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Coordinator’s Introduction or Speech

One of the most important things you will communicate to your co-workers is the difference they make when they give through the SECC.  It’s vital that each employee knows he or she is helping others through their gift. The following points should be covered at all campaign meetings whether they are group presentations or one-on-one presentations:

Outline for a Coordinator Introduction or Speech
· Greet everyone – and thank them for attending

· Give a brief overview of the SECC – emphasizing choice

· Explain how the campaign works – both overall and in your organization

· Tell a personal story, if you have one, about help received from a SECC charity

· Ask employees to participate, emphasizing that all gifts make a difference

· Encourage payroll contributions – list advantages

· Offer help with the online pledge tool or with downloading and completing pledge forms
· Say Thank You!

The Group Presentation is probably the easiest way to reach a large group of people at once.  Include a group presentation as part of an already existing staff meeting.  Take 5-10 minutes to provide information employees need to make a gift to the SECC.  Distribute brochures and pledge forms. 
Group Presentation Agenda

I.  Opening Remarks – Department Head or Department Campaign Coordinator     


Thank everyone for their continued support. 
Report your agency or department’s results from last year

Remind employees that the SECC is an effective way to give back to the community

and support local, state, national and international agencies

II.  Dollars at Work – Agency Speaker



    
  
       


An agency speaker can offer a vivid illustration of the donor’s dollars at work.

IV.  Ask for the pledge – Department Coordinator/Team Leader
      




The ask is most effective coming from the Department Campaign Coordinator (a peer), or a fellow employee who has participated.  

V.  Answer questions – Department Campaign Coordinator/Campaign Manager  2- 3 minutes

VI. Say Thank You!

One-on-One Presentation

This approach works best when there are only a few people within your office or an individual has missed the group meeting.  Plan to spend five minutes with each individual to help them complete the pledge form – if needed.
One-on-One Agenda

I.         Opening Comments

Thank them for their continued support, if they have given before

Speak briefly about last year’s results from their department

Explain how the campaign works

II. Present your case for support
Provide a vivid illustration of the donor’s dollars at work and explain why you participate in the campaign and the need for continued support

III. Ask for the pledge

Please join me in giving to a SECC charity.Help them with the pledge form or online tool if needed
IV.       Answer any questions

V. Say Thank You!

Thank You Letter

Dear (Donor’s name):

Thank you for making this year’s State Employee Charitable Campaign a success.  (Department Name) employees contributed $__________ to many worthy charities in the SECC.  Your concern for others helped to make this achievement possible.

Your generosity will help ensure that needed services are available throughout the year.  You have contributed to making our community, nation and world a better place to live.

Again, my sincere thanks to you for showing that you care.

Sincerely,

Campaign Coordinator
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