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Guidance for KECC Coordinators
Each year, with the help of agency KECC Coordinators, the Personnel Cabinet administers the Kentucky Employees Charitable Campaign to all employees who receive their paychecks through the Commonwealth of Kentucky. In years past, campaigning has begun in July with the distribution of pre-printed 3 part pledge forms for all of these employees. Throughout the campaign, these forms would be collected and divided to provide copies to payroll offices for deduction set-up and to KECC for pledge tracking, distribution and reporting. We are happy to announce that with the implementation of the Kentucky Human Resource Information System (KHRIS) we are changing this practice. 
Next year we anticipate the arrival of electronic pledging through Employee Self-Service, though in the meantime to help ease that transition, we will first utilize a new paper form. This form will not be pre-printed with employee information; therefore, sorting for employee distribution will not be necessary. In addition, this form will be available electronically so coordinators have the option of emailing it to employees with computer access and printing it for employees without. 
Pledge Form Recommendations:

Pledge Form Distribution: 
In July, the Personnel Cabinet will email each KECC Coordinator an electronic cabinet listing of their employees. This listing will provide the Cost Center Number (5 digit Cabinet/Department number), the Cabinet/Agency Name, the Employee’s Name, and the Employee’s ID. A link will also be provided to the webpage on the Personnel Cabinet’s website where the new pledge form, employee instructions and this same guidance document will be available.
OLD PROCESS:






NEW PROCESS:

-Sort and distribute forms




-Email and/or 

-Print and distribute to those without computer access

Before emailing and/or printing, please enter your name or the name of the coordinator who should be given the completed forms. 

OPTIONAL: If you’d like to simplify form completion for your employees, you can pre-enter the Campaign Year, Cost Center #, Cabinet/Agency Name, and even Work County on forms that you both email and print.
Simply open the form on our website, types in those select fields and save a copy to your computer. (For example: KECC Pledge Form for Division of Employee Management.) Remember that some of this information can vary between employees, so you may have to do this multiple times per department. Or you can choose to leave it completely blank for the employees to complete on their own.
Send an email to your employees telling them when the form should be returned to you, that they should make a copy for their records if they wish and attach a copy of the form and instructions for them to open and complete. Or you can print the forms and hand them out like you have done in the past or at least for those employees without computer access. Just be sure that ALL employees on your listing (or new employees not included on the listing) are given a fair opportunity to pledge.
Pledge Form Tracking/Collection: 
Use the employee listing, provided by the Personnel Cabinet, to mark off those employees who have returned their completed pledge form to you and those you have made contact with who have elected not to pledge. This will ensure that you have provided a fair opportunity for everyone to pledge and help you keep track of those completed forms you have received.

As you receive pledge forms you will want to review for completion and ensure the following required fields have been completed.

Campaign Year: 
The coming year (for instance, campaigning which occurs between July 2011 and December 2011 is for the 2012 Campaign Year).

 Name:


Contributing employee’s full name as it appears on their personnel file and in KHRIS 

(Refer to your employee listing).

Employee ID:

Contributing employee’s ID as shown on their paycheck and used to log into ESS (Refer to your 

employee listing).

Cost Center #:
Five digit agency code. In legacy this was the cabinet and department number (Refer to your employee listing). 

Cabinet/

Agency Name:
Name of the employee’s cabinet or agency (Refer to your employee listing).
Work County Name:
Name of the county the employee works in.

Employee Signature:
Signature of employee required as authorization to deduct contribution from each pay check.

Step 1:
Ensure that a selection of “Payroll Deduction” or “One-Time Cash Donation” has been made.  If “Payroll Deduction” is selected, be sure that they have entered an amount and multiplied it by 24 to show the Annual Gift. If “One-Time Cash Donation” is selected, be sure an amount has been entered and that you have check to accompany the form.
Step 2:
Ensure that a selection of where to share the donation has been made. Nothing further is required if they check the first option to share their pledge between all six state-approved charities. If they chose to share to specific charities, ensure that the total amount, if split between multiple, equals the gift amount entered at Step 1. If they chose to add a different charity, please be sure they completed all required fields.
Once you confirm that a pledge form has been properly completed…

-One-Time Cash Donations: Hold form and payment for KECC.

-Payroll Deduction: Make one copy to hold for KECC and provide the original to your HR Administrator  

  immediately. 
Follow your instructions from KECC for the proper tracking/reporting process of pledges to be turned in at KECC Coordinator Rallies.
Thank you for your assistance in making KECC a success!
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