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WELCOME TO THE 2021 TECC!
Thank you for serving as a TECC Coordinator for this year’s Tennessee Employees Charitable Campaign!

Many of you served as TECC Coordinators for the 2021 TECC. As a result of your efforts, state employees
pledged $ 229,340.56 to charitable organizations, an increase from last year’s total! It is gratifying to see that
employees in State government do what they can to help their fellow Tennesseans, even with the economic
pressures they may be facing.
For those of you who are new to the TECC, this is a wonderful opportunity to help your agency as well as the
more than 1,000 charitable organizations in our state. These organizations represent community services,
social justice issues, medical research, and environmental concerns affecting all Tennesseans. Your skills and
enthusiasm will be key to inspiring others to participate.

Your primary goal as TECC Coordinator is to give every employee in your department the opportunity to
contribute to the charity or charities of his or her choice. As these difficult economic times affect us all, these
agencies rely even more heavily on programs like the TECC for assistance. By ensuring that your co-workers
receive quality information about the TECC, its federations and independent charities, you will help them
understand the value of their gift and they may be more likely to donate to these important causes.
This guidebook will help you plan your campaign from start to finish. The federations and independent
charities listed in the back of this booklet are available and willing to help you manage this responsibility
and make it fun and rewarding. You may invite them to your campaign awareness events, utilize the
information they can provide about their services in your community, or just ask them to help you get the
word out.

The theme of the TECC is Joining Together – Making a Difference. We are pleased that you and your agency
will help conduct this campaign, and we thank you for being on our team! Together, we can make more of a
difference than we could ever hope to do alone.

CAMPAIGN PLANNING CHECKLIST
Good organization is the key to a successful campaign. The following checklist can help you plan your campaign
from the launch through its conclusion.

Task

Person(s)
Responsible

Target
Date

Date
Completed

Attend the TECC coordinator planning meeting.
Review these materials thoroughly.

Determine the assigned persons and target dates for this checklist.
Meet with your department’s leadership to obtain commitment and
involvement.
Recruit a campaign committee to share the workload, including
representatives from all divisions and facilities, as well as all “levels”
(management, supervisors, front line staff, and part-time staff). Include
those with special talents in communications and data processing.

Develop in-house publicity, including promoting your kick-off event and
the department’s goal through posters, office bulletin boards,
newsletters and email footers.
Develop and implement your plan for your kick-off event
Send a letter from your department head/appointing authority
announcing the campaign.
Hang posters in high-traffic locations.

Schedule a meeting and invite the participating charitable organizations
to speak and share information about how donated dollars are working
in your community. See the contact information in the back of this
guidebook.
Distribute official TECC campaign materials to every employee.
Be prepared to answer questions about donating in Edison, including
providing training material.
Share final results with employees.
Develop and implement a “Thank You” program.

SETTING DONATION GOALS
As the TECC Coordinator for your agency, you should strive to increase pledge totals from the 2020 campaign by
4%. If you do not know your agency’s pledge totals from 2020, please use the TN_PY_TECC_TOTALS query. Please
help us reach and exceed our goal!

ADMINISTRATING THE TECC WITH SELF-SERVICE
As the TECC Coordinator, it is important that email communications to employees in your agency have the information
they need to donate. Make sure email communications have information about:





Campaign Dates
Charitable Organizations
Donation Information
How to donate using Edison Self Service

Campaign Dates: October 28th – November 22nd
Charitable Organizations: The TECC Brochure contains a list of all the charitable organizations participating in this year’s
campaign.

Donation Information:
• Employees can choose 1, 2, or 3 charitable organizations to donate to.
• May donate MONTHY (Jan-Dec) OR ONE-TIME (deduction will occur in January). They CANNOT combine these options
for the same charity.
• Club member information (BUCK A WEEK) is a guideline for giving only. Alternative amounts are welcome and acceptable.
• All donations are through Edison. No checks or cash.
• An employee in bankruptcy cannot participate in the TECC as Central Payroll is unable to process his or her pledge.
• Once an employee donates through Edison, the employee must contact their respective agency coordinator to make
changes.
How to donate using Edison Self Service:
• TECC Self-Service Quick Reference Guide - 1 sheet document on how donate using Edison Self-Service
• TECC Automation Training Video – 6 minute on how to donate using Edison Self-Service

TECC Donation Reporting

Coordinators will have the ability to use queries in Edison to pull TECC donation data in there agency. Information from
queries can be used to track the following…
 Total Number of Donors
 Total Amount Pledged
 Total Number of Employees Solicited
 Average Gift
 Per Capita Gift
 Participation Percentage
TN_PY_TECC_TOTALS – this query will give you Total Number of Donors and Total Amount Pledged

TN_PY_TECC_TOTAL_EE – this query will give you Total Number of Employees in an Agency solicited.

You can compile the results of both queries in one spreadsheet and in excel calculate Participation Percentage.

Entering Employee Donations

Once an employee donates using Edison Self-Service, the employee will have to contact their respective TECC coordinator to make
changes before the campaign ends.
1.
2.
3.
4.

Have the employee fill out and sign the 2021 Pledge Form with donation changes.
Search for the employee’s TECC information in Edison (HCM>Workforce Administration>TN Charitable Campaign)
Update the employee’s donation information and notify the employee that the updates have been made.
Keep the pledge form for your records.

***The Quick Reference Guide, 2021 TECC Brochure, and the 2021 TECC Pledge Form can all be found on the TECC website***

CHARITABLE ORGANIZATIONS
CONTACT LIST

Below is a contact list for the participating charitable organizations. You may invite them to your campaign awareness events, utilize the
information they can provide about their services in your community, or just ask them to help you get the word out.
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