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Campaign Coordinator Role & Responsibility

Your role is to conduct the most effective CSEC possible.

WHAT IS A COORDINATOR?

A CSEC cooroinaToR is usually the primary organizer and cheerleader for the cam-
paign. The coordinator gives direction to the campaign team, which develops a plan to
ensure that all employees are contacted and given the opportunity to participate in the
campaign. As the CSEC coordinator for your state agency, you’ll have the opportunity to
educate your co-workers about a wide variety of charitable needs that can be met with
your help. The coordinator is also the person who collects all pledge forms and money and
tallies the information on the appropriate campaign reporting envelope, which is then
given to the loaned employee assigned to your agency.

FOLLOW THESE SIMPLE STEPS FOR A SUCCESSFUL AND EASY CAMPAIGN:

#1:

H#H2:

#3:

H#H4:

#5:

#6:

HT:

#8:

#9:

#10:

Review the results from the previous campaign.
Involve your agency or department head.

Form a campaign team.
Develop an action plan.

Select a solicitation method
that works best for your office.

Host a kick-off rally.

Conduct employee meetings or
one-to-one solicitations.

Report your campaign progress.
Say “Thank You!”

Communicate with your co-workers on a year-round
basis.



The Benefits of the State Employees’ Campaign

CSEC is Efficient:
Hundreds of volunteers are used.

One campaign at the workplace instead : -
of multiple campaigns. L

CSEC is Effective:

Focuses on meeting local needs.
Provides service rather than handouts.
Offers inclusive package of services.
Strengthens our community.

Don’t forget to let them know...

One campaign per year for all agencies assures more dollars for services.
There are a variety of services offered through agencies.

Agencies have met eligibility requirements established in state regulations.

The Campaign minimizes duplication of services.
Payroll deduction makes it easier.
The Campaign is a good way for state employees to meet local needs.

Contributions are tax-deductible.
The campaign is financially accountable. A state audit is done every two years.

A Word About Payroll Deduction
All state employees are eligible to make their contribution to the Connecticut State
Employees’ Campaign through payroll deduction. Since payroll deduction has been
made available, a growing number of employees have taken advantage of this easy
way of giving. This has resulted in greatly increased contributions.

Therefore, it is important to encourage every employee to enroll in
the payroll deduction program. Instead of asking the employees

how much they wish to contribute, ask them to consider how much
they wish to contribute out of each pay period.

Remind each employee that you aren’t asking for anything now except the
signed pledge form with the deduction for each pay period indicated.
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Who, What, Why, Where, & When...

Who is the CSEC?
The Connecticut State Employees’ Campaign (CSEC) is you,
state employees who work in Connecticut.

What is the CSEC?

The CSEC is the name of the only charitable giving program authorized for
payroll deduction for certain state employees. The CSEC enacted legislation adopted
in 1992, which can be found in Public Act 92-142 of the Connecticut General Statutes.

Why should | give?

The CSEC is a direct way to reach out and touch the lives of those in need; to
sustain local, national and international health, educational, environmental and
social service organizations; to make a meaningful contribution to your community.

Where does my gift go?

Your gift goes exactly where you designate it to go and no
where else. You can designate one or more specific agencies or
federations to receive your gift. Undesignated money is dispersed
among all member agencies according to the percentage of desig-
nated money they receive. Associate agencies only receive desig-
nated money.

When will my payroll deduction begin?
Your payroll deduction begins the first pay period in January
and ends the last pay period in December.

THE #1 REASON MOST
PEOPLE DO NOT CONTRIBUTE

IS BECAUSE THEY WERE
NEVER ASKED!




Special Events

SpeciAL EVENTS can be a fun way to add sparkle to the campaign. Your campaign kick-off is
a great time to stage an event. Plan a series of events or follow the campaign with a
closing event to mark your campaign’s success. Here are some suggestions for events
that others have used successfully:

*

*

Organize a WALK/RUN for the CSEC.

Post baby pictures for co-workers. Employees will try to match a
colleague’s name with the picture. Prizes can be awarded.

Hold a scavenger hunt with the listing including items that can be obtained
only by visiting CSEC supported charities.

Set up a softball, touch football, soccer, or basketball game between man-
agement and employees. Volleyball is a popular coed sport.

Hold a bake sale.

Have a dress-down day on Friday(s).

Hold a coin (penny) war with other departments in your office.

Have an office-wide karaoke event.

Hold a lobby golf tournament.

Hold a Halloween costume contest.

PLEASE NOTE:

Although special events are a great way to bring fun and excitement to the campaign, please
be careful about how many you do and how often. Many employees will interpret participation
in the special event as their contribution to the campaign. The CSEC hopes that employees
will also consider filling out a pledge card and opt for payroll deduction.

8



Drawings & Raffles

RAFFLES are NOT PERMITTED in any state agency. A “drawing” where
money is exchanged, directly or indirectly, for a ticket or coupon for entry
to win a prize is considered a raffle and regulated by the Division of Spe-
cial Revenue. THis IS NOT PERMITTED.

WHAT you ReANN@IW DoO:

-State employees are NOT ALLOWED
to hold games of chance, such as:

-Money-wheel games
-“Fifty-fifty” coupon games

-Cow-chip raffles

-Teacup raffles

-Duck-race raffles

WHAT YOU CAN DO:
-Dart games
-Golf games
-Bowling games
-Vendor sales
-Bake sales

-Basket sales

-Coin Wars




Tips to Enhance your Campaign

Be festive! Use campaign materials provided by the CSEC
to liven up your campaign meetings, report meetings, kick-
off and victory events, etc. Posters, balloons, stickers and
campaign buttons displaying the campaign theme and/or
logo make your events more exciting and more visible.

Utilize your agency head. Get endorsements from them. Involve them in your major
events to emphasize the importance of the campaign and its impact on your community.

Make your events visible by holding them in public places, on the lawn, in the
cafeteria/break room, or at a public park.

Publicize your campaign progress with goal thermometers or other visible
measurements and put them at the most prominent places around your facility.

Have a Blitz Day with media coverage. Begin with a kick-off and send volunteers to
their departments to conduct employee meetings. Conclude with a reception at the
end of the business day. Have a special recognition for the volunteer who secures the
largest percentage increase in contributions or divide the volunteers into teams and
award the highest producing team.

The CSEC isn’t just about raising and giving money; it is about providing a helping
hand. Hold an agency fair so employees can learn more about the charitable organiza-
tions and have the opportunity to volunteer with a charity of their choice.

Q“ Recruit fellow employees who have been served by a CSEC charitable organi-
a zation, or serve as a charity volunteer, to share

(J : their story at campaign rallies or events. They can -
| relate better than anyone on how CSEC contribu- e

. tions are used in the community. i g

e
' W
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Special “Fun” Raising Events
Host a coffee for your staff—Serve danish or donuts. Introduce your
‘ &

agency coordinator and announce dates for your agency campaign.

Commissioner or Deputy Commissioner prepares lunch—A former DepMeﬂt
of Insurance Commissioner made a big pot of chili and then donned an apron

< and served it to his staff. All proceeds were donated to the campaign.

You could try a pasta with bread and salad.

Donut sales—Ask a local donut store to give you a discount on the
purchase of several dozens of donuts. Sell them for .50 a piece. If you can,
serve coffee for .50 a cup.

Dress Down Days—Have dress down days on Fridays throughout the campaign.
Charge $2 or $3 to participate. Or, if you sign up for payroll deduction (at least
'!::, $2./pay period) an employee can participate in dress down Fridays for whatever
A number of weeks your agency deems appropriate.

o
x

Fr
. a E 4 , ] ] . .
7 k % Slice of pizza sale—A local pizza restaurant offered a discount for the
2 "~ purchase of several sheet pizzas. The agency sold them by the slice.

Pumpkin sales—From a $50 winning lottery ticket, a Dept. of Labor employee

bought 100 pumpkins from a Greater Hartford area pumpkin farm. Several of i

her colleagues offered to paint Disney character faces and other well-known r
characters on the pumpkins. The pumpkins were priced according to *‘

. size. Over $3,000 was raised from the sale of the pumpkins. —_

| Unique boutique—Employees brought in items they no longer need, i.e.: hats,
1 jewelry, books, tapes, clothes, etc. and sold them for very low prices.
& The boutique was set up in a back room for a week.

Ice cream social—Ask a local ice cream business to donate or to provide
you with ice cream cups at a discount rate. Sell it for a higher price than
what originally paid for it.

Crazy stocking/sock day—Along the lines of dress down day, wear crazy
socks/stockings for a day. Pay $1.00 to participate. Ask a local business to
donate a prize (gift certificate for lunch, a book, a tape, etc.) The person
who receives the most votes for the craziest socks wins the prize.

Halloween contest—The Dept. of Transportation coordinated a
Halloween costume contest. Employees dressed up in their favorite costumes. Judges were
named and voted on what they felt were the best/most creative costumes. Prizes were
donated by local businesses and awarded to the winners. Held in the lobby of the DOT
building, employees crowded the area to watch the Halloween parade. The event brought
awareness of the campaign during the mid-point of this fundraising drive.

11



Special Event Ideas

MERCHANDISE SALES NOVELTY

Bake-offs Frisbee Golf :
Baby Photo Senior Management Car Wash

Hula Hoop Magazine Subscription Sales .
Lip Sync Entertainment Book Sales M 1
Limbo Volleyball Tournament v
Halloween costumes (between departments) '(
Karaoke Sports Day

Lobby golf Talent Show

Pumpkin Sale Poster Contest

Trivia Contest

MERCHANDISE SALES Games: Darts/Jump Rope
Balloon-A-Gram Fun Run/Walk

Soft Ice Cream/Frozen Yogurt Dress Down Day
Flower sales In-House Miniature Golf Course

Vintage Silent Auction Dunking Booth
(items donated by employees) Longest Drive Contest (Golf range)
Barbecue Ice Cream Social

Employee Craft Sale Balloon Shaving

Used Books & Records Foul Shooting Contest

Dress Up (instead of Dress Down)
Talent Show

OTHER Pumpkin carving and selling
60’s Memorabilia sale
Hawaiian Day

International Luncheon
Guess the number of M & M
Scavenger Hunt

Monopoly Game

Penny Wars (between departments)
Remote Control Car Race
Three-legged Race

Egg Drop Contest

Carnival - outside office
Breakfast sale

Office shoe shines
Pizza Party
Tag sale
Crazy tie day

MISCELLANEOUS
Crazy Stocking Day

Soap Box Derby P
Toga Party Sand Castle Building contest « feg
Candy Kiss Sale Outside vendor sales Na -
Softball Game (part of proceeds are donated to .
Jeopfalrdy T;?é;;g?;)rggséaetes agency for the campaign)
Spelling Bee

Beach Party

12




Goodies and Give-Aways

The campaign office has the following materials available for
your use:

eCampaign letterhead

<Balloons

eCampaign logo stickers
eCampaign pins

*Pencils

eComputer Sticky Calendars
ePosters

e ...and other great give-a-ways

e e
T 4

s
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Application Process for Charitable Organizations

APPLICATION PROCESS FOR CHARITABLE ORGANIZATIONS

The Connecticut State Employees’ Campaign (CSEC) is governed by state regulations 5-262. To be eligible
for approval to participate in the CSEC, a federation (i.e. America’s Charities, Earth Share of New England,

United Way) and its participating member agencies must meet certain criteria. Some of the criteria include:

U Be incorporated or authorized to do business in the State of Connecticut as a private non-profit
organization and registered with the Department of Consumer Protection

U Be engaged in the delivery of charitable and public health, welfare, environmental, conservation or
service purposes

U Maintain a 501 (c) (3) tax exempt status

U File an IRS form 990

U Not expend more than 25 percent of its annual revenue for administrative and fundraising expenses

U Have a stated policy of non-discrimination and be in compliance with all requirements of the law and
regulations respecting non-discrimination

U Demonstrate a history of service of not less than 12 months prior to the date of application to

participate in the CSEC
U Disclose to the CSEC if any of its directors, officers or employees are subject to any investigation.
(See State Statutes 5-262-3 for complete list of criteria)

The regulations governing the campaign DO NOT allow individual charitable organizations the opportunity to
apply for participation in the CSEC. Interested individual non-profit organizations should contact one of the
nine federations listed on pages 29 & 30 of this coordinator’s guide regarding their application guidelines.

A new federation (a charitable organization with 10 member agencies or more) application must be
received on or before January 15 annually for consideration in that year’s campaign. Applications from
federations that participated in the prior year’s CSEC campaign must be received by April 15.

All applications are reviewed and approved by the fifteen member CSEC campaign committee.

14
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§ 5-262-1 - 5-262-3 Office of the State Comptroller

State Employee Campaign for Charitable Giving

Sec. 5-262-1. Definitions

The definitions in Section 5-262-1 of the Connecticut General Statutes apply to Sections 5-262-2 through 5-
262-12, inclusive, of these regulations.

(a) Appointing authority shall have the meaning set forth in Section 5-196 of the Connecticut General
Statutes.

(b) Comptroller refers to the Comptroller of the state of Connecticut.

(c) Date of application - (for new federations) January 15 or if January 15 falls on a non-business day, the
next succeeding business day.

(d) Local Campaign Community (LCC) means a geographical are in which the campaign is conducted.

(e) Local Campaign Manager (LCM) A participating federation or member agency under the direction of
the PCFO with the capacity to manage the local campaign on behalf of all participating federations in
the SEC.

(f) Principal Combined Fund Organization (PCFO) means a participating federation with workplace cam
paign experience that has been selected by the SECC pursuant to Section 5-262-of the Connecticut
General Statutes and these regulations, and charged to administer the SEC for the entire state,
subject to the direction and control of the SECC.

(g) Quorum a majority of the total membership with voting rights of a committee.

(h) SEC refers to the State Employee Campaign.

(i) SECC refers to the State Employee Campaign Committee established in Section 5-262 of the
Connecticut General Statutes.

(Effective June 22, 1994)

Sec. 5-262-2. General Provisions

(a) Participating federations may engage in workplace solicitation of state employees only in accordance
with the procedures outline herein.

(b) Employee solicitations shall be conducted during work hours using non-coercive methods that permit
voluntary giving and reserve to the individual contributor the right to disclose any gift of keep it
confidential.

(c) The solicitation period for the annual SEC shall be scheduled t allow timely processing of payroll
deduction requests.

(d) At the discretion of the appointing authority, loaned state employees may volunteer to be assigned on
a full or part time basis, for the specific period of time, to conduct or assist in the operation of the
SEC. Them employing state agency shall decide who will serve as a loaned employee and the length of
the assignment. When assigned to the SEC, the loaned stated employee shall retain his salary and
benefits.

(e) No federation will be allowed to participate in the SEC unless it and all its member agencies are in
compliance with the requirements of Section 5-262 of the Connecticut General Statutes and Sections
5-262-1 through 5-262-12 inclusive, of the regulations of Connecticut state agencies.

(Effective June 22, 1994)

Sec. 5-262-3 Eligibility standards

To be eligible for approval for participation in the state Employee Campaign, a federation and all of its
participating member agencies must:

(a) Be incorporated or authorized to do business in the State of Connecticut as a private non-profit or
ganization and, unless exempt pursuant to Section 21a-190d of the Connecticut General Statutes,
registered with the Department of Consumer Protection in compliance with the provisions of Sections
21a-190b and 21a-190-c of the Connecticut General Statutes.

(b) Be engaged in the delivery of charitable and public health, welfare, environmental, conservation or
service purposes.
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Office of the State Comptroller 8§ 5-262-3 - 5-262-4

(c) Maintain its status as a 501 (c) (3) tax exempt entity pursuant to the Internal Revenue Code.

(d) Be directed by an active Board of Directors which meets regularly and whose members serve without
compensation.

(e) Provide for an annual external audit by a certified public accountant, if its annual budget is $50,000 or
greater. Organizations whose annual budget is less than $50,000 may provide for an annual external
financial review by a certified public account in lieu of an external audit report.

(f) File an IRS Form 990,if required to do so by federal law or regulation.

(g9) Provide accurate information as to the percentage of its budget which is used for fund raising and
administrative purposes.

(h) Not expend more than 25 percent of its annual revenue for administrative and fundraising expenses.
The SECC may grant an exception for good cause.

(i) Verify that its publicity and promotional activities assure protection against the sale of exchange of its
SEC contributor list and permit no payment of commissions, kickbacks, finder's fees. Or bonuses for
fund raising in connection with the SEC.

(J) Ensure that its publicity and promotional activities are based upon its actual program and operations,
are truthful and non-deceptive, and include all material facts relative to its cause.

(k) Have a state policy on non-discrimination and be in compliance with all requirements of law and
regulations respecting non-discrimination, equal employment opportunity, and public accommodations
with respect to its programs. Clients, officers, employees and volunteers.

() Demonstrate a history of service of not less than 12 months prior to the date of application to
participate in the SEC.

(m) Not have been organized exclusively for the purpose of soliciting contributions from state employees.

(n) Disclose to the SEC that it or any of its directors, officers or employees are the subject of any
investigation or legal proceeding by any federal, state or local law enforcement authority based upon
its charitable solicitation activities, delivery of program services, or use of funds, not later than ten
days after being informed of such investigation or proceedings and disclose the outcome of any such
investigation or proceeding not later than ten days after such outcome.

(Effective June 22, 1994)

Sec. 5-262-4 Application process

(a) On or before January 15 annually, each federation seeking to participate in the SEC shall submit an
application to the SECC c/o the Comptroller. The application shall be in the form prescribed by the
Comptroller and shall contain the following information.

(1) the name, address and telephone number of the federation;
(2) the name, address and telephone number of a person designated by the federation who the SECC
may contact regarding the federation application;
(3) alist of member agencies, their telephone numbers and a 25 word description of each agency and
the percentage of annual expenditures each agency used for fund-raising and administration;
(4) adocument signed by an officer or the executive director of the federation, certifying the following:
(A) that the federation maintains on file the e following documents for itself and for each member
agency , and that it will produce at the federation's expense any such document(s) upon the
written request of the Comptrollers, the State Auditors or the SECC:
(i) Articles of Incorporation and current Bylaws;
(i) evidence of tax exemption under IRS Section 501 (c)
(iii) Certificate of Registration from the Connecticut Department of Consumer Protection, Public
Charities Unit or, if exempt, a Certificate of Exempt Status;
(iv) most recent annual financial audit, or financial review, as provided under Section 5-262-3 (e) of
the regulations of Connecticut state agencies and IRS Form 990 with all attachments;
(v) most recent annual report;
(vi) a list of officers and directors, giving names, address and defined roles;
(vii) a written policy of non-discrimination;
(viii) a statement affirming that there will be no unauthorized use of the SEC contributor lists and
that no commissions or bonuses relating to the SEC have been or will be paid;
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