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A SUCCESSFUL CAMPAIGN
BEGINS WITH YOU

Congratulations! You have been chosen by your company to be a United Way Campaign
Coordinator for your employee group. Your selection is obviously in recognition of your dedication
to accomplishment and success. You are the type of person who cares about people, who has
strong organizational skills and who motivates others. You are precisely the person it takes to
organize a great United Way campaign in your organization. It is in this spirit that we offer you the
following guidelines to conducting a successful United Way employee campaign. Itis our hope that
this information will assist you in our mutual endeavor.

Your job is to increase the awareness within your organization of the tremendous health and human
service needs in our community and how employees’ contributions help United Way meet those
needs.

As Campaign Coordinator you will have the opportunity to:

A Learn more about the needs of your community

A Help those who wouldn’t otherwise be helped

A Create an exciting campaign that will heighten the sense of teamwork and community
within your workplace

A Make a difference!

To make your job easier, we have designed this booklet and scheduled this employee Campaign
Coordinator Training session.

Please remember that this is not your only resource! When you have questions or concerns, please
contact your United Way of Coastal Carolina staff at (252) 637-2460. Office hours are 8:30a.m. to
5p.m. Monday - Friday.

Please read this booklet. It should take you about one hour. The information it contains will help
you to better understand the task ahead, and it should answer many of your questions.

This training manual belongs to:

(2011 United Way Company Coordinator)

GooD Luck
HAVE A GREAT CAMPAIGN!
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2011 CAMPAIGN INFORMATION

CAMPAIGN GOAL $ 500,000

CAMPAIGN CHAIR BRIAN DONATO, MOEN INC

BOARD PRESIDENT BiLL ELLERS, PAMLICO COUNTY COOPERATIVE EXTENSION
EXECUTIVE DIRECTOR SANDRA PHELPS

COMMUNITY RELATIONS MGR. KiTTI HARDISON

TELEPHONE NUMBER (252) 637-2460

FAX NUMBER (252) 637-4190

Car Giveaway (TBD)

TURN-IN DEADLINE DRAWING

FINAL DRAWING
TBD

Vision Statement
To position the United Way of Coastal Carolina to address emerging
human service needs in the community.

United Way Mission Statement
The United Way of Coastal Carolina will strive to meet current and emerging human care needs
in Carteret, Craven, Jones and Pamlico counties by mobilizing the resources of community
organizations, agencies, donors, recipients and volunteers.
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WHAT DOES A
CAMPAIGN COORDINATOR DO?

Job Description

Title:

Campaign Coordinator

Objective:  Enable your co-workers to invest in what matters by planning, organizing

and coordinating a successful United Way of Coastal Carolina campaign within
your company.

Responsibilities include:

1.

10.

11.

12.

13.

Attend Campaign Coordinator Training

Learn about United Way

. Work closely with United Way of Coastal Carolina staff member to develop an effective

campaign plan (see pages 7-9)

Recruit and coordinate a team of volunteers representing all work groups and shifts who
invite everyone to give

Promote the campaign throughout your company
Request agency speakers and agency tours from United Way
Coordinate kick off and recognition events

Coordinate the distribution and collection of campaign materials through small group
meetings with speakers and videos

Coordinate a leadership giving campaign and/or choose a Leadership Giving Coordinator
Encourage volunteerism among your co-workers

Complete your campaign by giving a final report and pledge forms to your United Way of
Coastal Carolina staff

Thank donors and volunteers

Evaluate and make recommendations for next year
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LEARN
ABOUT

UNITED WAY

At United Way of Coastal Carolina, we bring people together to aggressively tackle the underlying
causes of our community’s most critical health and human service problems. We’re in the business
of creating solutions to positively impact the community. Your investment of time and money makes
that possible. Whether it’s eliminating homelessness or improving access to health care. United
Way puts your contributions to work creating long-tem solutions for Carteret, Craven, Pamlico and
Jones Counties residents.

How We Are Changing

Today Tomorrow

Fundraising is our business »  Fundraising is a strategy to fulfilling our mission
Fund agency needs —»  Invest in community needs

United Way raises it, agencies spend it—  UWCC, agencies and others share goals and strategy
Focus on numbers served (count) — >  Focus on impact achieved (outcomes)

Agency measurement > Community measurement

A villager is walking by the river early one morning. The villager looks out into the water and sees a
baby floating down the river. Horrified, the villager races into the water, grabs the baby and brings
the baby to shore. The baby is fine.

Relieved, the villager looks back into the water and sees another baby floating down the water. The
villager again dives into the water and rescues this baby as well.

Once more, the villager looks into the water ... and sees dozens of babies floating down the river.
The villager calls out an alarm, and the entire village comes running to the river to rescue as many
babies as they can before the water carries them away.

This is a village that is mobilized. Every villager is at the river, trying to save the babies from the
water.

This is a village that is improving lives. Many of the babies are being saved.

But the babies keep coming ... because no one is going upstream to put a stop to the ogre that is
throwing the babies into the water in the first place.

United Way needs to gather a contingent of villagers to go upstream and stop the ogre. Otherwise,
we will be pulling babies out of the water forever.

Pulling babies out of the water is essential. How can we live with ourselves if we don’t try? But it is
by going upstream — to re-direct the ogre and put its energies to better use — that we create a lasting
change in the conditions that are causing this nightmare to begin with.
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ANALYZE
YOUR CAMPAIGN

e Examine your past campaign results. Review your company’s Corporate Profile given to
you in your folder. Itincludes your campaign history. Take special note of the following
areas to see where you can increase giving:

Average employee gift

o Number of givers/percent employee participation

0 Number of leadership givers

0 Special events money raised.

o

e Meet with last year’s Employee Campaign Coordinator to discuss challenges and
opportunities.

e Identify areas of greatest potential within your organization (i.e. large departments,
areas that have declined, areas with good potential for leadership giving, etc.)

e Become familiar with the Best Practices and review whether or not all have been utilized
effectively. A list can be found on the next page.

e Develop a plan that targets the areas of greatest potential.

Best Practices

As an Employee Campaign

Coordinator, you have access to
many resources that can impact
the success of your campaign.
United Way has analyzed many
campaign strategies and found
that those on the next page
produce measurable
improvement. It’s a fact that
organizations that implement all
of the Best Practices raise more
money.

BRIGHT IDEA:
PARTICIPATION GOAL

Set a goal for employee
participation, in addition to a
dollar goal. If you increase
the number of employees
who give to United Way, you

will likely increase your total
giving. Please note that
United Way strongly
discourages companies from
pressuring employees to give,
for example, by setting a
100% participation goal.
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BEST PRACTICES
for a successful employee campaign.

1. Have your CEO publicly support the campaign:
Send a CEO endorsement letter/e-mail to employees. Schedule your CEO to speak at employee
meetings and appear at events. CEOs can also demonstrate leadership by giving a Leadership level
gift. Involve the labor union that represents your employees (if applicable).

2. Allow employees to use payroll deduction:
Encourage employees to use this convenient method of giving.

3. Personalize employee pledge forms:
Offer a pledge form preprinted with the employee’s name and current pledge information to reinforce
giving as a personal decision.

4. Select a Campaign Committee:
Encourage the Coordinator to recruit and train other enthusiastic employees to help with the
campaign and set goals for participation and dollars raised. Include employees from various
departments, locations, labor unions (if applicable), etc. to foster cross-departmental team building.
The campaign members are also invited to United Way’s training, or invite United Way staff to conduct
on-site training at your organization.

5. Incorporate themes, incentives and special events into the campaign:
Generate enthusiasm for the campaign with incentives (days off, casual days, prizes, etc.) and add
fun through special events (skits, contests, auctions, etc.).

6. Offer tours and/or the opportunity to hear from United Way volunteers and partners:
Encourage employees to take tours and/or bring in speakers so they can see how their donations
work to provide solutions in our community. Speakers include partner agency representatives, United
Way Volunteers and United Way Staff.

7. Publicize the campaign within your organization:
Posters, thermometers, pins, newsletters, banners, letters and e-mail will help promote the
campaign.

8. Educate employees about United Way and ask them to give:
Help employees learn more about United Way by holding employee meetings and/or one-on-one
solicitations and by directing employees to our web site at www.unitedwaycoastalnc.org. Arrange for
a United Way video and speaker at meetings. Encourage employees to share their personal United
Way experiences. Don’t forget to ask people to give!

9. Offer retirees and new employees the opportunity to support the campaign throughout the
year:
Offer retirees (if applicable) the opportunity to give by mailing them pledge forms, inviting them to
employee meetings. Offer new employees (including part-time and seasonal) the opportunity to
contribute at the time they join your organization. We have samples of these letters.

10. Once the campaign is completed, thank all employees for participating:
Through awards and letters, thank your Coordinator, Committee and all employees for their
participation in the campaign. Encourage the Committee to attend the Campaign Celebration
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MEET

WITH YOUR CEO

Your United Way campaign will work best if you have support from the top. That's why it's important
to meet with your Chief Executive Officer. (Note: This may have already been done by another United
Way volunteer) In your initial meeting, there are three specific commitments that you should obtain:

Seek These Commitments

1. Personal endorsement of the campaign by speaking
briefly at your employee rally and/or by sending an
endorsement letter to each employee.

2. Permission to run an employee rally. This employee
meeting/rally is a good way to reach all employees with a
consistent message about United Way. It's also an efficient use
of your time.

3. Approval for payroll deduction, if it is not already being
used. Payroll deduction makes a dramatic increase in
campaign contributions by enabling employees to give a large
contribution overall by giving a little each pay period.

Other things you should ask the CEO
To approve time for campaign activities (committee meetings,
employee rallies, agency tours, special events)

To set aside a budget for the campaign, although expenses
can be kept very minimal

To promote the involvement of your labor union(s) (if
applicable)

To consider a corporate match to encourage employee
participation
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Payroll
Information

Every year, United Way receives questions from companies about how to handle payroll deductions.
The following points may be helpful whether you are participating with payroll deduction for the first
time or your company has used payroll deduction for years:

Payments may be made to our office on any schedule which is convenient for your company
(i.e., monthly, quarterly, annually). United Way tries to send out reminder notices to match as
closely as possible with your frequency of payments. The reminder notices help to confirm that
United Way is properly posting the payments it receives.

Reminder notices can be sent to a particular person's attention and/or a location other than
the local address. Please contact your United Way staff at (252) 637-2460 or
info@unitedwaycoastalnc.org with that information or indicate the preferred billing address with a
payment.

If your payroll is handled by a payroll service, please contact the service to make arrangements for
remittance to United Way. Most services are able to accommodate this.

United Way maintains records of how much was pledged in total through payroll deduction at
your firm. We do not record the payment of each individual employee through payroll deduction.
This means that if an employee calls us for verification of a pledge paid through payroll deduction
(usually for tax purposes), we suggest they use the last check stub of the year for verification or we
refer him or her back to the payroll department.

United Way does not expect your company to provide payments for employees that have left,
only to remit what has been withheld. We do encourage your company to call and let us know
when an employee leaves. To help us know what sort of adjustment to make, at the end of the year
we will ask your company to indicate on the check stub or statement that the last payment for
employee pledges for the current campaign year has been made.

If you have any questions about the above information or other questions about payroll deduction,
please contact your United Way staff at (252) 637-2460 or info@unitedwaycoastalnc.org.

Payments can be mailed to:
United Way of Coastal Carolina

PO Box 1385
New Bern, NC 28563
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Personalize
Pledge Forms

Meet with your payroll department coordinator to review how the pledge forms were handled last
year. Be sure to talk about new ideas concerning the pledge forms with this person first. (If you have
questions about setting up payroll deduction, see page 10.)

Print each employee's name on a pledge card. By personalizing cards, you'll increase your
campaign's effectiveness. That's because:

e Employees will feel more a part of the campaign and will be more likely to give than if they
receive a blank form.

e Apersonalized pledge form reinforces giving as a personal decision.

e Apersonalized pledge form will also help you follow up with the employees who have not
returned their forms; so that you can ensure that they were asked and had the opportunity to
give.

To do this, you'll need to plan ahead so that you'll have the pledge forms ready for your employee
rally. Try to find a volunteer or two who will help with this project.

Don't forget to include part-time employees. They could be some of your best givers and it will help
them feel a part of the group. Also, consider sending pledge forms to retirees and invite them to
your employee meeting(s). This could be a special opportunity to reconnect them with your
organization.

TIP

The employee meeting is designed to BRIGHT IDEA:

help people make well-informed
decisions about their giving, so don't ADDRESSES

hand out pledge forms to employees . _
until the group solicitation meeting. FEASUSIIE LA IR GRIL
This will also help prevent p[edge in their home and e-mail address

forms from being misplaced. on the pledge form once they
receive it, they can receive a

confirmation from United Way for

their gift and find out how their
contributions are helping
throughout the year. You can let
them know that they will not be
solicited at home, nor will United
Way share their information with
any other organizations.
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Develop
a Leadership Giving Strategy

Leadership means many things. It means leading by example. It means being an inspiration. It
means digging just a little bit deeper and giving it your best effort. In the context of the United Way
campaign, leadership means giving a gift of $300 or more. Collectively, leadership gifts constitute a
foundation of support for the United Way. The Leadership Circle gifts alone represent approximately
48% of the total United Way campaign. These gifts are instrumental to improving people’s lives and
strengthening United Way of Coastal Carolina.

When you give at a leadership level, you set
the pace for the campaign. Please join us at
one of the following levels.

Leadership Circle

Through a one-time gift, payroll
deduction or in combination with a
household member, donors who give
annual gifts of $300 or more
automatically become members of
Leadership Circle.

More than 750 Donors are currently
Leadership Circle members.

Leadership Circle members are
recognized at five giving levels:

President’s $1,500 and above

$1,100 - $1,499
$800 - $1,099
$500 - $799
$300 - $499

Platinum
Gold
Silver
Bronze

Reporting Results

Use and return your company’s Leadership
Giving Roster to note how current donors
are supporting the campaign and who the
new donors are.

For ongoing support or questions about
running a Leadership Giving campaign,

call your United Way staff at (252) 637-2460.

How Can You Incorporate Leadership Giving
into Your Campaign?
Leadership Giving is a significant part of United
Way’s overall fundraising campaign, and it can have
a big impact on your organization’s results, too. By
implementing the following “best practices,” you
can significantly increase the results of your
employee campaign:
Obtain CEO endorsement and involvement.
Ask him/her to commit resources to leadership
giving (budget, staff talent, staff time).
Incorporate leadership giving into all aspects of
campaign.
Invite all employees to attend a Leadership Circle
rally and identify specific individuals to include.
These can be managers, employees who have given
leadership gifts in the past, employees giving
between $150-$299 or simply enthusiastic
community volunteers.
Personally solicit givers and provide training to
others to do one-to-one solicitations.
Send a targeted letter encouraging employees to
make a Leadership Circle donation or to move up to
the next Leadership Circle level.
Make it easy to give at a leadership level, such as
through payroll deduction or in combination with
another household member.
Recognize leadership givers through personalized
notes/letters, a recognition event and company
activities.
Offer year-round education about United Way and
opportunities to volunteer.
The approach to Leadership Giving varies from
company to company, but the most successful
campaigns start with a leadership gift from the CEO.
Appointing an employee to focus on Leadership
Giving is also important to the success of your
campaign. Consider asking a current Leadership
Giver to be your Leadership Circle Coordinator.
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