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Fall 2008
Dear Employee Campaign Coordinator,

Thank you for offering your time and enthusiasm to your organization’s 2008 United Way of Bucks County Campaign.  As an Employee Campaign Coordinator (ECC), your role is to organize and facilitate a successful United Way Campaign within your company, thereby giving your co-workers an opportunity to help build a safer, stronger community.

This past spring, United Way unveiled their new national theme, LIVE UNITED.  This makes clear that all of us have a stake in each other's success and that all people, no matter their position or means, have a role to play in advancing the common good.  United Way is doing this by focusing on education, income and health. These are the building blocks for a good life - a quality education that leads to a stable job, enough income to support a family through retirement, and good health. Our goal is to create long-lasting changes that prevent problems from happening in the first place. 
By helping with the campaign you are playing a huge part in achieving our goals. We know you’re busy and we value the time you are dedicating to United Way.  In an effort to simplify your responsibilities, United Way has designed this Tool Kit.  The following pages contain relevant United Way information, elements of a successful campaign, and best practices.  

On behalf of United Way of Bucks County Board of Directors, the staff, and our community, thank you for your time and support.  Thank you for helping us LIVE UNITED.

       Yours truly,
[image: image2.png]O e e




Dale Larson
Chair, Campaign 2008
Publisher, Bucks County Courier Times

Making your Campaign Fun

A fresh and fun campaign makes your job more enjoyable, creates greater awareness among your coworkers, and boosts company morale.  Use your imagination & have fun!

This year, pledge just $5 a week and you’re eligible to enter to win one of three exciting Campaign Incentives – a $5,000 value home entertainment package, a $2,000 gasoline voucher, or a 100 second grocery shopping spree!

Incentives

By offering incentives for those who participate in the campaign you generate more visibility, increase participation, and create interest in United Way!

· Reserved company VIP parking space

· Extra vacation days (we find this is the most popular)
· Vendor prizes

· Lunch with the boss

· A vacation raffle (use company frequent-flyer miles)

· Clothing/book/restaurant gift certificates

· Company T-shirts, coffee mugs, desk calendars

· Hotel weekend for two
· Lottery/sports tickets

Parties

· Have fun and teach people about United Way

· Ice cream social

· Pancake breakfast

· Chili cook-off

· Pizza party

Fundraisers/Contests

· Jeans Day for United Way (or Dress Down for United Way)
· Bake sale

· Silent auction

· Miniature golf

· Pumpkin carving or Halloween costume contest

· Employee cookout

· Executive dunk tank

· Executive pie toss

· Talent show

· Company bowl-a-thon

· Car wash

· Baby picture guessing game

· Company campaign logo or poster designing contest
And these are just a few ideas!  Use your imagination or call your United Way representative for more ideas.

Why Invest in United Way?

Mission:  To improve lives by mobilizing the caring power of communities. 

To do this we will:

· Energize and inspire people to make a difference

· Craft human care agendas within and across communities

· Build coalitions around these agendas

· Increase investments in these agendas by expanding and diversifying our own development efforts and supporting those of others

· Measure, communicate and learn from the impact of our efforts

· Reflect the diversity of the communities we serve

Through collaboration, programming and a tradition of leadership, United Way focuses on producing results that strengthen families, nurture children and youth, promote health and wellness, and empower neighborhoods and communities. 

It doesn't matter how many programs or initiatives we have in place, or if we involve many or just a few people in the process. What matters are the health and well-being and strength of those around us. For United Way it's the results that matter, not the numbers. 

United Way strives to have an impact on Bucks County’s most pressing needs. With the involvement of community residents, our unique fund distribution process determines the extent of need in our community and evaluates each agency and program on its ability to provide effective services for individuals and families. We invest resources where they will have the most impact through strategic program funding in three targeted areas. 

· Education - Early Childhood and Youth Development
· Income – Financial Stability and Self-Sufficiency 

· Health - Healthy Communities 

Through careful planning and strategic investment, we work to address community needs, leverage resources and build partnerships that empower our strong network of service providers and the clients they serve. We are proud to work with thirty-four reputable agencies in our community to form a safety net for the vulnerable residents of our county. 

United Way of Bucks County brings the community together to get measurable results and create real and lasting change. It is what we do best and is what matters. 

Campaign Coordinator Checklist 

Week 1

____
Meet with United Way representative to review last year’s giving and develop campaign strategy.

____
Meet with CEO and union representative (if applicable) to confirm commitment. 

____
Send letters of endorsement. (see Sample Endorsement Letter)

____
Determine the type of campaign best suited for your company:

· Group meetings

· One-on-one solicitation

____
Schedule dates for training, group meeting/one-on-one solicitations

____
Schedule/request speakers, displays, and videos

____
Order your campaign supplies from your United Way representative (brochures, pledge forms, and posters)
____
Order additional supplies, prizes, promotional materials at www.unitedwaystore.com

____
Send out Week One e-mail (see Sample Ideas for Voice Mail or E-mail) and/or post flyers 
(see Sample)
____
Organize incentives, contests, giveaways, or fundraisers (see Making your Campaign Fun)

Week 2

____
Announce monetary/participation campaign goal

____
Start your campaign by holding a Kickoff Event

____
Make arrangements for a United Way speaker

____
Hold employee group meeting/employee solicitation and distribute United Way information

____
Send out Week Two e-mail (see Sample Ideas for Voice Mail or E-Mail)

____
Solicit your retirees, sales force, and regional employees.
Week 3

____
Follow up contacts for absentees

____
Send out Week Three e-mail (see Sample Ideas for Voice Mail or E-mail)

Week 4

____
Tabulate results and submit report envelopes to United Way, including Campaign Incentive entry forms

____
Thank supporters (see Ways to Say Thank You)

Sample Endorsement Letter

Dear Team Member,


Once a year, each of us has a chance to make a difference in the lives of people in our community through our organization’s United Way of Bucks County campaign. Company believes we all have a responsibility to the community where we live and work. That’s why Company is a proud supporter of the annual United Way workplace campaign. 

This past spring, United Way unveiled their new national theme, LIVE UNITED.  This makes clear that all of us have a stake in each other's success and that all people, no matter their position or means, have a role to play in advancing the common good.  United Way is doing this by focusing on education, income and health. These are the building blocks for a good life - a quality education that leads to a stable job, enough income to support a family through retirement, and good health. Our goal is to create long-lasting changes that prevent problems from happening in the first place. We hope that you may be able to play a part in achieving this goal.

United Way funds a broad range of human services agencies in Bucks County. These services help local people in need, our friends, our neighbors, and our family members. Please consider giving to United Way of Bucks County community fund because of the following reasons: 

· Through United Way's exciting approach to solving community problems, your gift helps the hungry and homeless, develops our youth, assists the elderly, strengthens the family and cares for children, keeps people healthy and provides emergency services. 

· United Way enlists the help of volunteers, people like you and me, to study community needs, evaluate programs and make critical decisions about where contributed dollars are spent each year, right here in Bucks County. 

· United Way of Bucks County is very efficient. In fact, more than 88 cents of every contributed dollar goes to services that help local people including the support of 53 Bucks County programs run through 34 non-profit agencies. 

· To make a difference in our community, you can contribute to United Way through payroll deduction. It's the easiest, most convenient way to help provide year-round services to those in need. 

Company’s campaign will begin on Day, Month XX with a Days of Caring project at Nonprofit Agency. On Day, Month XX, we will have the official kick-off with a special Leadership Luncheon and various group presentations. The campaign will only run for two weeks ending on Day, Month XX, 2008. Please join senior staff members and myself for our United Way Days of Caring events. Let’s experience first hand all the good things happening in our community and gain more of an understanding of what we as individuals and Company can do to be good neighbors. Please participate in as many campaign events as possible.

Our team has always been generous in the past. Remember that when one of our team members who is volunteering for United Way approaches you for a contribution, please say yes, consider the positive changes that can happen, and invest knowing that United Way of Bucks County is where your gift goes further! Let’s continue this tradition and raise our level of participation from 00% to 00%. Thank you!  

Sample Thank You Letter

Date

Dear (Donor Name),

Thank you!

Your contribution will be combined with those of others to enable United Way of Bucks County to respond to the needs of thousands of residents in the county through over 50 different programs.  United Way support is impacting the community on a daily basis through our human service agencies.  

United Way’s fundraising and administrative costs are well below the accepted national standard set by watchdog organizations such as the National Charities Information Bureau.  Of every dollar you donated, 82 cents goes directly to providing direct services, nurturing children and developing youth, and empowering neighborhoods.

You can also feel confident that your money is being used efficiently.  United Way of Bucks County is one of the more efficient United Way’s of its size in the nation.

Your company/organization information here.  Example, Total dollars raised, % increase over last year, Campaign highlights, interesting incentives, etc.

United Way of Bucks County will continue its mission of providing leadership that unites communities and resources to create lasting human care solutions for the residents of Bucks County.  As always, feel free to contact United Way at 215-949-1660 or at www.uwbucks.org with your thoughts, suggestions or questions.

On behalf of United Way and the Bucks County community, thank you for investing in what matters!

Sincerely,









(if applicable)

Your Company President




Your Union President

Company Name





Labor Affiliation

How to Conduct a Model Campaign

· Communicate endorsement of CEO and Union Presidents (if applicable).

· Plan a Campaign Kickoff.

· Set monetary/participation goals.

· Hold employee presentations and invite your United Way representative.

· Ask all employees to return their pledge forms, regardless of whether they are donating. 

· Show United Way Campaign Film

· Offer payroll deduction.

· Promote United Way’s Campaign Incentives.

· Offer in-house incentives such as raffles and giveaways.

· Encourage Leadership giving with a special presentation to the management team prior to the general employee solicitation.

· Solicit retirees, the sales force, and regional employees.

· Say “thank you” to donors.

_

GOAL SETTING WORKSHEET
Step 1- Determine Where We Are

Last Year’s Employee $$
      $(____________)

Step 2 – Sources of New Dollars

A. Leadership Givers (Gifts of $1,000 +)

                 ______ (# people) X $1,000     

   
             =    $__________
B. New Givers 
     ______ (# people) X $______ per ______ pay periods    =    $__________
C. Increase Current Donors’ Gifts

Last Year Payroll Deduction Donors 
______ (# past donors) X $______ more per ______ pay periods    =    $__________

D. Retirees (if applicable)


         ______ (# people) X $______    =    $__________

E. Special Events





              =    $__________






Total Possible $$ Increases

    $(____________)
Total Possible $$ Increases…………………………………$(____________)
Last Year’s Employee $$............................................... + $(____________)
 Employee Goal for 2008     $(____________)
Sample Ideas for Voice Mail or E-mail

Voice and e-mail can be helpful year-round so employees get an idea of what United Way does throughout the year, not just at Campaign time.

Week 1 – Announce the Campaign
To:  All Staff

Re: United Way of Bucks County

How would you like to make a difference in our community, and get a chance to win a $5,000 Home Entertainment Package, a $2,000 travel package, or a 100 second shopping spree?

On (DATE), we will be kicking off (COMPANY NAME)’s United Way Campaign.  Last year, our community raised $3,000,000 to help alleviate some of Bucks County’s most pressing problems.  This year, we’re going to follow that with even more success!  And by donating just $5.00 per week, you are eligible to complete an entry to win a Home Entertainment Package valued at $5,000, a $2,000 Gasoline Voucher from Enform Graphic Productions, and a 100 second shopping spree from McCaffrey’s Markets.  This is a great opportunity to get involved and change lives by investing in what matters in our community.

Week 2 or 3 – Announce the Campaign Kickoff

To:  All Staff

Re: (COMPANY NAME) United Way of Bucks County Kickoff

Your are invited to a (Event Name) as we kick off (COMPANY NAME)’S United Way Campaign

Date:

Time:

Location:

Don’t miss this unique opportunity to hear how our contributions make it possible for United Way of Bucks County to help more people in more ways.  We’ll get to hear how contributions create a powerful caring force in our community.  (NAME OF SPEAKER) will be joining us to share some success stories about United Way of Bucks County and the programs it funds.  Plus, get details about how you can register to win a Home Entertainment Package valued at $5,000, a $2,000 gasoline voucher, or a 100 second shopping spree!  LIVE UNITED!

Week 2 or 3 – Update on Campaign Progress
Hey everyone!  We’ve reached xx% of our goal!  Thanks to you, last week’s (EVENT NAME) was a huge success!  (HIGHLIGHT STORY FROM EVENT) We were able to raise $xxx.xx of our final goal of $xxxxx.  Don’t forget, by donating just $5.00 per week, you are eligible to complete an entry for to win a Home Entertainment Package valued at $5,000, a $2,000 Gasoline Voucher from Enform Graphic Productions, and a shopping spree from McCaffrey’s.  Please be sure to turn in your pledge forms and entry forms by (DATE).

Week 4 – Final amount raised/Thank you announcement
To:  All Staff

Re: (COMPANY NAME)’s 2008 United Way Campaign Goal 

We did it!  I am thrilled to inform you that we met our campaign goal and raised ($xxxxx) for United Way of Bucks County.  Together, we are creating positive changes by investing in our community.  We are part of a caring force that focuses on solutions to Bucks County’s most pressing issues. We work together to build a strong community by providing community basics, nurturing children, developing youth, and empowering neighborhoods.  Thank you for making a difference and investing in what matters.

Campaign Group Meeting (Sample)
(20 Minutes)

BEFORE THE MEETING…
Hang posters and send e-mail publicizing the meeting.
Prepare food and beverages, if possible.
Choose speakers for the meeting (schedule speakers through your United Way Representative).
THE DAY OF THE MEETING…
Have personalized pledge cards and pens ready for employees as they enter the room.
Get video equipment and tape ready to go and test ahead of time! (VHS, DVD, CD?).
Confirm CEO attendance for the meeting.
Display incentives.
SAMPLE AGENDA...
CEO/Labor Rep (where appropriate) welcomes all and endorses campaign 
 3 minutes
United Way video is shown 







 4 minutes
United Way Representative gives presentation 




 5 minutes
United Way agency speaker 







 5 minutes
Employee Campaign Coordinator (ECC) gives instructions and closing remarks    3 minutes
Ask employees to return pledge forms at the end of the meeting or set a deadline. Request that all employees return their pledge forms regardless of whether they are donating. Follow-up personally or ask an associate to contact employees who do not return their pledge cards or are unable to attend the meeting. Remember to publicize incentives and past winners.

Thank employees for their past support on behalf of yourself, your company, and the United Way of Bucks County. 








