SECC@Delaware.gov

841 Silver Lake Boulevard, Suite 201 S E CC

Dover DE, 19904

Making o difference in Deloware!

secc.delaware.gov §._E._g._

For all the resources mentioned in this training, visit the Resources for Chairs & Captains page on the SECC Website. If
you have any questions or need assistance, contact the SECC Coordinator.
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SECC Delaware

Thanks you!

Thank you for taking time to view this training video. We hope it has been helpful to you. With your help, we can make
this year’s campaign a successful one. Have a great rest of your day.
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