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STEP 1:
Meet with your CEO

· It is important that your CEO authorizes automatic payroll deduction, personalized pledge cards and 

allows time for training, employee rallies and personalized solicitation.  Make sure you secure top 

management support!

STEP 2:
 What is a Loaned Executive?

Your LE:

· Works closely with the ECC to develop effective 

campaign plans.

· Assists the ECC with presentations at campaign meetings

and events and asks for contributions.

· Manages the distribution and collection of campaign materials.

· Assists the ECC in planning and implementing their campaign 
kickoff and recognition events

· Encourages leadership giving in every company campaign

· Picks up company reports from the ECC and submits all final reports with pledge

forms to United Way.
STEP 3:
Meet with the LE

 The LE can help with the planning of your campaign:
· Help analyze past campaigns and decide the best approach for the company.

· Give guidance on putting together a campaign committee and attend committee meetings.

· Arrange for Leadership Rallies and provide leadership materials.

· Deliver campaign supplies to the ECC(s).

· Schedule tours of agencies through the United Way office.

· Help plan Employee Rallies for all employees of the company.

· Speak and answer questions about United Way at Employee Meetings.

STEP 4:
Meet with the Labor Leader
If you are union, it’s crucial to meet with a labor representative to obtain his or her support for the campaign.

Suggestions for labor involvement include:

· Include representatives on the campaign team. He or she is more likely to give you full support after having been involved in the planning stages and might have ideas for making the campaign more successful.
Ask labor leaders to write a letter to employees endorsing the campaign.


STEP 1:
Work with a Campaign Team


Recruit key people to help plan your campaign. If the organization is small, the campaign team could be as small as you and LE. In larger accounts, the team may include the representatives from each department. It is very helpful to have a representative from the Payroll Department involved. 

**If your campaign team did not attend one of the United Way ECC training sessions, and does not have a Coordinator Guide, please contact a United Way staff member for materials.**
Training the campaign team is vital to the success of the campaign because:
· It gives the campaign team important information about North Texas Area United Way and educates them on current issues facing our community.

· The team will learn the best non-pressure tactics to use when asking for contributions.

· It allows team members to express concerns and ask questions.

· It motivates team members to work on the campaign.

STEP 2: Set the Goals & Objectives


This is a sample formula for setting a goal based on the account’s potential that could be raised. LE is willing to offer assistance to you    and Campaign Team in setting a goal for your employee campaign.  Remember to:

· Make sure the CEO approves it. Point out that setting and reaching a challenging goal is great for morale.

· Communicate the goal to employees through posters, fliers, the company newsletter, letter from the CEO, and any other way.

Communicate regularly with the Loaned Executive about how the campaign is progressing toward the goal.

STEP 3:  Schedule Leadership Giving & Employee Meetings


The “formula” for successful campaigns includes two important components:
1.
LEADERSHIP RALLIES (See page 4 and 5 for tips on scheduling & conducting these meetings.)
The Leadership Rally will go a long way in ensuring success by helping you obtain crucial support for the campaign and by giving those who attend an opportunity to make leadership gifts of $1,000 or more. You might be surprised at the number of individuals in a company who could give at that level, either individually or in combination with their spouses.

**United Way volunteers and staff conduct Leadership Meetings**  Please contact Linda Smith, 322-8638, with dates for Leadership Giving Meetings so she can coordinate specific volunteers to assist.

2.
EMPLOYEE RALLIES (See page 7 for tips on scheduling & conducting these meetings)

This is a key ingredient of a successful campaign. Employee rallies are the best and most convenient way to give employees a consistent message and the answers to their questions. It gives them a chance to complete and return their pledge forms which increases participation dramatically and saves you follow-up time.

Scheduling the meetings and giving employees adequate notice to plan to attend are critical to the success of your campaign.

· LE will help ECC determine any needs for the meetings, i.e. TV, VCR/DVD player, microphones, etc.

· Remember to give employees plenty of advance information about dates, times, and locations of management and employee meetings.  Send reminders to participants the day before the meetings.

· Utilize the resources available to you from your LE… tours, informational materials available through United Way, brochures, CDs, videos, etc.

STEP 4:  Schedule Tours


Schedule Tours of Program Providers through the United Way office. Be sensitive to special interests among the company’s employees. You can help the campaign greatly by showing employees the programs and services offered by United Way Program Providers.  There’s nothing like seeing first-hand how your contributions help people. Tours of United Way Program Providers, generally during a workday, give employees a chance to see United Way dollars at work.
REMEMBER:
· Tours are booked quickly during campaign, so be sure to schedule them at least 2 weeks in advance. When scheduling tours through your LE, please allow time for travel as well as for the tour itself.

· Know the approximate number in the group when scheduling the tour. The ECC will receive confirmation by phone, fax or email, if you supply UW with their number and address.

·  Give employees plenty of advance information about dates, times, and locations of employee rallies and tours.

· Send reminders to participants the day before the employee meetings and tours.

· If the size of the tour group changes significantly, or if you need to cancel, please notify United Way at least 24 hours in advance.
· Your company will be responsible for transportation of the group
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STEP 1:  Personalize Pledge Forms and Gift Amounts

Ask your campaign team to type or print each employee’s name on pledge forms. By personalizing forms, you’ll increase the campaign’s effectiveness. *NOTE: Don’t hand out pledge forms to employees until the employee meeting. Otherwise, forms could get misplaced, and you could find yourself with numerous follow-up headaches.

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

· It will allow easier tracking of outstanding pledge forms.

Ask you payroll department to provide each employee with a print-out of:
· Employee’s current United Way pledge (2007 campaign)
· What a gift of 1% and 2% of their salary would be per pay period.

Many people are surprised at how small the per-paycheck contribution is.

STEP 2: Encourage Endorsement Letters/E-mails

Letters of endorsement from the company CEO can do two things for your assigned accounts:

· Serve as the official kickoff for the campaign.

· Set the tone for the campaign, letting employees know that all campaign activities and meetings have the full backing of management and labor.

In the CEO letter, you may want to include a story of someone in the company who has been helped by a United Way Initiative or program.

STEP 3: Promote the Campaign


Encourage the campaign to start building excitement about the campaign. Let everyone know you’re all working toward common goals. Here are some of the best methods for promoting the campaign.
· United Way posters displayed throughout the company

· Articles in the newsletter about the company campaign and upcoming events

· Thermometers in highly visible areas, showing the campaign goal and progress

· Messages about the campaign through the inter-office e-mail system

· Fliers distributed in paychecks to announce tours, meetings, and events

· United Way staff can provide short stories and “tidbits” for newsletters – contact the United Way office.

STEP 4: Conduct Leadership Rallies (Optional)

Work with the United Way staff to set-up Leadership Rallies. These meetings serve three purposes:

· Obtain managers’ support for the campaign

· Promote leadership giving

· Set the pace for the employee campaign

Those who attend will learn about the North Texas Area United Way Leadership Society which recognizes those who make an annual gift of $1,000 or more.

These are the steps for a successful Leadership Rally:

· Ask the CEO or allow 15 minutes of a regular management meeting to discuss United Way or host a Leadership luncheon or breakfast.

· Identify whom to invite to the Leadership Rally. This decision may be based on compensation or position.

· Contact the United Way office to schedule a volunteer to help conduct the Leadership Giving Meeting and talk about Leadership Gifts of $1,000 or more.

· Secure Leadership materials through the United Way office.

· Personalize Leadership pledge forms for everyone who will be attending the meeting.  LE will help you set up the meeting room and check to ensure video equipment is ready.

· Pledge forms should be turned in to you, the ECC, at the end of the meeting.
· Personally follow up with colleagues who are unable to attend the Leadership Rally and ask them to participate.

· Thank your donors. Consider a thank you event or a small token of thanks, such as a lapel pin or desk ornament.
· Be sure to report the Leadership Giving results right away to let all employees know how committed management is to United Way. Include the home addresses of Leadership Givers so they may receive acknowledgement and quarterly newsletters to keep them informed of how their gift is being used.

Format for Leadership Rally
	Time
	Activity
	
	Purpose

	1.5 min.
	CEO gives welcome/endorsement
	
	Shows personal commitment

	5 min.
	Major Gifts volunteer speaks
	
	Educates about United Way and the Leadership Giving program – tells why they are a Leadership giver

	2 min.
	United Way volunteer answers questions
	
	Addresses any concerns

	4 min.
	United Way video shown
	
	

	1 min.
	CEO asks managers to complete and turn in pledge forms, and urges all departments to participate in upcoming employee meetings.

Thanks everyone.
	
	Encourages audience to take an active role


STEP 5:  Conduct Employee Rallies


The most efficient way to ask employees to give through United Way is in employee rallies.

These are the steps for a successful Employee Rally:

· Work together with LE to set the dates and times of the rallies.

· Instead of scheduling special meetings, consider using 15 minutes of a regularly scheduled staff, sales or employee meeting. It will take less time out of the normal workday, and people are accustomed to attending.

· Confirm the date with managers.

· Remind your CEO and labor representatives of the dates and times for meetings so they can say a few words of endorsement.

· Remember to get a meeting scheduled well in advance to employees who will be giving testimonials and others to be involved.

· Make sure meeting rooms and equipment are available; and that the rooms are free of noise.

· Be sure to check out electrical outlets and light switches if you have to bring video equipment.

· Have supplies ready for each meeting – personalized pledge forms, pens and brochures.

· Contact LE a few days before employee meeting date to confirm final details.
The 15-Minute Employee Rally

	Time
	Activity
	
	Purpose

	3-5 min.
	CEO welcomes and endorses campaign, introduces LE
	
	Demonstrates personal commitment

	1 min.
	LE thanks CEO, introduces ECC
	
	Opens meeting with information

	1-2 min
	ECC explains the pledge form & campaign incentive
	
	Educates about United Way

	5-10 min
	LE gives presentation, asks for the money. ECC asks employees to complete and turn in pledge forms. Thanks everyone.
	
	Educates audience on the impact of United Way dollars, encourages audience to help our community by giving through United Way.


STEP 6:  Collect Pledge Forms  

All your other work is for naught if you can’t get all the pledge forms returned. It’s best if you collect pledge forms at the end of the employee or management meeting.
If  you personalize the forms, you will know which employees have returned them.  You can follow up with the employees who haven’t yet returned their forms.

Remember to follow up with:

· Each department

· Employees who have been on vacation, ill or otherwise unable to attend the meeting

· Part-time employees. They could be some of the best givers, and it will help to feel a part of the group.

· Employees hired through temporary services. These services will honor payroll deduction. Don’t’ forget these employees.

**All paperwork should be completed and given to your LE to return to United Way within two weeks after your employee meetings are over. Loaned Executives are responsible in explaining to ECCs how to fill out report forms and summary forms. These must be filled out at the company by the ECC .  All employee pledge forms, the blue employee summary card, the corporate pledge for and the employee summary listing should be placed in the campaign envelope and sealed.  The LE will pick the envelope up from the ECC and return it to the United Way office.**


Bright Idea:  Prize Drawing
Use a prize as an incentive for employees to turn in their pledge forms in a timely manner at the end of the employee or management meetings. All signed pledge forms go into a drawing for a prize.  LE will be glad to help brainstorm!

Incentives could be a special parking space, an extra day of vacation, an extra hour for lunch, a homemade pie or cake, a craft item, etc.
STEP 7:  Build Enthusiasm through Special Events


Special events are a great way to congratulate employees for a campaign well done and to boost morale. Plan to report the final campaign total to employees and give everyone a pat on the back. 

It’s best to hold special events at the end of the campaign so that they don’t detract from the employee rallies.

* Talk to the CEO about employees attending the United Way Kickoff and Victory Luncheons.


STEP 1:  Report Results Promptly

In order for the company to be recognized with the rest of the community, it is important that you report results as early as you can. There are a few reports that must be turned in to the United Way office:

· United Way Pledge Forms (be sure to keep a copy for the Company Payroll Department.)

· Campaign Incentive Forms

· Pledge Summary Sheets and Blue Employee Summary Card with authorized signature
· Leadership Results (include home addresses & email) – Information on Pledge Form

· Company Campaign Envelope
· Green Corporate Pledge form with authorized signature
The receipt form and employee campaign summary card give us information which:

· Provides a tally of all money generated through the campaign – gifts through payroll deduction, one-time gifts, the corporate gift and any money you might generate through special events – as well as the number of givers.
· Provides a way for you to send us accounting information regarding checks or cash for gifts other than payroll deduction pledges.
· Provides information for next year’s campaign.


Bright Idea: Turn in Partial Reports

If the account is large and the company has several employee meetings, send in a separate employee summary card after each meeting. Be sure to mark the employee summary card “partial.” The totals on the reports should reflect only the gifts and pledges in that information. When your campaign is complete, turn in an employee summary card marked “final.”

STEP 2:  Evaluate the Campaign – LE Form

Evaluate and document the campaign with the LE right away. This is critical information for the success of the company’s future campaigns.

The evaluation should include:

· Names and phone numbers of the Campaign committee members.

· A summary of strengths and weaknesses, including information on each campaign worker’s duties.

· Suggestions on how a year-round United Way program could be implemented.

· The amount raised in this year’s campaign.

STEP 3:  Say Thanks
Thanking people will reinforce positive feelings throughout the campaign. Be sure to thank the CEO for his or her involvement. Thank employees for coming to meetings, and committee members and solicitors for participating.

Following are some suggestions on how you, ECC, can spread the thank-you message:

· Attach a United Way lapel sticker/pin – available for purchase through the United Way campaign catalog – to a personalized message of thanks for all contributors and have your CEO or committee members pass them out.

· Print the campaign results and a special message of thanks to employees in the company newsletter.

· Create a payroll stuffer that says thanks.

· Have an appreciation lunch or breakfast for all campaign volunteers.

· Write personal letters to campaign volunteers and send copies to their supervisors.

· Recognize departmental achievement during a staff meeting.

· Sample thank you letters from the CEO are available for posting.
STEP 4:  Give Ideas for a Year Round Program

Campaigning for pledges will be much easier when employees are exposed to North Texas Area United Way and its Program Providers throughout the year. Here are some ways to keep employees involved:

NEW HIRES PROGRAM
Make sure that when new employees are hired, they are immediately given the opportunity to give through payroll deduction during their orientation. Don’t wait until campaign time. The United Way staff can provide assistance and forms to institute the program in a company.

AGENCY TOURS
Don’t wait until campaign time to have employees tour a United Way Program.  Feel free to contact United Way and schedule a tour with a group of co-workers.  
2-1-1 TEXAS

2-1-1 Texas is an easy-to-remember telephone number that connects people with vital health and human services. Much like the familiar 911 emergency number, 2-1-1 cuts through the complex maze of program networks and telephone numbers to connect with someone who has the answers. A nationwide movement serves 70% of the US population. In addition to human service needs, 2-1-1 is also a valuable resource for finding community wide volunteer opportunities or donating gifts in-kind. For those using a cell phone, callers must dial 940-761-3802 to reach the North Texas area center.
Imagination Library 
A literacy-based program providing free books to all preschool children in Wichita County
Born Learning

An initiative focused on school readiness and early literacy

Earned Income Tax Credit (EITC)
A program providing free tax preparation and financial education
Give Kids a Smile

A one day, annual event that provides free dental cleaning and care to approximately 200 underinsured and uninsured children.


Closing the rally is the most critical and important part of the meeting.  The ECC should practice what he or she will say prior to conducting the first meeting.  Here are the main points you want to make.  Decide on a brief comfortable way to make these points sound natural when you say them in your own words to your friends and co-workers. 

· Our community needs our help.

· You, your family, friends or neighbors need United Way programs now or you may need them in the future.

· Please give generously.  United Way is the best way to make your caring count, right here at home.  Fill out your card right now before you leave the meeting.

· Please consider Leadership Giving—$20 a week.

· I’ve already made my pledge, please join me.  It’s up to those of us fortunate enough to have jobs to make    caring contributions to our community through the United Way.

· I’ll be happy to answer any questions you have individually.

· Thank you for coming.  Thanks for your support.  The people you heard about today will continue to be helped because of your generosity.

Example of a closing... 

using many of the points listed above:

“Wow, everything we’ve heard today shows what a great investment in our community United Way is. Your gift will go a long way toward solving important community issues.  By giving generously, you ensure that United Way programs are there when you, your family, co-workers or friends need them.

I hope you’ll fill out your pledge card right now.  I already have.  I give by payroll deduction because it’s the easy way to make a gift that really adds up by the end of the year.  I’ve found I don’t notice the little bit that gets taken out of every paycheck.  I hope you agree that United Way is the best way to make your caring count right here at home.

If you strongly support what United Way is doing, please consider joining the Leadership Circle by pledging $1,000 or just $20 a week.  If another member of your household also gives at work, you could each pledge $10 a week and your           contribution combined would qualify you for the Leadership Circle.

Thank you for coming.  I hope you’re impressed with everything United Way is doing to help our local community.”

Example... 

that makes reference to recipients of services:

“(Insert names of recipients of services) all receive help because employees in companies like ours all over the North Texas Area support United Way.  By giving generously, you ensure that United Way programs are there when you, your family, friends or co-workers need them.


I hope you will search your heart to decide how much to give this year. I made a larger gift this year, because the more I found out about United Way, the more I want to support all the goals for building a stronger community.

I hope you agree that United Way is the best way to make your caring count right here at home.


Thank you for your support.  I appreciate your attendance.  I hope learning more about United Way and some of the newer initiatives like Imagination Library and 2-1-1 Texas have made you feel great about giving.  I recommend giving by payroll deduction, because I find out I can make a larger gift by taking a little out of each paycheck and I don’t even notice the difference.”
Help Us To Say “Thanks”

When you share names and addresses of your donors with North Texas Area United Way, we are able to directly thank them for caring.  Donor information is not shred with or sold to any other organization.  Nor does North Texas Area United Way engage in aggressive direct-mail marketing.  Studies show that donors feel more connected when we thank them directly.  Please help us!

 Don’t Forget to Write!

Employees appreciate knowing that company and union leadership actively support the annual North Texas Area United Way campaign.  Personal letters from top-level management to employees are a great way to communicate that support.  The following samples can be copies, reproduced or used as a starting point for creating your own letters.  Please share them with the appropriate people.

Letter to Employees (signed by CEO)

Getting Started –  August





The Loaned Executive (LE) is a volunteer who provides leadership, fund-raising and teamwork skills to assist the ECC in leading successful United Way campaigns within their companies or organizations.   You should check in with your LE regularly to confirm dates or to notify him/her of any changes.  Your LE is committed to helping you run a successful campaign!











Planning the Campaign: Through September and October





Goal Formula





Annual Payroll X .015=Potential


$_______ X .015 = $_________ (goal)





-OR-





Raise ______% of potential.





-OR-





Raise ______% more than last year.





Running the Campaign: Through September and October





Wrapping Up: Complete by 10/31





 Bright Idea: Employee Stories





Find an employee who has benefited from a Program Provider to share their stories during the employee rallies. This also works well if the company is unable to allow all employees the opportunity to tour.  You can ask managers to appoint someone from each department who is well-respected by other employees to take a tour and give a testimonial during the employee meetings.








Making the “Ask”











what matters. ®
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