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California State Employees Giving at Work is committed and dedicated 
to communities across the state, and is the single largest effort among 
state employees to support nonprofits in their community. Giving back 
is our promise to California. 

Our Promise speaks clearly to our past (serving California since 1957) 
and our ongoing commitment to helping those in need of support and 
assistance.  

With your leadership, state employees will have an organized, efficient 
way to give to the nonprofits they are most passionate about. Thank 
you for your dedication to our state, our communities, and our 
neighborhoods. 
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CAMPAIGN STRUCTURE 
 

STATEWIDE LEADERSHIP TEAM 

Appointed by the Secretary, Agency-level leaders are responsible for top-level  
leadership and inspiration in the implementation and execution of Our Promise.  

From recruiting Department Chairs to mentoring fellow California State Employees,  
these champions play a critical role in this initiative. 

▼ 

STATEWIDE DEPARTMENT CAMPAIGN CHAIRS 

Statewide Department Campaign Chairs are the “go-to” people in each  
respective department charged with educating, recruiting and inspiring their  

fellow California State Employees to be part of this initiative. Our Promise is your  
promise to make a real difference in your workplace and our community. 

▼ 

KEY CONNECTORS 

Key Connectors are committed, passionate advocates identified and recruited  
by the statewide department campaign chairs. They’re responsible for the solicitation  
of a specific number of employees (25) in a department. They are active members of  

the team and are vital to the Our Promise $6.4 million goal. The way to accomplish this  
goal is to have “100% Ask.” Key Connectors are primarily responsible for the distribution, 

collection and verification of all pledge forms and more importantly, inspiring others  
to contribute to the collective impact of Our Promise. 
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STATEWIDE DEPARTMENT CAMPAIGN CHAIR & VICE-CHAIR 

POSITION STATEMENT 
General Nature, Scope and Purpose of the Position:   
This position is directly responsible for the statewide organization, coordination  
and management of all Our Promise activities within a “Department” (e.g., Department, 
Agency, Board or Commission) and report directly to the Chair of your Agency/Division. 

Primary Role:  
Recruit, provide leadership, manage and administer the Our Promise initiative for the entire 
"department" and all of the respective department's offices located throughout the state. The 
Statewide DCC works closely with the Campaign Liaison assigned to their department.  

The Vice Chair may assume a limited number of responsibilities depending on the needs of the 
campaign organization. However, the responsibilities should focus on learning about the 
campaign and preparing for next year.  The Vice Chair should attend meetings of the Campaign 
Team and accept limited key assignments in this year’s effort .  

Duties & Responsibilities: 

 Meet with Executive Director/Executive Officer to obtain support: 

o Secure a letter of endorsement for Our Promise to send to all employees 

o Request their presence at your department's Our Promise activities 

o Request an Executive Leadership Presentation 

 Research historical campaign activities and data to devise a Campaign Plan 

 Develop a Campaign Plan with timelines based in accordance with Our Promise 
timelines 

 Recruit Key Connectors, ideally one per every 25-30 employees 

o Key Connectors are your bread and butter as they distribute and collect pledge 
forms, ensuring your department is reaching the goal of “100% Ask”  

 Schedule a Key Connector training with your Campaign Liaison for Aug - early Sept 

 Recruit a campaign contact within each of your regional office locations to run your 
department’s campaign in those areas 

o Provide a roster of your regional campaign contacts to your Campaign Liaison to 
share with the coordinating Local United Way’s  

 Distribute your departments pledge forms statewide, mailing out your regional office 
employee pledge forms to your regional office campaign contact 

o Pledge forms will then be turned in to the local United Way within each of your 
regional office locations for processing  

 Develop a Campaign Plan with timelines, in accordance with Our Promise timelines 

o Recruit a Campaign Team to implement each aspect of your Campaign Plan 

 Select individuals with influence from all areas of the department. Consider 
recruiting members of an employee activity committee. 

 Assign duties for each Campaign Team member 

 Ensure quality training of the Campaign Team 

 Educate the Campaign Team through presentations and agency tours 

o Conduct regular meetings with Campaign Team 

o Incorporate unique department incentives that will energize employees   
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10 STEPS TO A SUCCESSFUL CAMPAIGN 
1. DEVELOP A PLAN 

By looking at where you have been, you can better determine where you are going.  
Analyzing past campaigns will help reveal areas of opportunity and provide clues for 
improvement. 

To build a solid campaign plan you’ll need to… 

 Review your organization’s giving history and analyze campaign data 

 Establish a campaign timeline (campaign team meeting dates, trainings, leadership giving 
presentations, campaign kickoff, employee meetings and special events) 

 Implement strategies to meet your campaign goal of “100% Ask” 

2. ESTABLISH SUPPORT FROM THE TOP 

The success of your campaign depends on the commitment and involvement of your executive 
management and senior leadership. Keep them informed on campaign progress.  

Work with your top management to… 

 Set up a meeting with your Our Promise Campaign Liaison to discuss the campaign 

 Attend campaign events 

 Conduct a Leadership Giving campaign among top management or those with the 
capacity to give at the leadership level ($1,000 annually) 

 Provide thank you recognition to volunteers and donors 

3. SET OBJECTIVES 

Establishing a target serves as a motivator to achieve better results.  

Your objectives should be… 

 Based on past campaign results 

 Realistic yet challenging 

 Set to increase overall participation and Leadership Giving 

4. RECRUIT AND TRAIN A CAMPAIGN TEAM 

Your campaign team will assist you in organizing efforts to educate fellow employees about 
the campaign. They build excitement for the campaign, answer questions and ensure that the 
goal of 100% ASK has been made.  

To get the most from your campaign team… 

 Seek out employees with various skill sets that represent departments throughout the 
organization 

 Consider recruiting employees associated with department employee activity committees  

 Find employees who support the campaign to serve on the campaign team 

 Recruit one key campaigner for every 25 to 30 employees 

 For departments with satellite offices located outside of Sacramento, recruit Regional 
Coordinators to administer Our Promise in those respective areas 
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The campaign team needs to… 

 Attend a training facilitated by Our Promise staff 

 Assist in all stages of campaign planning 

 Have specifically-assigned roles 

 Review the prior campaign plans and share new ideas 

5. RUN A LEADERSHIP GIVING CAMPAIGN 

Leadership gifts of $1,000 or more annually are the department/agency’s best opportunity for 
increasing average gift and campaign growth. An employee campaign that strongly encourages 
leadership giving is likely to be a successful campaign. Peer-to-peer solicitation and personal 
asks are critical to the successful cultivation of leadership gifts.  

How to make it a success… 

 Work with your Our Promise Campaign Liaison to compile a Leadership Giving prospect 
list 

 Host a Leadership Giving presentation among your executive management 

6. PROMOTE AND PUBLICIZE 

Education and information are keys to reaching your campaign goals. Create an atmosphere of 
enthusiasm as you inform employees about how their contributions improve lives in our 
community. 

Successful promotion strategies include… 

 Employee testimonials, campaign facts and articles (distributed via print, email or video)  

 Endorsement letters from Executive management 

 Kickoff rallies and contests 

 Large and small group meetings (consider including speakers from participating charities)  

 Displays that include campaign posters and banners 

 Incentives for turning in pledge forms 

 Campaign brochures and pledge forms 

 Organize a tour and/or volunteer at a local nonprofit agency 

7. EDUCATE EMPLOYEES AND 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! Giving is a personal decision — but please be sure to allow 
everyone the opportunity to contribute. 

 Provide Key Connectors with a list of employees they are responsible for soliciting  

 Educate through employee meetings within department/division workgroups 

 Invite every employee 

 Follow up with one-on-one communication 

Your meeting should include… 

 Your Our Promise Campaign Liaison  

 A charity speaker or employee that connects with the message of the campaign 

 Promotion of payroll deduction 

 An opportunity to address donor concerns 
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8. REPORT YOUR 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 for Key Connectors to collect and turn in pledge forms 

 Ensure the pledge forms are filled out completely, and signatures are provided where 
needed … (for assistance   refer to “Pledge Form Cheat Sheet” located in this manual and 
on the OP website) 

 Coordinate with your Our Promise Campaign Liaison for pledge form pick up 

 Provide progress reports to organizational leadership and campaign team 

 Report the final campaign total to the entire organization 

9. SAY THANK YOU  

The importance of thanking everyone who helped you to accomplish your goals cannot be 
overemphasized. 

 Send personal thank you cards (or eNotes) to the campaign team 

 Have top management send an organization-wide thank you   and acknowledgement 

 Host a final thank you event for the campaign team and leadership givers 

10. EVALUATE RESULTS AND PLAN FOR NEXT YEAR 

Be sure to keep the momentum of your campaign and learn from your experience to improve 
future campaigns. 

 Hold a debriefing session to evaluate your campaign’s plan and results with the campaign 
team and your Our Promise Campaign Liaison  

 Solicit feedback on the campaign from executive management 

 Prepare debrief documentation for next year’s Department Campaign Chair   
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OUR PROMISE TIMELINE CHECKLIST 
PRE-CAMPAIGN 

 Attend training provided by Our Promise staff 

 Develop campaign strategy 

 Identify regional campaign team members and keep an electronic roster to share with 
your Campaign Liaison  

 Develop a Leadership Giving campaign strategy with prospects identified and events 
scheduled 

 Develop internal training schedule for campaign team 

 Identify Key Connectors (at a ratio of 1:25 or 1:30) 

 Hold bi weekly/monthly team meetings to discuss campaign plans 

 Distribute campaign materials to campaign team members 

 Attend Statewide Our Promise Kickoff Event on August 30 at the State Capitol from 11-
1pm 

DURING THE CAMPAIGN:  

 Host a campaign kickoff event 

 Host employee education meetings (utilize your campaign team to conduct campaign 
education meetings for different areas within your organization) 

 Distribute pledge forms and campaign materials during meetings 

 Present facts about the campaign 

 Schedule nonprofit speakers to make presentations 

 MAKE THE ASK! 

 Collect pledge forms from those giving and provide a deadline for those who wish to 
discuss giving with their families 

 Help get employees excited about the campaign 

 Put up campaign flyers and posters 

 Promote the campaign goal and advertise progress 

 Conduct Department/Division events to raise awareness and increase participation 

 Follow-up with all employees to ensure “100% Ask” 

POST CAMPAIGN:  

 Host campaign, Leadership Giver and Volunteer appreciation events 

 Distribute incentive/recognition items 

 Evaluate your organization’s performance and determine campaign strengths and areas 
for improvement 

 Make campaign recommendations for next year’s Department Campaign Chair  

 Ensure all pledge forms have been sent to your local Principal Combined Fund Drive (aka 
local United Way) 

 Post/announce final campaign results and thank donors 
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SAMPLE CAMPAIGN COMMUNICATION 
 

 

Dear                              : 

Our Promise: California State Employees Giving at Work is committed and dedicated to 
communities across the state, and is the single largest effort among state employees to 
support nonprofits in their community. This is our promise to California. 

Our Promise speaks clearly to our past (serving California since 1957) and our ongoing pledge 
to help those in need of support and assistance across the state. 

My experience has always shown that the more you give, the more you get in return.  

Contributing through Our Promise is your investment in the lives of your neighbors and 
community through the thousands of eligible 501(c)(3) nonprofits that you can find at 
ourpromiseca.org/findnonprofit. If you are unable to locate a nonprofit, you can still designate 
your gift by utilizing the “write-In” portion of the pledge form. This campaign is all about your 
choice and giving to causes that have touched your life or the lives of the ones you loved.  

Giving through payroll deduction is not only convenient, but allows you to give as little as $5 
per month, spreading your total gift over twelve months. Additionally, nonprofits are able to 
rely on the steady donations that you give through each pay check.  

Join me in contributing to this year’s Our Promise initiative. There is no better way to help so 
many people in need.  

For more information or for assistance in donating, feel free to contact a member of your 
department’s Our Promise campaign team. 

Sincerely,  

 

 

[Name] 

[Title] 
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KEY CONNECTOR  

POSITION STATEMENT 
Key Connectors are recruited by the Statewide Department Campaign Chair  
and are responsible for the solicitation of a specific number of employees (25-30)  
in a department. They are active members of the Campaign Team and are vital to ensuring the 
Our Promise goal of “100% ASK.” Key Connectors are primarily responsible for the distribution, 
collection, and verification of all pledge forms.  

Responsibilities: 

 Attend one Key Connector training session (August-early September) 

 Sign a confidentiality agreement form  

 Attend campaign team meetings conducted by the Department Campaign Chair (DCC) 

 Work closely with the DCC to achieve objectives defined in his/her campaign plan 

 Make the Our Promise talking points your own and know the role of United Way in the 
campaign 

 Put the FUN in fundraising! 

 Encourage co-workers to attend Our Promise presentations and events 

 Distribute pledge forms (and other campaign materials), making a personal solici tation of 
25-30 employees  to ensure the Our Promise goal of “100% Ask” 

 Answer individual employee questions and refer to the FAQ’s on the Our Promise website 
at OurPromiseCA.org  

 Follow up with those who did not attend group solicitation meetings or who were in 
attendance but did not turn in their pledge form, to see if they have questions on how to 
participate  

 Provide each donor who turns in a pledge form with an envelope to secure their personal 
information (contribution details and SSN) 

 Ensure that donors have properly completed the envelope checklist before accepting the 
envelope by reviewing the below items with the donor, confirming each item is checked:  

 A full SSN 

 A minimum monthly contribution amount of $5 or more 

 A signature and date 

 Notification for the presence of cash or check  

 Lock all collected envelopes in a secure location identified by the DCC 

 Thank donors for participating and thank others for their consideration of the campaign 

 Return completed checklist pledge form envelopes to the campaign contact within your 
office for them to return to your Local PCFD (aka United Way) for processing  

 Assist in the delivery of Leadership certificates/incentives at the end of the campaign 

Best Practices: 

 Make your pledge first before asking others to participate 

 Understand your audience, ask yourself:  What is this particular group/individual 
passionate about? 

 Last, but not least, should you encounter rejection, please do not take it personally, 
kindly thank the individual for their time and consideration  
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