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United Way of Lane County (UWLC) would like to congratulate you on being appointed 
Employee Campaign Leader (ECL) for your organization’s annual United Way Giving 
Campaign.

You were selected to be an Employee Campaign Leader because someone in your 
organization believes you are both capable and compassionate. As an ECL you are joining 
a select group of volunteers from across Lane County who are working together to help 
make our community a better place by engaging in the work of United Way. The money 
you help raise and the volunteers you help engage will provide services to people in Lane 
County through United Way programs and initiatives.

We understand that your time is valuable, and will work with you to assure your campaign 
fits the unique culture of your company. In this guide you’ll find ideas for a successful and 
fun campaign that will engage your team through a combination of planning, employee 
participation, fun ideas, and LOTS of heart.

Your success is vital to improving lives in our community. You are a valued member of the 
United Way team and we couldn’t do this work without your support! 

If you need help, call the United Way Resource Development Team

You can reach any United Way staff member or Loaned Executive by calling 541-741-6000, 
or by email listed below:

SYLVIA BARRY
Resource Development Vice President
sbarry@unitedwaylane.org

MIKE TARDIE
Associate Director of Resource Development
mtardie@unitedwaylane.org

ALMA FUMIKO HESUS
Associate Director of Resource Development
ahesus@unitedwaylane.org

MASON ANTRAM
Resource Development Coordinator
mantram@unitedwaylane.org

ROSIE SKINNER
Donor Relations Coordinator
rskinner@unitedwaylane.org

WHY PARTNER WITH 
UNITED WAY OF LANE COUNTY?
• The mission of UWLC is to create opportunities for a better life for all. Our vision is to 

create a community where all kids can be successful in school and life because we 
believe healthy, successful kids are the best investment in our future.

• We’re focused on reaching four outcomes shown to strongly impact the health, 
education, and financial stability of families to ensure that kids are successful in school 
and life:

 Healthy, Stable Families: Providing tools that end the cycle of poverty so all kids 
have a home and nutritious food every day.

 Kindergarten Readiness: Ensuring that kids have the early math, literacy, and social 
skills for a successful start.

 Elementary School Success: Helping students reach essential reading benchmarks 
by third grade when they stop learning to read and begin reading to learn.

 Youth Pathways to Productivity: Providing youth with the knowledge, skills, and 
support necessary to reach their potential and pursue their dreams.

• Our strategies for success:

PLAN & ASSESS
We work to understand the needs in Lane County across all communities. We engage 
with thousands through community meetings, focus groups, surveys, and social media. 
We address topics from community health to education, financial stability to safety. We 
then work with our partners to develop plans to achieve our goals, which sets the stage 
for our investment priorities. Finally, we establish success metrics to make sure we 
continue to make lives better for people in Lane County.

RAISE FUNDS AND INVEST IN THE COMMUNITY
We raise and invest millions of dollars across Lane County each year through our 
community campaign, individual donations, and grants. These funds go right back into 
our community to support high-quality, effective programs that positively impact the 
lives of kids and families. In recent years, our successful investments have allowed 
us to nearly double our revenue through grants and awards, bringing more dollars to 
Lane County from outside the community, and making your donation go even further to 
support the work that improves lives!

MOBILIZE PEOPLE TO ACTION
We strive to inspire action through volunteerism, community engagement, and financial 
contributions. From non-profits and government agencies to business leaders and 
community volunteers, we invite everyone to the table to work toward our shared 
vision of a community where all kids are successful in school and life. There are many 
ways to get involved to help your community whether it’s through giving time, money, 
expertise, or support. No matter how you choose to give, advocate, or volunteer, your 
contribution matters. 

MEASURE RESULTS
We strive to provide accountability to our donors and our community by measuring 
and sharing the impact of our investments. To do this, we track key indicators 
to understand and monitor the success of our work. We have brought together 
researchers from leading institutions to help us design a plan that will help evaluate 
the effectiveness of our investments and the impact of our work over time. This, in 
turn, will help us ensure that we are always maximizing the support of our donors and 



FREQUENTLY ASKED QUESTIONS

WHAT IS A WORKPLACE CAMPAIGN?

UWLC holds workplace campaigns at small businesses, government offices, nonprofit 
agencies, and large corporations in a variety of industries. These campaigns are the 
backbone of our fundraising activities and are a great way to help build staff morale, 
promote teamwork, enhance your company’s reputation, and engage your team with 
important work that is improving our community. 

A campaign gives employees the opportunity to make charitable contributions through 
payroll deduction—an easy, affordable, and convenient way to give. During the campaign, 
you and your leadership encourage employees to help people in our community by 
volunteering with and/or donating to UWLC.

HOW MUCH TIME DOES IT TAKE TO RUN A CAMPAIGN?

That depends on you and your organization. Some campaigns take a day or two, while 
others may take two weeks or more. The decision may depend on your corporate 
headquarters, your local leadership—or it may be left to you. The key is balancing effort 
and resources. Two weeks is often the perfect amount of time to kick-off your campaign, 
get your message out effectively and ask everyone to give—all while keeping energy and 
interest high. But running a successful campaign takes planning, and that’s where this 
workbook comes in.

WILL I HAVE HELP?

Yes. Your United Way Resource Development Manager and/or Loaned Executive (LE) 
will help you prepare, plan, promote, launch, and celebrate your campaign. Resource 
Development Managers are United Way staff and are available to assist you year-round 
with campaign planning, volunteer activities, and community involvement. An LE is loaned 
by an organization to United Way to assist you during your campaign. You should also 
check in with past Employee Campaign Leaders and your executive leadership.

ARE EMPLOYEES REQUIRED TO GIVE?

Giving is a personal choice. United Way does not condone coercion or pressuring 
employees to give.

WHERE DO I BEGIN?

Right here. Review this guide and meet with your assigned UWLC representative. You’ll be 
off to a great start.

WHEN SHOULD OUR CAMPAIGN TAKE PLACE?

Most workplace campaigns occur between early September and mid-December; however, 
they can take place any time of the year. It depends on what works best for your company. 
Work with your United Way Representative to determine a good timeline.

HOW LONG SHOULD OUR CAMPAIGN LAST? 

Most campaigns can be wrapped up in two or three weeks. The goal is to make the appeal 
while the United Way message is still fresh in employees’ minds.

FREQUENTLY ASKED QUESTIONS  (CONT.)

WHERE DOES MY DONATION GO? 

When you give to the LIVE UNITED Fund, your gift is strategically invested in local 
programs and initiatives collectively addressing the issues affecting kids and families in 
Lane County—issues that no single organization can solve on its own. These contributions 
are vetted by donors like you through our community investment process, and then staff 
follow up to ensure your donation is having the greatest impact possible. 

Donors may also direct their gift to any specific 501(c)(3)nonprofit. However, only direct 
contributions to the LIVE UNITED Fund are vetted, monitored and strategically invested by 
our community investment committee. 

WHEN DO PAYROLL CONTRIBUTIONS START? 

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

HOW DO I GET A SPEAKER? 

Your United Way Representative can work with you to secure a speaker for your campaign 
kickoff. They can recommend speakers for your rally based on the interests of your 
workforce. 

OTHER QUESTIONS? 

Please encourage employees to contact your United Way Representative directly with 
any questions or assistance they might need. You should not feel pressured to answer a 
question you don’t have an answer for, your representative is there to help.

CAMPAIGN PLANNING
The Campaign Planning Guide in Section 2 is based on campaign best practices, and is 
designed to walk you through the necessary steps to manage a successful campaign. 
Some suggestions may be a perfect fit for your work environment while others may not. 
Working through the steps will guide you through all the options and help you create the 
most successful plan for your company.

LIVE UNITED LIVE UNITED
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4 WEEKS Before the Campaign Kick-Off
o  Set your campaign goals 

 Review last year’s campaign data.

CORPORATE GIVING: $ __________________EMPLOYEE GIVING: $ __________________

EMPLOYEE PARTICIPATION: _____________%

LEADERSHIP GIVING TOTAL: $ ___________  
# OF LEADERSHIP DONORS GIVING $1000+:_______ __________ 

# OF DONORS 40 YEARS AND YOUNGER GIVING $500+: _________________

 Establish current campaign goals.

CORPORATE GIVING: $ __________________

EMPLOYEE GIVING: $ ___________________ EMPLOYEE PARTICIPATION: _____________ %

LEADERSHIP GIVING TOTAL: $_ _________ 
# OF LEADERSHIP DONORS GIVING $1000+: _________________________

# OF DONORS 40 YEARS AND YOUNGER GIVING $500+: ______________

 Identify other goals  (Award recognition, employee engagement…):

o  Personalize the campaign
What are your employees passionate about?

Will you hold special events or activities?
These are optional but can help energize your campaign. Competitions between 
departments, bake sales, raffles, etc. See Appendix for more ideas

o  Will you have incentives for participation?
Example: first person to turn in a pledge form wins a raffle ticket for a gift card or 
priority parking, the department with the highest participation earns a pizza party, etc.

o  Schedule United Way presentations for all employees
This is one of the most important components for success! Work with your Loaned 
Executive or United Way staff member to brainstorm ideas for speakers/topics that fit 
your culture and organizational interests, then determine the approach you want to take.

o  Schedule department level presentations for all employees.
This is one of the most important components for campaign success.

DATE / TIME: ________________________________________________________________________

LOCATION: __________________________________________________________________________

SPEAKER: ___________________________________________________________________________

HOW MANY ATTENDEES: ___________________________________________________________  

o  Schedule Leadership presentation.
Another important component for campaign success. These presentations include 
requests for annual gifts of $1000+ (or $500+ for donors under 40 years old).

DATE / TIME: ________________________________________________________________________

LOCATION: __________________________________________________________________________

SPEAKER: ___________________________________________________________________________

HOW MANY ATTENDEES: ___________________________________________________________
4 WEEKS BEFORE continued on the next page

6 WEEKS Before the Campaign Kick-Off 
o  Meet with your CEO and top level leadership to ensure you have the proper support.  

This is critical to the success of your campaign. Ask them to:
• Encourage management to engage in the campaign
• Visibly and actively support the campaign by attending presentations
• Invite other employees to be on your Campaign Team
• Commit to holding employee and leadership presentations
• Endorse the campaign by writing letters or emails to staff 
• Invest by:

a. Making a personal contribution and
b. Providing matching dollars on employee contributions or
c. Pledging a corporate gift

o  Will leadership have an active role in the campaign: Yes / No

o  Ask about a corporate gift. Matching employee giving can be a great incentive!

o  Will there be a corporate gift and/or match Yes / No

IF YES, AMOUNT $ ____________________________________OR % ________________________

o  Determine if you have a budget.

IF YES, BUDGET $ ___________________________________________________________________

o  Recruit and train a campaign team

A team makes the campaign more fun and effective. Recruit representatives from 
across the organization. Educate your committee about United Way and its work before 
kick-off by having them join you in a training session. Invite United Way staff to present 
to your campaign team. Representatives from each department answer questions, 
encourage participation, and assist with the campaign.

LOANED EXECUTIVE: ________________________________________________________________   

PHONE: _____________________________________________________________________________

EMAIL: ______________________________________________________________________________

o  Participate in an Employee Campaign Leader workshop.

o  Meet with your UWLC Representative or Loaned Executive.



DURING THE CAMPAIGN

One of the most important elements of a campaign is to educate employees about 
the work United Way does in the community. When donors understand the need in the 
community and how United Way provides solutions, they make a personal connection to 
the work.

o  Hold a campaign kick-off

 • Thank employees for their support of United Way

 • Make sure everyone has the opportunity to learn about United Way

DATE: ______________________________________________TIME: ______________________

LOCATION: _____________________________________________________________________

Make sure United Way staff know the date and time in order to assist you.

How to have a successful campaign kick-off:

o  Invite your CEO/executive management to share why they support the campaign

o  Invite a speaker from United Way

o  Arrange to have photos taken

o  Share instructions for how to give and the campaign timeline.

• Are you distributing pledge cards at the kick off?

• Will there be department level presentations?

• If you’re using e-pledge, when can they expect to receive the email?

• How long will the campaign run/when is the last day to donate?

• To whom do they give completed pledge cards?

• Are there other activities/special events planned?

• Who should people go to if they have questions?

o  Check your progress regularly and send out reminders

o  Schedule a mid-campaign meeting with your team to monitor results.

o  Reach out to any staff unable to attend meetings.

o  Include campaign photos and results in your updates via email, e-newsletter, 
intranet, website, social media, etc.

o  Send out reminders about the campaign progress and end date. Your Loaned 
Executive can provide sample emails and letters.

NOTE: If your campaign lasts more than 2 weeks, please contact your LE or  
United Way staff to collect any cash or checks to ensure timely processing.

MOST OF ALL, HAVE FUN!
BUILD COMMUNITY AND EDUCATE DONORS. 

4 WEEKS Before the Campaign Kick-Off  (continued)
How will you collect pledges?

Coordinate with payroll department to determine pledge collection options that will 
work best for your organization. 

1. E-PLEDGE:
Create a custom campaign message, set reminder emails, track your contributions and 
number of donors online. Requires list of employee names and email addresses.

DATE TO SEND: _____________________________________________________________________

REMINDER 1 DATE: __________________________________________________________________

REMINDER 2 DATE: __________________________________________________________________

WELCOME MESSAGE* DUE DATE: ___________________________________________________  
*Example available in appendix.

LIST OF EMAIL ADDRESSES DUE DATE: ______________________________________________

2. REGULAR PAPER PLEDGE CARDS:

HOW MANY NEEDED: _______________________________________________________________

DATE NEEDED: ______________________________________________________________________

3. PERSONALIZED PAPER PLEDGE CARDS
o  Preprinted pledge cards with names, departments and employee numbers. 

HOW MANY NEEDED: _______________________DATE NEEDED: ______________________

EMPLOYEE LIST DUE: _____________________________________

o  United Way video

o  ALICE Snapshot of Lane County 

o  List of funded partners

o  Encourage your CEO to write a campaign endorsement letter

o  Plan kick-off event

    

2 WEEKS before: Promote Your Campaign 
o  Begin promoting the campaign at least two weeks before kickoff.

o  Publicize your campaign kick-off and special events.

o  Use United Way posters, your newsletter, social media, intranet, email, employee 
events, staff meetings, etc.

Resources available for your campaign:

 You can access campaign materials like posters, flyers, videos and more on 
unitedwaylane.org at any time. Go to find resources for workplace campaign.

 Your UWLC representative can also provide you with printed copies of the recent 
flyers, posters, etc.

LIVE UNITED LIVE UNITED
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AFTER THE CAMPAIGN

It is important to appropriately recognize donors, show them the impact of their 
contribution on the community, and encourage them to stay engaged with United Way.

o  Collect all pledge forms. Make sure payroll has a copy.

o  Thank everyone who participated and remind them of the difference they are 
making in the  community. 

o  Send an e-mail from you and/or your CEO to thank every employee. 

o  Write a thank you letter for your company’s newsletter or intranet.

o  Include a thank you note with paychecks.

o  Schedule a thank you event, luncheon, or a special meeting as a way to report 
results AND convey gratitude.

o  Encourage employees to sign up for United Way e-newsletters and connect on 
social media to stay engaged and informed. 

o  Share your results. 

o  Include campaign photos and results in your wrap-up email, e-newsletter, intranet,           
website, social media, etc.

o  Send your staff the survey link to give United Way feedback on the campaign.

o  Schedule a debrief meeting and meet with your Loaned Executive or United Way 
team to document your success and discuss lessons learned.

o  Create or maintain a United Way campaign folder so that all of your notes can be 
passed from year to year.

o  Attend the Community Celebration on March 18.

Based on your experience, list the ideas that will improve the campaign next year:

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________

Get involved! 2019 - 2020 UNITED WAY OF LANE COUNTY EVENTS:
• Community Leaders Breakfast: Thursday, September 12, 2019
• Day of Caring: Thursday, September 26, 2019
• Community Celebration: Spring 2020

Visit unitedwaylane.org to view and register for events. You can also subscribe to our 
monthly eNews to keep up to date with UWLC news and events.

INCENTIVES

Your organization may want to encourage participation by offering incentives for first-
time gifts, increases in current gifts, or hold drawings for everyone. Customize this to your 
organization’s culture. 

Sample incentives could include:

o  Paid time off

o  A jeans or casual dress day

o  A reserved parking lot spot

o  Gift certificates for restaurants, movies, spas, or retail stores

o  Raffle for free coffee or lunch for a week from the manager/CEO

o  A company logo jacket, coffee cup, or other branded item

o  If your organization hits a participation goal, your leadership team will dress up or 
do a funny dance during a staff meeting

Special Events 

Here are some ideas that have been successful in other organizations:

o  Host a free breakfast as a prelude to 
the campaign

o  A thank you lunch: order pizzas for 
the whole team or have an in-house 
lunch like a baked potato bar

o  Inter-department competitions 
for raising the most money per 
department

o  Tie your United Way campaign to a 
seasonal theme--some of the most 
popular have been Halloween related 
with pumpkin carving and costume 
contests

o  Penny Wars

o  Office miniature golf tournament

o  Parties with silly themes like pirate 
are well liked as are themes related to 
popular TV shows like Mad Men

o  Formal workplaces find that more 
subtle clothing contests are fun  
(think of an ugly tie or funky jewelry)

o  Employee car washes

o  Food events are easy and enjoyable:

o  Bake sale

o  Ice cream social

o  Chili cook-off

o  Holiday cookie exchange

ONCE YOU REACH YOUR ORGANIZATION’S CAMPAIGN GOAL, 
THANK YOU!



HOW TO STAY ENGAGED AFTER YOUR CAMPAIGN: 

UNITED WAY CAMPAIGN AWARDS
We look forward to recognizing success at our annual Community Celebration. We will 
present the awards listed below. Look for your invitation and plan to attend.

Organization Awards

BI-MART “BEST PRACTICES” AWARD meets at least 4/5 award criteria listed below.

LIVE UNITED AWARD meets at least 4/5 award criteria listed below and supports a 
partnership above and beyond the workplace campaign. 

LEADERSHIP AWARD meets at least 3/5 award criteria listed below and demonstrates 
leadership giving excellence and/or the greatest increase in leadership giving from 
previous year.

Organization Award Criteria
• Employee volunteer involvement       •    An increase of employee giving from   

               previous year 
• At least $260 average employee gift       •    50%+ participation by employees in   

               campaign 

• 3+ employees give at Leadership level 
     (includes Emerging Leaders giving $500+) 

Employee Campaign Leader Awards
These awards recognize campaign teams or individuals who conduct exceptional 
campaigns, demonstrate excellent leadership, innovative ideas, admirable increases in 
employee participation and/or per employee giving, and follow the majority of 
recommended best practices (awards are presented to three companies, based on 
employee size):
Small Business Award: Companies with 1 – 100 employees 
Medium Business Award: Companies with 101 – 300 employees 
Large Business Award: Companies with over 300 employees 

Employee Campaign Leader Award Criteria:
• Establish support from organizational leadership
• Coordinate with United Way staff and/or Loaned Executive (LE)
• Set goals
• Engage your team by coordinating a workplace campaign that connects with culture 

of their organization
• Reported campaign results and thanked staff for participating and/or helping 

organize program

Community Partner Award
Given to an organization that is an active partner with UWLC (within the last 12 months), 
demonstrated a commitment to community improvement as a collaborative partner, is 
involved with multiple issue areas in UWLC work, includes diverse members of community 
they serve, and goes above and beyond to support United Way.

Corporate Volunteer Award
Given to an organization that is an active partner with UWLC, demonstrated a commitment 
to community impact through volunteerism.

LETTER EXAMPLES TO INCLUDE:

Upper level support is the best foundation for a United Way campaign. The following are 
example communications (letter, email, etc.) that may be used by your CEO, Labor Leader, 
Superintendent, or Campaign Manager throughout your United way Campaign. If you prefer 
to write your own we encourage you to do so, and we are here to assist you if needed. This 
can help you get started:

CEO Campaign Endorsement Letter

Dear (employee name),

We at (company name) know everyone has to do their part to make Lane County a better 
place to live and work. That’s why we’re a proud supporter of United Way of Lane County. 
We know that we are stronger when we collaborate and work together.  

United Way of Lane County brings people together to make great things happen. Together, 
they work collaboratively with community partners to create opportunities for a better life 
for Lane County’s most vulnerable residents. United Way believes that everyone deserves 
a good life, a quality education that leads to a stable job, income that can support a family, 
and good health. Their goal is to create long-lasting changes that get results and prevent 
problems from happening in the first place.

As an employee of (company name) you can make a difference.

I sincerely hope that you’ll join me in support this year’s United Way Campaign. Imagine the 
impact we can make together. Because together we can accomplish more than any of us 
could alone!

Sincerely,

CEO Thank you Letter

Dear (employee name),

Thank you for your 2019 gift to United Way of Lane County. Your contribution will help 
make the community stronger and shows the real spirit of living united. The generosity 
of our employees will enable United Way to help thousands of children and families 
achieve their full potential and lead healthy productive lives. Through your participation 
in our company’s campaign you have helped unite us in our effort to make a real and 
lasting difference in our community. Your gift brings hope and opportunity to the lives of 
thousands in Lane County.

Your tremendous spirit and compassion for our neighbors empowers us to accomplish 
great things together. On behalf of United Way, thank you for your generous support and 
investment in building a brighter future for all of us!

Sincerely, 

LIVE UNITED LIVE UNITED

12 13

RESOURCES | LETTER TEMPLATES


