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Dear Employee Campaign Coordinator:

Thank you for your leadership in creating positive change within our community by 
serving as your organization’s Employee Campaign Coordinator in the 2017-2018 
United Way of Northeast Georgia Campaign!

If you are a returning Coordinator, thank you and welcome back.  If you are new to 
this role, thank you for agreeing to serve.  I am honored to have you on our team.

As an Employee Campaign Coordinator, you are the face of United Way at your 
organization, and your commitment and leadership will have a direct impact on the 
success of the Campaign.  This manual will help you in organizing your Campaign 
Team and offer suggestions and templates that can make a huge positive result in 
your Campaign.  In other words, it will make your job easier.

We also offer several Coordinator Training Seminars during the summer months.  
Contact United Way at 706.543.5254 or www.unitedwaynega.org for details on 
these seminars.  They can make a tremendous difference in the results you will 
obtain.

Keep in mind that United Way’s staff and Loaned Executives will be there for you 
before, during and after your Campaign.  Don’t hesitate to call on us for whatever 
you need to be successful, or to answer any questions you might have.

Thank you again for being the leader in your organization to help United Way of 
Northeast Georgia provide more community impact and offer each donor a greater 
return on their investment in their community.

Sincerely,

Gerry Taylor
VP Resource Development, United Way of Northeast Georgia
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4 STEPS 
to running a successful campaign

1. PREPARE

3. ASK

2. INSPIRE

4. THANK
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1. PREPARE 
ASSESS
Much of your company’s campaign success will be determined by your 
preparation. The information in this section will walk you through steps that 
will ensure you are ready to run a successful campaign.

BEST PRACTICES

1. Create A Winning Team

2. Determine Your Opportunity for Growth

3. Utilize Payroll Deduction

4. Use Themes, Special Events & Incentives

5. Offer Agency Tours

6. Promote & Publicize

7. United Way Education

8. Include All Employees & Retirees

9. Campaign Wrap Up

10. THANK YOU
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Review Past Campaign Results:
Here are specific elements your team should consider when determining your goal:
       
Last year’s campaign

·	 Overall employee giving       
 
·	 Corporate giving         

 
·	 Percent of participation        

·	 Leadership giving         

·	 Payroll deduction giving       

·	 Average gift          

·	 Non-givers/ 1st time givers        

·	 Fair Share givers        

Look for trends by analyzing the results from various angles, such as by department, location, or shift. 
You should also compare management to hourly employees. Use any or all of these metrics to set 
campaign goals & increase giving during the new campaign. 
 
To analyze giving further, list some of your company’s strengths & weaknesses in past campaigns.  
You may also use the Campaign Analysis Worksheet included in your training materials.

·	 Strengths              
               
   

·	 Weaknesses              
               
   

Determine Campaign Needs:
Your team will identify numerous needs once you begin campaign discussion. Keep a note of all 
needs, especially those that require an ask, purchase, or help from another department. Here are a 
few reminders:

HR/Payroll-need for payroll information, instructions, or help in personalizing pledge cards.

Communications/Marketing-creation of materials such as posters, banners, videos or assistance in 
organizing fun events.

BEFORE THE CAMPAIGN
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Room/Equipment Reservations-reserve or request the help of others involved in the meeting rooms & 
equipment you will use for events.

Budget-a budget your Department Head or CEO will approve for incentives, special events, & 
materials.

Other Campaign Needs:

                
                
               
 

Secure Support from Management:
Enlist your CEO’s visible and personal support to ensure that your campaign is a success.  The 
support of your CEO and Top Management can lead to more resources, more flexibility in planning 
and implementing your campaign and recognition for all involved.  In addition, support of the 
organization’s leadership sets a positive tone for the campaign and can also set the stage for 
increased contributions at every level.  

With last year’s results in hand and a potential goal and timeline in mind, set a meeting with your 
CEO and ask him/her to:

·	 Visibly support the campaign and support the campaign team in the necessary time to plan 
and run a successful campaign.

·	 Make a corporate gift.
·	 Enlist the support of all senior executives and encourage them to visibly support the campaign 

as well. 
·	 Recruit a member of senior management as Leadership Coordinator.
·	 Write a personal letter (UW provides letter samples on request) to the employees and speak at 

an employee meeting.  Attend group meetings and other campaign activities.
·	 Approve time and resources that will be needed to hold a fun and educational campaign.
·	 Ensure newly hired employees are given the opportunity to contribute when hired-request 

additional pledge forms from UW staff.
·	 Actively involve retirees in the campaign.
·	 Stay involved in a year-round relationship with United Way and the community.

Make adjustments to your plan after meeting with your CEO.  Schedule another meeting with your 
campaign team to finalize the following details:

Campaign Goal:          

Campaign Timeline: 
Smaller companies (less than 100 employees) conduct campaigns in a one-week time period, 
while larger companies may take up to three weeks to complete their campaign. Think about the 
atmosphere of your organization to determine what will be most successful in creating your timeline.  
Be mindful of the timeline for the overall United Way Campaign Calendar.  
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Here are some other tasks to consider in setting a timeline:

·	 Campaign team training and meetings
·	 Themes/Events
·	 Meeting with and sending endorsement letters from CEO/Labor
·	 Meeting with your HR and/or payroll team member to confirm procedures
·	 Ordering Campaign Materials from United Way (brochures, posters, pledge cards, videos, 

leadership campaign materials)
·	 Personalize Pledge Cards (if appropriate for your organization)
·	 Securing Incentives
·	 Identify employees in your organization who have personal stories they would like to share.
·	 Display posters and other campaign information throughout organization
·	 Run your leadership campaign early to set the pace
·	 General campaign kick-off event 
·	 Employee meetings with scheduled speakers and agency tours
·	 Send reminders about employee meeting dates and times.  Use emails and/or voice mail in 

addition to posters or announcements.
·	 Announcements for campaign progress and totals 
·	 Deadline for turning in results internally and to United Way of Northeast Georgia
·	 Sending or carrying out thank you gestures
·	 Final campaign celebration -announcement of final campaign results, internal recognition and 

awards

Other:                
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Recruit a diverse Campaign Team:

Before you begin recruiting individuals within your company to help you with the campaign, 
understand the role of the Campaign Coordinator, United Way staff, and the United Way Loaned 
Executive.

The Campaign Coordinator provides leadership, direction and enthusiasm for your organization’s 
campaign. Here’s how:

·	 Become familiar with the United Way’s mission, partners, and key messages.
·	 Create a winning team by recruiting others to help make your campaign a success.
·	 Plan, organize, and implement your employee and leadership campaigns.
·	 Work with your CEO and United Way staff and/or volunteer to establish participation and 
 giving goals.
·	 Encourage employees to reach established goals by creating a positive, high-energy 

atmosphere. Enthusiasm gets results!
·	 Thoroughly follow-up on all aspects of the campaign so you may report progress of your 

campaign to your employees and United Way.
·	 Thank and recognize all participants.
·	 Evaluate the campaign, submit final reports to United Way, and make recommendations for 

United Way.

The Loaned Executive (LE) is an individual who is “loaned” to United Way from their local company.  
Loaned Executives provide organizations with leadership, fundraising, and teamwork skills to plan, 
implement, and run successful United Way campaigns. The LE is your best campaign resource 
because they will help you:

·	 Assist campaign coordinators in organizing and implementing successful employee and 
leadership campaigns.

·	 Assist with developing campaign goals based on potential.
·	 Generate ideas, provide enthusiasm, and a new perspective for the organizations’ campaign 

team.
·	 Educate and communicate the United Way story in addition to providing answers to frequently 

asked and/or difficult questions regarding the campaign.
·	 Arrange for requested speakers, tours, and campaign materials.
·	 Communicate campaign progress to United Way.
·	 Assist coordinators with completing campaign on time and reporting results to United Way 

along with all needed documentation.
·	 Assist with evaluation and recommendations for next year’s campaign.
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FACT SHEET FOR BUILDING YOUR STORY

   

 Seek Opportunities that Achieve Results
·	 Identify Effective Ways to Communicate the United Way Story
·	 Review and Analyze Past Campaign Strategies
·	 Make the Ask
·	 Handle Objections

A successful United Way Volunteer is always soaring… and always prepared to share the United Way 
story. They know that United Way serves Eight Counties; Barrow, Clarke, Franklin, Jackson, Madison, 
Morgan, Oconee and Oglethorpe. They understand a contribution to United Way is an investment in these 
communities. They know United Way is doing what matters by focusing on lasting change that prevents 
problems from happening in the first place. We are focused on results, community, partnerships and 
change. We mobilize resources to support over 29 health and human service programs, agencies, and 
initiatives that provide solutions.

What else do you know about United Way and how would you communicate that to co-workers and 
peers who don’t understand the United Way story?  _________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

  United Way touches thousands of people in our community every day.  Has a United Way 
partner or program touched you or someone you know? __________ If so, how were their lives changed 
because of that service? ____________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________

United Way is about people helping people; bringing the entire community 
together to magnify a shared vision of caring and impact; focusing on the 

issues that matter most and the results that help our community soar!

As Company Coordinator, how can you soar your organization’s campaign to 
new heights?
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In answering these questions you have began to form your own personal United Way story to share with 
others. As you work through this manual and plan your campaign you will need to complete your story. One 
effective approach is to prepare an Elevator Speech – a speech that has many different levels and points 
(floors) that allows you to summarize what matters depending on the amount of time you have. You can add or 
eliminate levels (floors) based on your audience and the time you have available. In other words, you should 
be prepared to tell the United Way story – What Matters to a peer or co-worker in the time it takes to share an 
elevator ride.   

Here’s a Sample Elevator Speech that answers the question “Why should I give to United Way?” 

United Way understands that you really want to make a difference right here in our five county area. We want to 
help you do that.

     (Results Matter.)

Our 59 years of experience tells us that the best way to help the most people is to focus on the underlying causes 
of the most serious problems. In our service area, we’re focused on critical issues such as early childhood 
education; uninsured children and transportation and many other issues through over 29 partner agencies.

     (Community Matters.)

It takes the whole community working together to reach our goals in these areas. So we bring together people 
from all across the community – people from government, business, faith groups, non-profits and ordinary 

citizens.
     (Partnership Matters.)

Your United Way contribution goes to work bringing lasting change, right were you live. Because that’s what 
matters.
    (Change Matters.)
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What’s your story?

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________

Did you remember to:

	Include illustrations of results, community, partnerships and change?
	Answer the the question “Why should I give to United Way?” ?
	Share why you give?
	Make an ask?
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CONSIDER THESE AREAS OF OPPORTUNITY

Based upon the analysis of employee giving, areas of opportunity should become apparent.  
Specific strategy can then be implemented to produce the desired effect.

Increase the % of 
employees 

participating

·	 Agency Tours
·	 Incentive to 1st 

Time Donors
·	 Day of Caring in an 

Agency
·	 Testimonial by 

Fellow Employee
·	 One on One 

Solicitation
·	 Volunteer on U.W. 

Allocation Panel
·	 CEO Letter to All 

Employees
·	 United Way Video
·	 Agency Speaker
·	 Ask 100% of 

Employees
·	 Company-wide 

Incentive for a 
Certain Level of 
Participation

Increase the amount 
of the average gift

·	 Leadership Giving 
Solicitation

·	 Incentive to Those 
Who Increase Their 
Gift

·	 Start an Internal 
Recognition 
Program

·	 Agency Tours
·	 United Way Video
·	 Agency Speaker
·	 Expanded Number 

Solicited for 
Leadership Giving

·	 Create a Campaign 
Committee

·	 Set a Higher Goal
·	 Testimonial by 

Fellow Employee
·	 Day of Caring in an 

Agency

Convert cash gifts 
to annual payroll 

deduction pledges

·	 Incentive for 
Converted Gifts

·	 Ask for 100% 
Payroll Deduction

·	 Incentive for 
Payroll Deduction

·	 Testimonial from 
Employees

·	 One on One 
Solicitation

·	 Everyone gets a 
pledge card

·	 Letter from CEO
·	 Pre-Print Employee 

Information on 
Pledge Card

·	 Everyone has a 
Pledge Card When 
Asked to Give

·	 Early Bird Special
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ADD A CAMPAIGN TIMELINE

Form a Committee

Committee Plans Campaign

Kick Off/Rally

Solicitation/Collection Period

Tally Results

Report to United Way

Sample UW Timeline:

JUNE

JULY

AUGUST

SEPTEMBER

OCTOBER

NOVEMBER
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2. INSPIRE 
PROMOTE AND INSPIRE
You can inspire your company’s employees to give generously by educating them about 
UWNEGA and helping them be engaged in the organization’s work. This section includes 
ways to spread the word about your company’s campaign and encourage contributions.

IDEAS

Here are some possible ideas for you to incorporate in your campaign:

How to Publicize
·	 Photos and Logos- Download photos and logos from www.unitedwaynega.org and use them in 

your newsletters, Intranet, website, memos, e-mails, and paycheck stuffers.
·	 Posters- Consider putting up posters around the Company that reflect your company’s theme, 

artwork, and the agencies United Way supports.
·	 Company Newsletter, Magazine, Email, and Intranet- Promote, promote, promote! Be sure to 

include United Way updates and success stories in employee newsletters, magazines, emails 
or intranet sites.

·	 Send out a teaser to employees giving them a hint of your theme, activity/event for your 
campaign.

·	 Announcements-You may have an intercom or music playing in your office. At a certain time of 
day, announce upcoming details, teasers, UW skits or facts over your intercom system to all 
employees.

·	 Stickers-Meet employees in the lobby or entry to hand them a sticker that goes along with your 
campaign theme. You can pass the word for what is coming.

·	 Candy-Give out or leave candy at desk areas with tag lines such as “Get Fired Up for the 
United Way Campaign” for Fireballs, “Anything extra you can give will make a greater impact in 
the community” for Extra Gum, “What you give helps people now & secures for later needs” for 
Now & Later, “Your gift will save lives” for Lifesaver

Themes
To make the campaign lively and fun, you will want to develop a campaign theme and event. (Feel 
free to use UWNEGA theme or incorporate your own ideas). Use colorful graphics and action words 
to motivate employees to participate in your campaign. Remember, be creative with these ideas or 
your own:

·	 Time period themes: 70’s (disco) 80’s, etc.
·	 Movie themes (current or dated). 
·	 Current fads or trends, television
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More ideas….

Themes
·	 Sports, team-related, i.e. “Step Up to the Plate” 
·	 Music, i.e. “Ain’t No Mountain High Enough”
·	 Holiday, i.e. “Wrap it Up for United Way”
·	 Miscellaneous: Building a Better Community, Giving is an Art, People Helping People, Helping 

Hands, Paint a Brighter Future

Events and Activities 
You want your employees to LEARN about United Way and all the wonderful attributes of this 
organization, but you also want employees to have fun at the same time. Agency tours and guest 
speakers are the best way for them to LEARN and see the impact United Way has on the community.  
Invite a United Way Representative to come to your workplace to give a presentation, share an 
uplifting story of an employee (or a friend, neighbor or family member of an employee) who has 
benefited from United Way agency services, or have one of your own employees share his/her own 
United Way story. Schedule a tour so your employees can see and share the impact of United Way.  
You can use Agency Forms to line this up ahead of time for your campaign. Don’t forget the FUN!  
The following are activities you can add to your schedule to keep your campaign upbeat and fun:

·	 Auction
·	 Paint Party
·	 Casual Day
·	 Day of Caring
·	 Spaghetti supper, Hotdog, or Pizza sale
·	 Ice Cream Social
·	 Vacation Day Sale/Raffle
·	 Company/United Way Scavenger Hunt
·	 Costume Contest
·	 Talent Show or Variety Show
·	 Company picnic, social, softball, staff meeting
·	 United Way or employee trivia
·	 E-mail teasers & reward with candy
·	 Gong show
·	 Yard sale
·	 Football coin or dollar drive
·	 Who’s the Boss
·	 Womanless Wedding, Mystery Pageant

Start some friendly competition
Establish incentives within individual departments or within the entire company. The mantra at times 
has been, “Give them prizes… they will come! Feed them….they will come!”

·	 The boss’ parking space or another one next to the building
·	 Half-day Fridays 
·	 Gift certificates or prizes for attending a rally or filling out a pledge form and turning it in 

promptly
·	 Department pizza parties or ice cream socials 
·	 Barbeque party at the CEO’s house or a fun, outdoor location
·	 Raffle dinner with the CEO or another top executive 
·	 Flea markets or book fairs with employee-donated items 
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·	 Silent auction on items donated by company or vendors (most companies will donate, you just 
have to ask!)

·	 Anything involving food – breakfasts, hot dog lunch, bake sales, chili cook-offs, dessert 
receptions, “Taste of” festival, Lunch & Learns 

·	 Scavenger hunts
·	 Two-hour lunch breaks

Materials 
·	 Sales/Service America Catalog- This is a good resource for ordering campaign incentives and 

additional promotional items with the United Way Brand already imprinted for your campaign.   
·	 Banners, Kiosks and Display Boards- These promotional items can be used at your special 

events (kick-off and finale events, lobby displays, etc.).
·	 United Way Materials-Brochures, videos, posters, pledge cards…all campaign ready! Order 

these through your UW Campaign Representative.
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WHAT UNITED WAY MARKETING CAN DO FOR YOU

 

 

 1. Press Releases

 
 2. United Way Fonts

 3. Agency Success Stories

 4. United Way Photos
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Sample Letters for you or the CEO to send out to employees:
Dear employee:

During the next few weeks, you will be hearing a great deal about United Way. Our organization 
recognizes the important and ongoing health and human services provided to our neighbors by the 
agency programs and special initiatives supported by United Way.

United Way has a remarkable approach to assessing and reviewing the priority needs of our 
community. Volunteers from all walks of life spend hundreds of hours carefully evaluating more than 
29 partners and programs supported by United Way to decide how our contributions can best be 
invested to ensure the greatest outcomes.

Our company’s campaign will kick off on (date) with (Employee Campaign Coordinator Name) as 
chair. Please join me in supporting this year’s effort by contributing as generously as you are able. 
Because of you, our communities will be stronger for generations to follow.

Every year, we get the chance to demonstrate our community spirit and leadership by taking part 
in the United Way campaign. This year, we invite you to consider either joining us or increasing last 
year’s contribution. It is truly the one way that to invest in what matters.

Sincerely,

CEO Signature
Campaign Kickoff – to all 

Sent to: All employees 

Date: day of kickoff/campaign meeting 

Subject: You can impact lives! 

Body: United Way is the driving force behind dozens of initiatives past and present that provide 
solutions to Northeast Georgia’s most critical needs. Our goal is to focus on what matters, and what 
matters is supporting programs in our community that get results and improve lives. 

YOUR COMPANY NAME is excited to participate in this ongoing effort to change lives in our 
community. Because of the generosity of people throughout Northeast Georgia, children are nurtured; 
the elderly independent; neighborhoods enhanced; basic needs met; and youth are prepared for a 
productive adulthood. 

Signed by CEO or Coordinator

United Way Teaser

Pre-Campaign - to all 

Sent to: All employees 
Date: between two weeks and two days before the campaign starts. 
Subject: what matters!
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Body: 
It’s that time of year again to kick off our United Way campaign and open our hearts to those around 
us. The theme for this year’s campaign is YOUR THEME HERE.  
United Way is dedicated to addressing the needs and seeking solutions for our community. 
Because of the compassion of United Way’s donors, children are nurtured, the elderly independent, 
neighborhoods have been enhanced, basic needs met and youth prepared for productive adulthood. 
Bottom line, it’s these results that matter. Gifts to United Way impact lives and get results. For 
instance, last year United Way invested $1.6 million to provide for basic needs, counseling and 
mental health, children, youth and health and rehabilitation services.

Sample Letter for Leadership Group
Dear [Your Organization’s Name] Employee:

Leadership is something we appreciate and value at [Your Organization’s Name]. Within our company 
and our industry, we admire leaders who distinguish themselves by their initiative and ability to foster 
partnerships and knack for getting to the heart of the matter.

These are some of the same reasons why, within our community, United Way has long been 
respected as a leader. United Way brings our community together to deal with important issues in 
education, employment, health, housing, neighborhood development, and safety. And United Way is 
working for positive, systemic change, to address the underlying causes of complex social issues by 
getting to the heart of what matters in our community.

A gift to United Way is a wise investment for those of us who appreciate return on our dollars and our 
time. United Way of Northeast Georgia is one of the most efficient charitable organizations around; 
ninety-nine cents of every dollar raised in our community stays in our community.

 As you make your investment in United Way through our campaign this year, I hope you’ll give strong 
consideration to the leadership levels described within our campaign materials.

Thank you, in advance, for joining me in support of United Way’s efforts to get to the heart of what 
matters. We’re proud to make [Your Organization’s Name] part of United Way today.

CEO Signature
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DRAFT    

Company Stationery

XXXX XX 

XXX XXXX
XXXXXXXXXXX
XXXXXXXXXX

XXX:

I’d like to invite (Company Prospect) to partner with (Your Organization) in support of the United Way 
of Northeast Georgia. Your current relationship and partnership with us is very important and I believe 
has positively benefited both of our organizations. 

I am asking that you and your employees consider participating in the United Way of Northeast 
Georgia’s Annual Campaign this year. This is an opportunity to support the 30 health and human 
service agencies of the United Way of Northeast Georgia. 99 cents of every dollar raised stays in our 
community and is invested in critical community services. Your leadership will contribute greatly to the 
success of our community’s campaign. We need your help in reaching out to your employees and the 
community.

We participate each year with an employee campaign. It’s easy to do and United Way offers great 
assistance.

When we “LIVE UNITED”, we give, advocate and volunteer to address the needs of those in need of 
assistance and create a better life for all. As I’m sure you agree we all win when a child succeeds in 
school, when families have good health, and workers have solid jobs. 

Your organization’s participation will provide that wonderful feeling that comes from knowing you have 
done something good for our community. 

My hope is that you will support this worthy cause and consider an opportunity to improve individual 
family situations, healthcare availability, and other critical needs within the community where we 
reside. Enclosed with this letter is information on the United Way of Northeast Georgia. I look forward 
to hearing from you.

Sincerely,

Name
Title

IDENTIFY PARTNERS: VENDOR LETTER
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3. ASK 
Asking for a gift is by far the most important step of an employee campaign. The number 
one reason that people do not give is because they were never asked. It is important to 
allow every employee to make an educated, personal decision about giving to UWNEGA. It 
is also critical to explain the various ways you can give to UWNEGA.

GROUP MEETING AGENDA
A group meeting agenda usually looks something like this:

Opening remarks (2 minutes) - open with a few words about the company’s history of 
employee campaigns and commitment to this year’s campaign. Announce leadership giving 
campaign results or the corporate gift at this time. 

Overview (10 minutes) - your UWNEGA representative and an agency speaker will explain 
investments that UWNEGA makes in your area and the counties served by United Way and 
its partner agencies. Be sure to include the facts relating to the accountability and efficiency of 
UWNEGA.  

Show the campaign video (7-10 minutes) 

Ask for pledges  (1 minute) - emphasize the opportunity to give and allow them to make an 
individual decision based on the story and facts presented, not by pressure.

Questions (2 minutes) 

TOP 10 CAMPAIGN VARIABLES

1. CEO personally addresses employees at the campaign meeting with an ask.

2. CEO personally attends 1 or more campaign events. 

3. CEO attends United Way of Northeast Georgia events.

4. Organization has a budget for the campaign. 

5. Coordinator makes a donation to United Way.

6. Coordinator’s rating of United Way as making sure money is well spent. 
19



Leadership Solicitation:
 A strong Leadership campaign provides a source of new dollars for your campaign & is key to 
achieving your organization’s goal. A Leadership Giving program is easy to implement in a company 
of any size.

Leadership Giving is an effective way for contributors to have a greater impact on our community. 
Company recognition, personal recognition, networking or social opportunities & helping impact the 
community are just a few of the benefits a Leadership Giver receives. 

What is leadership giving all about?
Leadership Givers are individuals who contribute $500 or more each year. The following are different 
levels of leadership giving:

Stephens Society:
Community Club    $500 - $999

Community Champions   $1,000 - $2,499
Leadership Circle    $2,500 - $9,999
Alexis de Tocqueville Society  $10,000 & up

A few key strategies for leadership:
If your CEO has not already appointed a Leadership Coordinator, ask him/her to appoint someone 
who is a respected leader in the organization & a leadership giver. The Leadership Coordinator 
should organize the leadership solicitation & include a special leadership meeting, peer-to-peer 
solicitation, follow-up, & a strategy to thank leadership givers.  

When finalizing your leadership solicitation methods, keep these groups involved:
·	 Employees who gave at leadership levels last year
·	 Employees currently giving $250 or more
·	 Employees earning $50,000 or more
·	 Employees receiving stock options as part of their compensation package
·	 Retirees who were leadership givers & long-time United Way supporters

Matching programs also have a strong impact on Leadership giving, allowing donors to plan 
increases in giving & make multi-year commitments. Many companies have internal matching 
programs using corporate dollars to assist individuals wishing to give at a Leadership level.  

20

7. Coordinator’s rating of United Way’s support during campaign. 

8. Coordinator’s rating of recognition on efforts by United Way to management. 

9. Type of planning done for campaign (face to face with UW, over the phone with UW, no UW
 involvement). 

10. “Fun Factor” in the campaign. 



Employee Meetings:
The first step to a successful solicitation is for the campaign team to make a pledge. Then, ask every 
employee to give either in a group meeting or one-on-one. This gives the employee a chance to ask 
questions about United Way. If your team scheduled agency tours, you already have a foundation for 
your United Way story. Make sure you build on that with more emotional appeal.

A group meeting can be presented in approximately 20–25 minutes. Include things to encourage 
attendance such as entertainment, refreshments, decorations, music, door prizes, etc. During the 
meeting:

·	 Have your CEO welcome & give his/her endorsement of UWNEGA
·	 Have your Loaned Executive &/or a United Way representative speak
·	 Allow employees to give testimonials
·	 Show the video
·	 Pass out *pledge cards & have pens for signing
·	 Ask for cards to be returned at the meeting (or an appropriate date within the week) & thank 

everyone for attending
*Pledge card instructions should be given at some point of solicitation. It is up to the coordinator to go 
over them in the meeting or as follow-up to get cards returned. Just make sure your team spot checks 
cards as they are returned to catch common mistakes before totaling the results.

The One-on-One method involves you meeting with an employee individually & asking for their gift.  
Be sure you:

·	 Schedule an appointment to show you are respectful of the individual’s time
·	 Consider who you are meeting with & tailor your presentation to their interest
·	 Prepare your “presentation” in advance & practice
·	 Present reasons for giving; share why you give
·	 Give them an opportunity to ask questions
·	 Ask for their participation at a specified level or ask them to increase their current gift

Some employees will ask what they should give. For those that ask for suggestions of giving, refer 
them to the giving guide based on income in the brochure:

Giving Guide-
  Up to $19,999  1 hour’s pay per month
      $20,000 - $49,000  1%
      $50,000 - $99,999    2%
      $100,000 and up       3%

Gather Pledge Cards:
At this point, your employees have heard the story & have been asked to give.  
Follow-up with anyone that missed a meeting or was out of the office within the solicitation timeline.  
Make wrap-up easy for your team by requesting that all pledge forms be completed & turned in by a 
specific date even if the employee chooses not to give. Having all pledge forms completed & turned 
in is a good way of recognizing if every employee was given the opportunity to contribute. Your next 
step will be to divide cards by gift type & prepare for reporting results.
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4. THANKS 

Thank you Campaign:
Saying thanks is fun, easy and essential to help build future campaigns. Here are some ways in which 
your company can express gratitude:

·	 Announce company and community campaign results through email, voicemail, company 
newsletter, bulletin boards, victory celebration, or company website.

·	 Recognize your donors with the same communication vehicles.
·	 Display United Way thank-you posters. 
·	 Prepare a thank you letter from the CEO and your team to go to all donors.
·	 Insert thank-you payroll stuffers in contributors’ pay envelopes. 
·	 Have a special celebration breakfast/luncheon for all Leadership Givers* in your company 

(*first-time givers or increased gift donors or all contributors). 
·	 Offer lunch with the CEO for top contributors and top performers. 
·	 Recognize the efforts of your committee members with a personalized thank-you letter, special 

event or a day off. 
·	 Take pictures throughout the campaign of employees when they come to return a pledge 

card…have a wall of recognition or include them in your next newsletter or intranet update 
telling why they give to United Way.

·	 Run an ad in your local newspaper honoring all of your company’s contributors.
·	 Work with other local businesses to gather items for drawings, giveaways, special treats, and 

prizes…or if your company has a budget for incentives, create one of your own to give to all 
givers as a thank you.

·	 Have a prominent person in the company open their home for a special dinner or sponsor one 
at a special and unique place for contributors.

·	 Place a flower or small token of appreciation on every contributor’s desk with a hand-written 
note.

·	 Distribute thank-you awards such as mugs, pens and T-shirts to your team and the employees. 
·	 Invite team members to attend a special lunch away from the office.

Good feelings go a long way…so does Communication! To keep your employees informed 
throughout the year and not just during your campaign, feature different stories (agency or employee 
testimonials) in your newsletter or on your website. Plan to do a bulletin board such as “United 
Way Dollars at Work”, showing how donations to United Way are impacting your community. The 
possibilities are endless and you can come up with ideas of your own or ask for help.

Thanking everyone involved, from those who donated to those who helped implement 
the campaign, cannot be overemphasized and goes a long way to ensure their long-term 
support.
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Organize information:
Remember to keep a record of your results including a listing of givers for next year’s campaign.  
Next year’s team will appreciate your efforts & success, especially if you pass the records on to them.
Many companies have success with a team member stepping up to be the coordinator for the next 
year. This individual would have experienced the BEFORE, DURING, & AFTER campaign & will be 
an asset to the next year’s success.
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FREQUENTLY ASKED QUESTIONS
Q. What are the advantages of giving through United Way?
A. The United Way system provides an easy, effective, efficient means to meet your charitable 

goals. United Way is in the business of improving lives by focusing community resources to 
create sustained changes in community conditions. United Way combines your investment with 
thousands of others to provide measurable impact on key issues.  

Q.  I don’t want to bother my employees.
A. Often people are never given an opportunity to give back. Your co-workers deserve the 

opportunity to be involved in making a difference in their community. About 72% of United Way’s 
funds come from employee giving. Most donors report that they feel better because they are doing 
something to help others. We like to empower people to make their own decisions about giving 
and not deny them the opportunity to participate.

Q.  Our employees don’t make a lot of money.  
A. There are certainly cases where an employee cannot afford a contribution; however, 

most employees are willing to give one hour’s pay a month to help those in less fortunate 
circumstances. If United Way is properly explained they know that a small investment can provide 
critical services for themselves, families and neighbors.

Q. I know someone who didn’t get help when he/she needed it.
A. Misunderstandings sometimes arise. Get the facts – names, agency, dates, and pertinent 

information and contact your United Way representative who will investigate the complaint. If you 
have questions about United Way, their agencies, or services, call United Way’s Information & 
Referral Service at (706) 353-1313. (211)

Q.  My gift doesn’t make a difference.
A. Your investment is very important! It is magnified by the investment of others and has the power to 

improve lives and local community conditions.

Q.  I give through my church.
A.  That’s wonderful.  Most of us have an obligation to our faith. However, there are many services 

provided by United Way partners programs and initiatives that faith based organizations cannot 
provide.

For additional support handling difficult objections, please call our Resource Development
Department at 706-543-5254 ext 104.
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RESOURCES

       Logos
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Here is a UNITED WAY GLOSSARY for terms that you need to know:

·	 Live United-The theme for United Way.

·	 Rally-A meeting endorsed by the organization where employees are educated about United 
Way, given the opportunity to ask questions, and are asked to make a contribution.

·	 Pacesetter-A group of companies that agree to run campaigns early (June-August) and set an 
aggressive goal (usually 20% increase).

·	 Model Campaign-A model campaign begins with support from the top, a motivated, high-
energy coordinator who has been educated about United Way facts and procedures. The 
coordinator will analyze past results, promote, publicize and organize the campaign including 
group meetings.

·	 Partner- An agency of United Way of Northeast Georgia that receives an allocation to support 
their programs.

·	 Initiative-United Way programs made possible through public and private grants. Success By 
6 is the UWNEGA initiative.

·	 Community Impact-The difference made in the community by the services that are provided 
by United Way partners.

·	 Impact Areas- United Way of Northeast Georgia invests money in these areas:
Encouraging Self-Sufficiency
Nurturing Children & Youth
Meeting Basic Needs & Emergency Response
Helping Individuals & Families Be Healthy and Safe
Supporting the Elderly

We make an impact in these areas through your investment in the community. We also 
measure the results from the programs we support in these impact areas.

·	 Elevator Speech- A speech that has many different levels and points (floors) that allows you to 
summarize what matters depending on the amount of time you have. You can add or eliminate 
levels (floors) based on your audience and the time you have available. In other words, you 
should be prepared to tell the United Way story – What Matters to a peer or co-worker in the 
time it takes to share an elevator ride.   

·	 Loaned Executive-The Loaned Executive (LE) is an individual who is “loaned” to United Way 
by his/her company during the fall campaign. They assist company coordinators with executing 
successful United Way Campaigns.

·	 Leadership Campaign-A great way to set the pace by soliciting “leaders” and potential 
leaders early by asking them to give at a Leadership level level.

·	 Leadership Levels- Stephens Society: 
           Community Club    $ 500 - $999    
           Community Champions     $1,000 - $2,499
            Leadership Circle    $2,500 - $9,999
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           Alexis de Tocqueville $10,000 and up

·	 Major Gifts- Alexis de Tocqueville Societies make up the Major Gifts effort. (Sometimes 
referred to as ADT)

·	 Giving Guide-For those that ask for suggestions of giving, refer them to the UWNEGA giving 
guide:

    Up to $19,999  1 hour’s pay per month
        $20,000 - $49,000  1%
        $50,000 - $99,999    2%
        $100,000 and up       3%

·	 Women’s Leadership-A recognition initiative that raises awareness about the importance of 
philanthropic involvement with specific appeal to women to consider or increase leadership-
level contributions.

·	 Success By 6 -An early childhood program that prepares children to be successful in school 
and in life by age 6. There are three components:

Educating Parents
Assisting Families
Developing Reading Skills

·	 Allocation Panel-A group of volunteers that review agencies by looking at budgets & 
programs to make sure they are using United Way contributions wisely & efficiently.

·	 Planned Giving- An effort to ask donors to consider endowing gifts so their legacy of caring 
can continue through a deferred gift in their will or estate plan, or by other means.

·	 United Way Representative-This could be your United Way staff person or Loaned Executive.  
They can help you plan your campaign, be present at your meetings, or answer questions and 
support you throughout your campaign.
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  United Way Partner Agencies

ABHS – Jackson Creative Community Resource Center 706-335-5379
www.advantagebhs.org/jackson-county.html
Provides employment programs for adults with developmental disabilities.

ABHS – Madison County Fine Finish 706-795-2141
www.advantagebhs.org/madison-county.html
Enables people with developmental disabilities to live and work within their communities.

ABHS – Barrow County Mental Retardation Center 770-307-3028
www.advantagebhs.org/barrow-county.html

Action Inc. – Full Plate 706-546-8293
www.actionincorporated.org
Ensures that homeless feeding sites are able to cost effectively provide nutritious, well-balanced 
meals to the homeless and less fortunate by distributing excess prepared food that would otherwise 
be discarded by eating establishments.

Provides low cost daycare for children so parents can return to work to become self-supporting.

American Red Cross, East Georgia Chapter 706-353-1645
http://eastgeorgia.redcross.org
Provides military services, disaster relief, blood services, and health and safety education/training.

Athens Community Council on Aging 706-549-4850
www.athenscommunitycouncilonaging.org
Enables older persons to live independently at home and offers opportunities for employment, 
volunteerism and other activities. ACCA is a resource for education, information, referral, counseling, 
and general assistance.

Athens Neighborhood Health Center 706-546-5526
www.anhc.net
To provide accessible and affordable, high quality primary health care to medically underserved and 
at risk individuals.

Boy Scouts of America, Northeast Georgia Council 1-800-699-8806
www.nega-bsa.org
Addresses the needs of boys through programs designed to build desirable qualities of character, 
leadership and citizenship.
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Boys & Girls Clubs of Athens 706-549-7017
www.athensbgca.com
Promotes social, educational, vocational and character development of all youth through programs 
like tutoring, leadership and physical education.

Boys & Girls Clubs of Winder/Barrow County 770-307-1399
http://winderbarrowbgc.com
Promotes social, educational, vocational and character development of all youth through programs 
like tutoring, leadership and physical education.

Extra Special People (E.S.P.) 706-769-9333
www.extrspeicalpeople.com
Provides continuous learning and leisure summer programs for developmentally disabled youth, 
young adults, and their families.

Family Counseling Service 706-549-7755
www.fcsathens.com
Core services include individual, marriage, and family counseling. Special programs address youth 
alcohol and drug abuse, family violence, child abuse, children’s adjustment to divorce, shoplifting, and 
divorce mediation.

Food Bank of Northeast Georgia 706-354-8191
www.foodbanknega.org
Addresses the problem of hunger by distributing food to non-profit agencies such as food pantries 
and soup kitchens, and direct distribution of food to residents that are most at risk.

Girl Scouts of Historic Georgia 706-548-7297
www.gshg.org
Offers programs for girls age 5-17 about character, self-esteem, leadership, and patriotism.

Harmony House 706-245-8700
www.harmonyhousecac.org
Provides services for adult and child survivors of sexual assault.

Hope Haven 706-548-4361
www.hopehaven.net
Increases the independent living of mentally disabled individuals through supportive services and 
specialized employment, and it provides respite care for families.

Madison Morgan County Caring Place 706-342-9861
Provides food from the food bank and other donations to needy families at their facility in Madison 
each Friday.  Also provides referral services clients in need.

Oglethorpe County Senior Center 706-743-8848
www.onlineoglethorpe.com/Senior-Citizens-Center-v-34.html
Helps senior citizens through transportation, in-home services, activities at the senior center and 
nutrition services.
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Prevent Child Abuse Athens 706-546-9713
www.pcaathens.org
To prevent child abuse and neglect in all its forms – physical, sexual, emotional and neglect – through 
education, support, and public awareness.

Project ADAM 770-867-8003
www.projectadam.org
Provides a program of prevention, education and counseling services for males affected by drug and 
alcohol addiction.

Project Safe 706-549-0922
www.project-safe.org
Provides a safe shelter, a 24 hour hotline, advocacy, referrals and support groups for survivors of 
domestic violence and their children.

Reins of Life 706-356-7297
www.reinsoflife.net
Offers therapeutic horseback riding and team-building exercises for challenged and special needs 
children.

Salvation Army 706-543-5350
www.salvationarmy-georgia.org/Corps_Athens.cfm
Offers emergency shelter, drug/alcohol abuse rehabilitation, rent assistance, utilities assistance, 
clothing and food assistance, disaster relief service, youth programs.

The Cottage 706-546-1133
www.sacnega.org
Provides services for adult and child survivors of sexual assault.

The Caring Place – Morgan County 706-342-9861
Addresses the issue of hunger by providing food to those most at risk.

The Tree House 770-868-1900
www.thetreehouseinc.org
Mission is to reduce the impact and occurrence of child abuse through counseling, educating, 
support, and nurturing children and families.

YWCO Girls Club 706-354-7880
www.ywco.org
Offers summer day camp for at-risk girls age 6-14 that focuses on activities that increase self-image, 
promote learning, and build leadership skills.

2-1-1 Information and Referral Helpline 706-353-1313 or dial 2-1-1 from any phone or text 898-211
http://www.referweb.net/uwng
A free and confidential information and referral helpline that connects people to the social services 
they need 24/7 365 days a year.
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REPORTING

Before Campaign Notes Activity 
  
Meet with the UW Representative to go over campaign process.

Obtain the results envelope(s) & pledge cards from your Loaned 
Executive.

Go over the results envelope procedures with 
the UW Representative.

Personalize pledge cards if applicable to your campaign.
Make sure the name is printed on each copy of 
the pledge card.

United Way encourages companies to track results in excel, 
online pledging, etc. and to provide us with an electronic copy. 
Please see the section regarding Excel spreadsheets/electronic 
files Procedures if you will be submitting results electronically. 

For questions please contact: Gerry Taylor at 
United Way (706) 543-5254 ext 104
campaign@unitedwaynega.org

If submitting campaign results by way of pledge cards, please see 
section regarding Pledge Card Procedures.

If you are submitting an excel spreadsheet or 
electronic file, submitting pledge cards is not 
necessary unless all information from the pledge 
cards is not reported on the excel spreadsheet. 

Visit our website for downloadable spreadsheet templates as well as 
other forms.

www.unitedwaynega.org
 

If your company is using an electronic pledging system, a 
separate set of instructions will be provided to you. 

During Campaign Notes Activity 

Make sure to keep any collections and confidential information 
secure. If you will be turning in partial results please refer to the 
Partial Results Procedures. 

Keep up with matching dollars, copies for 
payroll, leadership pledges, what is turned in to 
date, and which cards you are waiting on as you 
go.

Let your UW Representative know your progress as you collect 
pledges.  Ask questions as needed or ask for more pledge cards & 
results envelopes before you need them.  

A. Reporting Results
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To prevent duplicating totals, please contact UW to see if any results 
have been turned directly into United Way. 

Contact Gerry Taylor at United Way at
(706) 543-5254 ext 104
campaign@unitedwaynega.org
 

After Campaign Notes Activity 

. 

When your campaign is completed, fill out the results envelope 
completely, enclose all completed pledges/payments and have the 
UW Representative verify all totals.

Please sign where appropriate and include 
contact information for you and the payroll 
contact. 

A receipt for all cash and check payments 
should be provided by the UW Representative 
at this time.

B. Top 10 Variables Influencing Campaign Results

·	 Did CEO Personally Address Employees at Campaign Meeting with an Ask?

·	 Did CEO Personally Attend 1 or more Campaign Events?

·	 Did CEO Attend any United Way of Northeast Georgia Events?

·	 Did the Organization Have a Budget for the Campaign?

·	 Did the Coordinator Make a Donation to United Way?

·	 Coordinator’s Rating of United Way as Making Sure $ Well Spent

·	 Coordinator’s Rating of United Way’s Support During Campaign

·	 Coordinator’s Rating of Recognition on Efforts by UW to Management

·	 Type of Planning Done for Campaign (face to face with UW, over the phone with UW, no UW 
involvement)

·	 Was There a “Fun Factor” in the Campaign?
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United Way of Northeast Georgia: Listing of Employee Contributions

The information supplied by this report will help United Way more accurately record the giving for your company.  For

gifts of $500 or more, please indicate if United Way has permission to publish the name of the donor .  Call United

Way at 706-543-5254 if you have any questions.

Company:__________________________ Phone #:_______________________ 20_______

Employee Name        Method of Payment Leadership
Print Name Here For All Gifts: For gifts of $500 or Cash/Check Payroll Direct Total Publish Name

more, list name exactly for printing purposes. Contibution Deduction Bill Gift Y/N

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31

32

33

34

35

SUBTOTALS OF PAGE:

      TOTALS:

Page____of____ Person Completing Report_______________________________



 Corporate Pledge Card 2016-2017  
 Company name:_______________________________________________________________  United Way 
   of Northeast Georgia 
Address:_____________________________________________________________________ 
 
 City: ______________________  zip code:______________ 
 
We make a gi$ of $ ____________ _____  of which $ ____________ _____is paid now and  
 
The balance of $ ____________ _____is to be billed 
 
  THANK YOU for helping to improve the quality of life in 
 _________________________________  _______________________  _______________ our community by pledging 
 Authorized signature      *tle        date  your support through United 

Way of Northeast Georgia 

Corporate Pledge Card 2016-2017  
Company name:_______________________________________________________________  United Way 
  of Northeast Georgia 
Address:_____________________________________________________________________ 
 
City: ______________________  zip code:______________ 
 
We make a gi$ of $ ____________ _____of which $ ____________ _____is paid now and  
 
The balance of $ ____________ _____is to be billed 
 
  THANK YOU for helping to improve the quality of life in 
_________________________________  _______________________  _______________ our community by pledging 
Authorized signature      *tle        date  your support through United 

Way of Northeast Georgia 

Corporate Pledge Card 2016-2017  
Company name:_______________________________________________________________  United Way 
  of Northeast Georgia 
Address:_____________________________________________________________________ 
 
City: ______________________  zip code:______________ 
 
We make a gi$ of $ ____________ _____of which $ ____________ _____is paid now and  
 
The balance of $ ____________ _____is to be billed 
 
  THANK YOU for helping to improve the quality of life in 
_________________________________  _______________________  _______________ our community by pledging 
Authorized signature      *tle        date  your support through United 

Way of Northeast Georgia
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EMPLOYEE CAMPAIGN COORDINATOR MANUAL

of Northeast Georgia


