2017 CAMPAIGN
COORDINATOR GUIDE

Role of the Employee Campaign Coordinator
The Importance of being an Employee Campaign Coordinator
As an Employee Campaign Coordinator, your primary role is to plan, coordinate and implement an effective
United Way workplace campaign.
We rely on you to impress upon your colleagues the significant challenges that the underserved populations in our region face every day, and to inspire your coworkers to make a commitment to Live United.

Bright
Idea:
Start Building Your
Campaign Team
A successful
campaign begins
with a great team.
Recruit people who
believe in United Way
and who will inspire
others to get excited
about the campaign.
Make sure to include
employees from all
levels and areas of
your organization.

Your Responsibilities Include:

How to Succeed as an ECC:

• Attending training or strategy
meetings offered at the
beginning of each campaign
season.
• Working closely with your
United Way Representative
to develop an effective
campaign plan.
• Recruiting a campaign
committee from key areas of
the organization.
• Coordinating the distribution
of campaign materials and the
collection of pledge cards.
• Coordinating kickoff and
recognition events.
• Promoting the campaign
within your organization.
• Publicizing results throughout
the campaign.
• Providing all associates and
retirees the opportunity to
give.
• Thanking donors and
volunteers for their
generosity.
• Completing the campaign
by submitting the 2017/18
campaign report to United
Way’s office.
• Evaluating and making
recommendations for next
year’s workplace campaign.

Just be sincere. The most
powerful employee appeals come
from the heart.

How United Way Helps You with
Your Campaign:
Your United Way Representative
is always ready to assist you with
planning and managing your
workplace campaign. Whenever
you need assistance, just reach
out to your representative via
phone or email.
You’ll also find plenty of good
advice online at uwmchenry.org
under WAYS TO GIVE:
• Download campaign materials
including brochures, pledge
cards, sample campaign
letters, posters, PowerPoint
presentations and more.

United Way Messaging
One-minute speech
The United Way of Greater McHenry County fights for the health, education and financial
stability of every person in McHenry County.  We recruit people and organizations from across
the community who bring the passion, expertise and resources to make a huge impact, and
we need you to join us. Change doesn’t happen alone. To live better, we must  “Live United.”

Key messages
Last year 1 in 4 people in McHenry County were helped through the United Way mission.
The money raised locally stays local, funding programs in McHenry County.
All funding decisions are made by community leaders and volunteers.

United Way of Greater McHenry County...
Partners with 30 local nonprofits
Funds 48 programs focusing on health, education and financial stability
Helps 1 in 4 people in McHenry County through its mission
Benefits over 91,900 people through the programs and services provided by partner agencies.
Celebrated over 50 years of giving locally and raising over $52 million

Seven Steps to a Successful Campaign
1.

Secure Top-Level
Management Support

Support from top management can make
your job easier and your campaign more
successful. Find out what resources are available
and strive for the following commitments:
• Management will allow time for you to
coordinate the campaign.
• Time and a budget will be allocated for
campaign-related activities and incentives.

2.

Recruit a team

Having others assist you with the campaign
will make it fun and much easier for everyone
involved. Here are some tips for recruiting your
committee:
• Make sure to include representation from all
areas and levels of your organization.
• Include a member of management on your
committee to focus on Leadership giving.
• Recruit people who believe in United Way and
will help others get excited about the campaign.

3.

Develop a Campaign
Plan

• Create a campaign timeline. The most
successful campaigns conclude within two or
three weeks after launch.
• Identify the culture of your company and
choose strategies that will fit nicely within the
workplace environment.
• Review the strengths of past campaigns and
establish a challenging campaign goal with your
CEO that focuses on growing this year’s effort.
• Look at participation levels in previous
campaigns and set a participation goal.
• Set achievable, measurable goals and track the
results.
• Orchestrate fundraisers to make a teamcontribution to United Way. Schedule these
fundraisers throughout the year to keep your
organization’s community engagement goal
front and center.

4.

Organize a Leadership
Giving Program

• Leadership givers demonstrate their
involvement and commitment with an annual
gift of $500 or more.
• Have a member of management recruit others
for this program.
• Begin your Leadership campaign before the
general campaign. Your Leadership donors’
participation and investment will help to inspire
others to give.
• Develop your own company Leadership giving
levels and internal recognition program.

Visit www.uwmchenry.org under WAYS TO
GIVE for more exciting ideas.

5.

Kick Off Your Campaign

A kickoff rally can help infuse some
fun into your company campaign and
help employees understand the importance of
participation. Be sure to include the following in
your kickoff event:
• A United Way campaign video.
• Guest appearances by a United Way speaker
or a representative from a member nonprofit
organization and a beneficiary from your
community.
• CEO and labor-leadership campaign
endorsements.
• Employee testimonial.
• A direct “ask” for employees to make a United
Way contribution.
• Refreshments.

6.

7.

Say Thank You

Everyone likes to feel appreciated and
acknowledged for their contribution. After
the campaign has concluded, it is important
to thank everyone for their participation and for
supporting our community through United Way.
• Conduct a special celebration with food and
words of thanks from management. Remember
to invite retirees.
• Send a note or e-card letting each donor know
how much the community appreciates his or her
gift.

Promote Your Campaign

Educating your colleagues about the value of
United Way’s work is the best way to gain their
support for the campaign. Your United Way
Representative is an excellent source for any
materials and assistance you may need.
• Offer employees the opportunity to do a tour at
one of our member nonprofit organizations.
• Utilize United Way brochures and posters.
• Use technological resources such as your
company’s intranet, e-mail and/or voicemail to
pass along information about the United Way of
Greater McHenry County to all employees.
• Use incentives and other forms of recognition to
thank employees for their generosity.
• Incorporate opportunities for employees to
volunteer and advocate on a year-round basis.
• Ask employees to provide their email addresses
when making their pledges so they can follow
their investments and stay involved all year
long.

Need help getting started? Email Carole
Peters at cpeters@uwmchenry.org.

CAMPAIGN
BUILDER
Have the Leadership Giving
Chair offer a personal thankyou to all Leadership donors.

Employee Pledges – Making the Ask
People give to United Way because they believe in what we do. Your knowledge, enthusiasm
and commitment to supporting United Way are key to encouraging employee pledges. Sincerely
communicating your commitment to supporting the community through United Way really does make a
difference.
In order to run a successful campaign we recommend the following steps:

Five Steps to a Successful Ask
Leaving pledge cards in employees’ mailboxes
does not constitute an effective “ask.” Here are
steps to take when asking for employee pledges.

1.

Get the donor’s undivided
attention.

• Consider catching the donor at a staff meeting
or at an organized staff event and ask him or her
to consider participating in the campaign.

2.

Explain the purpose of
United Way

• Explain why you support the mission.
• Bring United Way materials and be prepared to
explain them.
• Share a personal story and/or provide United
Way facts and statistics.

3.

Ask for a pledge increase

• With new givers, ask for a first-time gift.
• Consider asking for a specific increase such as
$5 more per week or pay period.

4.

Address concerns and
questions

• Know your materials and answer questions
honestly — never guess. If you don’t know
the answer to a question, let the donor know
you will find out and then follow up with your
United Way Representative.
• Recognize that some donors have real concerns; people have a right to feel good about
their gift.
• If any of your colleagues would like to contact
your United Way Representative directly with
questions, encourage them to do so. Your
representative is here to help.

5.

Say thank you.

• Regardless of what the donor decides, thank
him or her for the time.
• People like to know their gift is appreciated.

Kickoff Rally/Event
What UWGMC can do to help
PROVIDE MARKING MATERIALS:
• Videos
United Way has a video that you can show at your
event or email out to employees to tell United Way’s
story.
• Brochures
• Posters
• Thermometer Goal Sign
Setting an internal campaign goal? We’ve got
a thermometer poster for you to display in a
prominent location.

• UW Balloons/Theme Decorations
• Jeans Stickers
• Pledge Cards

PROVIDE A SPEAKER
A representative from United Way or a partner
agency would be happy to come speak at your
event, or even just be available to answer
questions. We’d love to come! Just invite us.

Prizes and Other Incentives

Many companies have demonstrated that it doesn’t take a lot of money to offer great prizes to reward
employees for participating in campaign events. Not every prize has to be huge - people just like to be
recognized. Here are some suggestions:
•
•
•
•
•
•
•
•

Pizza party
Paid time off
Casual Fridays
Call In “Well” Days
Free hotel stay
“Sleep in late” coupons
Prime parking spaces
Open soda and candy
machines

•
•
•
•
•
•

Tickets to Sporting Events
Free oil change
Shares of company stock
Gift certificates
Coffee served at donor’s desk
Cocktail party or dinner at
CEO’s home
• “Flee @ 3” coupons
• Corporate logo clothing

•
•
•
•
•
•
•

Use of company car
Airline tickets
Lottery tickets
Gift cards
Golf lessons
Spa certificates
Lunch ordered in

#GiveWhereYouLive

Creating Big Buzz for a Small Price
You don’t have to spend a lot of money to get the word out. Here are some simple and easy-to-execute
ideas to get you started.

Campaign Builder

Conduct a Contest

Set up an interview corner and invite employees
to be videotaped explaining why they support
United Way. What would they like to see their
donations achieve or do they have a personal
connection to the cause? The finished video will
make a great fundraising tool!

Jeans for a Cause

Wear the Shirt

Campaign staff, volunteers and other supporters
love to wear the LIVE UNITED T-shirt, but don’t stop
there! Ask leadership to wear it as well. You can
even get creative and dress a statue or mannequin
in a T-shirt and put it on display.

Window Dressing
Put together a window display of LIVE UNITED
signs, posters, photos, stickers and other items for
an office display case.

Encourage a little friendly competition. Who can
write the best LIVE UNITED essay? Who can take the
best LIVE UNITED Photos? Who has the best LIVE
UNITED story?

Piggyback on the almost universal popularity of a
dress down day at work. Employees can wear jeans
to work if they donate $5 and wear a LIVE UNITED or
Themed sticker.
Put a glass jar for the money and a pile of stickers on the receptionist’s desk or in another central
location.

Achieve Your Goals
Set a Company Campaign Goal
Campaigns go better when your employees have
something to strive for. Set an achievable campaign
goal - you can base this off of last year’s numbers if
you did a campaign - and encourage your employees
to give to reach it. Your whole team will feel a sense
of satisfaction when you reach it!
Campaign thermometer posters are available from
the United Way office.

Become an Outstanding Business
INCREASE GIVING OVER LAST YEAR
Set your internal goal to be a little over what you raised last year. When you meet goal, you’ve met this
requirement. Businesses doing a campaign for the first time have already met this requirement.

50% PARTICIPATION
This is a lot easier than it sounds. Payroll deductions, participation in fundraisers and volunteering
all count! There are many ways to get your employees involved. Buy a Jeans Day sticker? That counts!
Participate in a fundraiser you put on? That counts! Volunteer for Day of Caring? That counts!

BUSINESS PARTICIPATION
There are several ways to get this:
• Donate to a United Way event, either monetarily or in-kind (Contact United Way for more information
on our events).
• Participate in Day of Caring.
• Hold an in-house fundraising event (Jeans Day, bake sale, chili cook-off, etc. The possibilities are
endless!)

POST UNITED WAY SUPPORT
This is also an easy requirement. Hang a poster in your office. Mention that you’re supporting United Way
on your company’s social media. Hang a United Way Community Supporter Sticker (available from the
UW office) in a highly visible location. All of these are great ways to broadcast your company’s support of
United Way to the world.

RECEIVE RECOGNITION!
Your business will be honored at the United Way of Greater McHenry County Annual Dinner for
participating in a campaign. Your business will also be listed on our website!

Encourage Leadership Giving
What is the Pillars Club Program?
The Pillars Club program is testament to a higher commitment to invest in the future of our
community.  These leadership givers - who give $1000 and more - provide essential funds for
services in the areas of education, income and health.
We urge you to consider joining the Pillars Club by giving a higher level of commitment in
investing in our community.  If you already are a Pillar, thank you for your continued support.

Perks of Being a Pillars Club Member
Each Pillar Club Member has the option to be listed on our website and
in our annual dinner program as a leadership giver. This gives them
recognition in the community as someone who is making a difference.
Prefer to give anonymously? Not a problem! We appreciate our
anonymous donors.

What We Need:
Each company who wishes their employees to be recognized needs to fill
out a report of those donors who give at the $1,000 and above level.

Pillars Club Levels:
PILLARS PINACLE
PILLARS CHALLENGE
$2,500-$4,999

PILLARS PLUS
$5,000-$9,999

PILLARS PINNACLE
$10,000 & above

PILLARS CLUB MEMBERS
PIllars Club Members truly are the
core of our annual giving program
and are vital to our continued
success as they represent a
significant amount of the total
funds raised each year.

It’s
easy:
Can you spare $39
a paycheck?
That’s all it takes on
most pay schedules
to be a leadership
giver. This gives you
the satisfaction of
knowing you are
making a real impact
in your community!

Be a Proud Supporter!
Social Media

Bright
Idea
A picture is worth
1,000 words
Take pictures
at all your
events. These
are great for
internal newsletters,
your social media
accounts and even
press releases.

CREATE YOUR OWN CONTENT
Use your corporate social media accounts to broadcast your support
of United Way to the world. Share photos of your activities, talk about
your fundraisers, or take a photo of your employees at a United Way
event such as a Kickoff, Golf Tournament or Day of Caring.
Your clients and customers will enjoy seeing what you are doing to
support your community, and United Way will benefit from the broader
exposure, too.

HASHTAGS TO USE:
#LiveUnited     
#UWMcHenryCounty

#GiveWhereYouLive
#GivingBackToMcHenryCounty

SHARE UNITED WAY’S CONTENT
We put up engaging content throughout the campaign - and the rest
of the year - that you are welcome to share on your social media
accounts also.
Find us on these accounts:
facebook.com/
uwmchenry

linkedin.com/
company/unitedway-of-greatermchenry-county

instagram.com/
unitedwaymchenrycounty

Press Releases
Send out press releases about your involvement in the United Way
campaign. Disseminate information about any fundraising efforts  that
are open to the public.

Internal Communications
Internal newsletters and emails are a great way to connect with your
employees. Give them news about the progress of campaign, United
Way’s impact, and show pictures of your employees’ involvement in
campaign.

Eight Ways to Say “Thank You”!
Everyone likes to feel appreciated
When employees feel like their employer
and managers recognize their contribution, they will be more likely to give when
approached the next year. This can be as
simple as a thank-you email from someone
in management, but here’s a few more fun
ideas!

1.

LIVE UNITED Balloons
or Flowers

5.

6.

LIVE UNITED Thank You
Sack Lunch
Order LIVE UNITED sack lunches for
every contributor. Include a thank
you note from you or include thank
you drawings or letters from children served by a United Way Partner
Agencies.

3.

4.

Candy Gram
Distribute candy bars to each
participant with a thank you
message attached.

Chip in for United Way
Place chocolate chip cookies on
every contributor’s desk with
a note thanking each one for
chipping in for United Way of
Greater McHenry County.

Give T-shirts, pens or note pads with the
United Way logo on them. Create your
own or order items from United Way’s
online store.  (www.unitedwaystore.
com)

Scooping Up Success
An ice cream social is a great way to
celebrate a successful campaign.
Have the management team scoop up
the ice cream and personally thank each
employee.

Surprise each contributor on the
last day of the campaign. Place a
balloon or flower at each donor’s
desk.

2.

United Way Merchandise

7.

8.

Waffle/Pancake Breakfast
Have management serve up breakfast
for everyone who contributed.

Barbecue or Pizza Party
Invite employees to a company-wide
lunch. Have executives cook or serve.

Frequently Asked Questions
When should our campaign take place?
Most workplace campaigns occur between early September and mid-December; however, they can take
place any time of the year.

How long should our campaign last?
Most campaigns can be wrapped up in two or three weeks. The goal is to distribute and collect pledge
cards while the UWGMC message is still fresh in employees’ minds.

I have limited time to devote to a campaign. How can I work it into my
busy schedule?
Reach out to your UWGMC Representative. We are here to help you every step of the way. Let us know your
limitations and come up with a plan together to make it easier for you. Another way to ease the strain is to
recruit a committee. Assign tasks and assume a management role. Most importantly, start planning early.
The earlier you start the easier the process will be for you.

How can I involve our employees in the campaign experience?
Take the campaign to them. Some ideas are to use e-mail, voice mails, videos and/or letters from the
CEO/Leadership to get the word out. Also, attach balloons with United Way messages to the employees’
desks. Designate one room as the United Way Room and have participants play games on their breaks and
turn in pledge forms for prizes. Use your company’s intranet to provide information and results. Create
and distribute a company video starring your colleagues sharing their reasons for Living United in prior
campaigns.

When do payroll contributions start?
The most common payroll contribution period usually runs from January 1 through December 31.
Some companies use their fiscal year as their schedule for payroll contribution. United Way does not
set your payroll schedule; it is a company decision.

How do I get a speaker at my event?
Your United Way Representative can work with you to secure a speaker for your campaign kickoff. We can
recommend speakers for your rally based on the interests of your workforce.
For planning purposes, please allow at least two weeks to process your speaker request. Since most
speakers are doing numerous events throughout the campaign, it is not always possible to get the
speaker you request.

Find additional resources on our website at uwmchenry.org

My Notes
What worked well:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

What to try next year:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

Ways to help our campaign run smoother:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

What engages our employees:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

