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2011 United Way Employee Campaign Manager’s Guide

Welcome to the United Way Team!

As a United Way Employee Campaign Manager (ECM), you are part of a group of caring
individuals who will make a positive impact on the lives of thousands of men, women, and
children throughout our community. In the process, you will make our community a better
place in which to live and work.

Your Role as an Employee Campaign Manager

This Employee Campaign Manager’s Guide is designed to help you and your team members
plan and implement an exciting and successful company-wide campaign. To make your job
easier, we have broken it down into manageable steps. The resources and tips provided in
this guide will help you plan an enjoyable, meaningful and efficient campaign.

Your personal involvement is the key to making this campaign the most successful ever.
The United Way staff is prepared and ready to partner with you to make it happen.

On behalf of the individuals and families who will be helped this year;
“Thank You” for all your hard work!
It takes people like YOU,
who go above and beyond, to make this campaign
Successful.
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Five Easy Steps to a Successful Campaign

Arrange a meeting with the United Way representative

Learn the facts about your United Way

Review/analyze last year’s campaign results

Determine strengths & weaknesses of previous year's campaign

Involve the CEO

Recruit a campaign team

Establish a timeline/schedule

Determine potential of your company and set a goal

Personalize pledge cards

Consider a separate Leadership Giving solicitation program

Include a Retiree's solicitation program as part of your employee campaign.
Consider a separate Labor Leadership Giving solicitation program (if your Company
has a union.)

Promote — Plan Special Events

A
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Identify events/incentives (page 4)

Develop a campaign theme (page 4)

Send CEOQ’s endorsement letter to employees (page 5)

Schedule tours and agency speakers (coordinate with United Way)
Schedule campaign promotions/publicity

Educate/Inspire

A
A
A

Conduct management meeting
Conduct employee meetings
Indicate progress to employees

Follow Up

A
A
A

Prepare final report for United Way
Report final results to employees
Implement Thank You program
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How Does United Way Help Locally?

There are 27 local health and human service organizations that depend on United Way to
raise money for critical programs that provide solutions to community problems. Our
agencies focus on the following service areas:

Building Stable Communities

A Revitalizing Neighborhoods

Enhancing personal, family and neighborhood living by providing access and support
services to the community. Priority areas include Education and Language Services,
Information and Referral, and Community Support Services.

A Maximizing Individual Safety

Helping individuals establish and maintain safety, security, and a sense of well-being at
home and in their community. Priority areas include Abuse/Assault, Property Crime, and
Victim Assistance.

Improving People’s Health

A

Providing Mental Health Assistance

Promoting well-being through education, advocacy, counseling, intervention and other
programs concerning mental health and cognitive disabilities. Priority areas include
Mental Health, Cognitive and Developmental Disabilities, and Early Intervention.
Supporting Physical & Medical Needs

Improving quality of life for individuals experiencing physical health needs by providing
direct assistance and increasing community awareness of services available. Priority
areas include Physical Disabilities and Special Needs, Medical and Prescription
Assistance, and Chronic Health Conditions.

Strengthening At-Risk Populations

A

A

Increasing Financial Stability

Enhancing self-sufficiency across all generations by focusing on basic needs in both a
preventive and responsive way. Priority areas include Child Care, Housing and Financial
Sustainability, and Employment.

Advancing Personal Wellness

Providing support to individuals facing personal wellness and addiction issues through
education, prevention, recreation and treatment. Priority areas include Drugs, Alcohol,
and Tobacco, Obesity, Nutrition, and Exercise, and Personal Development for Youth and
Seniors.
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Special Events

Fun events and incentives can really “spice up” a campaign and increase your company’s
campaign performance. Use incentives as a tool to increase participation and/or increase
the average gift of your employees.

Fun Events

A Casual Day A Golf Tournament

A Executive Dunk Tank A Crazy Hat Day

A White Elephant Sale A Flea Market

A Auction Premiere Parking A Pancake Breakfast

A Book Sale A Potluck Luncheon

A Sports Shirt Day A United Way Trivia Contest

A Employee Cookout A Campaign Slogan/Theme Contest
A Chili Cook-off A Hot Dogs/BBQ Day

Incentives

A Time Off From Work
A Grocery Certificates
A Flowers

A Airline Tickets

A Parking Spot

Themes

A The Best Way To Help The Most People
A Be A Winner...Give To United Way
A Investing In Our Community

A Tickets to Games/Movies/Concert
A Hotel Getaways

A “Leave Work Early” Passes

A Car Wash by Senior Management
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Bake Sale

Garage Sale

Color Day

50/50 Drawing

Silent Auction

Company Picnic

Ugly Tie/Earring Contest
Race/Walk-a-thon

Casual Day

Dinner for Two
“Sleep-In” Passes

Extra Half Hour for Lunch
Gift Certificates

A Join The Winning Team
A It's What Matters!
A Give Once and For All

Page | 4



Bring Your Employees Together

Whenever possible, making the meeting special can help set the stage for a successful
United Way presentation. In our experience, food works!

Sample Meeting
A CEO welcomes employees and endorses campaign

CEO invites employees to enjoy the refreshments
United Way Speaker

Agency Speaker with Success Story

Show United Way Video

ECM gives the invitation to give

Collect pledge cards and thank employees

> > > > > D>

The Ask

Everyone has their own special style of speaking to a group. The most important thing to
remember is to be you. Remember, the goal is to provide every employee with a quality,
non-coercive opportunity to give. If you’ve been involved with United Way for any length of
time, tell your co-workers about your experience. If you know someone on your staff that
has been helped and is willing to speak, enlist their support.

Pledge Card Management

Getting the pledge card back is the key to any successful campaign. Employees are at their
highest level of awareness during the meeting — that means they are most likely to
give/make their decision at that time. Ask your fellow employees to complete their cards
and return them to you before the end of the meeting.
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Communication is the Key

Tours

Nothing tells the United Way story better than an agency tour. Employees can see for
themselves how their dollars work to help people in our own community. Have employees
share their thoughts about their tour on your company’s internet or at a group meeting. To
schedule a tour, call your United Way representative.

Guest Speakers
If you can’t find the time to visit an agency, have an agency representative come to your
company. To schedule an agency speaker, contact your United Way representative.

United Way Communications

To receive year-round communication materials that can help educate donors about where
and how contributions to United Way are making a difference in our community, call the
Communications Department at (570) 829-6711 ext. 237.

Testimonials

People relate to people. Ask employees to share their experiences with United Way
agencies (through e-mail or internet). Ask these same employees to speak to groups of
employees about their personal experiences. Describe the help they received from the
United Way agency and explain how that help made a difference in their lives. Remember,
always allow employees to remain anonymous if they wish.

Opportunity to Volunteer

Employees can see for themselves the research and time we put into each and every
funding decision. Our volunteers are an essential part of our organization and they are truly
the ones who make the decisions about where money goes. Many employees find
volunteering an excellent opportunity in really understanding how the United Way works.
Call the Allocations Department at (570) 829-6711 ext. 232 if there are any interested
volunteers.

Note: If you have a success story about someone who has been helped by a United Way
agency, we’d like to share it too. Call the Allocations Department at (570) 829-6711 ext. 232.
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Sample Letters

Letter to Employees

(Company Name) is committed to serving our community and being the best
corporate citizen possible. There are many needs here in Wyoming Valley and we believe
that supporting our local United Way gives us the best chance to make the greatest
difference possible. In other words, we want to do what matters most and that’s to help
change lives for the better.

As an employee of (Company Name), you matter. You are a key part of our
community service efforts. By joining your friends and co-workers and investing in United
Way of Wyoming Valley, you can create lasting change in the life of someone in need - far
beyond anything you could ever accomplish alone.

| encourage you to take the time to learn more about all the wonderful, innovative things
our United Way is doing in their efforts to mobilize the caring power of our community.
Consider this your chance to be a key part in our efforts to do what matters most.

Thank you in advance for your support.

Sample e-mail message — 3 weeks Prior to Meeting

To: All Staff
Subject: Our Annual United Way Campaign

It’s time to “live united” by helping support your community through our annual United
Way Campaign. We look forward to having the chance to tell you about the wonderful
things that are happening here in our community thanks to your support of United Way of
Wyoming Valley and its participating organizations. Mention upcoming events! (See Fun
Events and Themes)
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Sample letters, continued

One week after your meeting
To:  All Staff
Subject: “Live United”

We thank those of you who attended our recent United Way Employee Campaign meeting
and have already made their decision to help. We have received a number of completed
forms already and are excited about the possibility of achieving our goal of ($ insert
company goal).

If you have not already done so, please take a moment to complete your pledge form and
return it to (insert ECM or department name) by the close of business on (insert date). We
hope to wrap up our employee campaign at that time and plan to report to you our good
news shortly thereafter.

Giving is a personal choice, and we want no one to feel undue pressure. However, we’d like
to be able to ensure that everyone has had the opportunity to give this year and would
appreciate a returned pledge form from each employee, regardless of your decision. In that
way, we can be confident that no one was overlooked.

Thanks, again, for your time and your support of our United Way.

A few days after Campaign is closed out

To:  All Staff
Subject: “Live United”

On behalf of all of us at (insert company name), thank you for joining us in our effort to do
what matters! Your generosity has enabled us to raise (insert amount) in support of United
Way of Wyoming Valley.

Thanks to you, many of our friends and neighbors here in Wyoming Valley will have a
chance at a better future. Hearts will be mended, lives will be changed and the future will
be brighter because you chose to do what matters. You may never meet face to face the
person you have touched, but you can be confident that the outreach of your generosity will
be felt by thousands of people whose lives will be made better through the more than 6o
programs funded by our local United Way.

Thank you again for caring.
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Leadership Giving

(An Employee who contributes $500 or more)

Run a Leadership Campaign

United Way of Wyoming Valley recognizes members of our community who demonstrate an
exceptional commitment to helping others. Each year, the United Way recognizes
contributors who give $500 or more as participants in Leadership Giving. A leadership
campaign among senior staff will help set the tone and send a message of commitment to
your employees for thoughtful and generous United Way pledges. This will greatly enhance
the rest of your campaign.

(Note: Spouses can combine their gift for leadership recognition.)

Leadership Campaign Core Elements

A
A

>

> > D

Ask your CEO for his/her active involvement

Incorporate a leadership ask at a regularly scheduled meeting for management
personnel

Work with a United Way representative to coordinate the leadership ask and
materials.

Follow up the request to assure that all pledge cards are returned.

Report the leadership total to employees as “first in” dollars toward your goal.
Report the names of Leadership Givers to United Way for recognition purposes.

Page |9



Labor Leadership Giving

(Union Members who contribute $300 or more)

United Way of Wyoming Valley served as a pilot community for United Way of America in
1999 by creating a Labor Leadership Giving Program, which is conducted similarly to United
Way’s Leadership Giving Program. In its first year, the Labor Leadership Program raised
$60,048 among 140 union members. Over 40 companies/employers currently have union
members who are part of the Labor Leadership Giving Program. Your company union’s
participation in this program can increase the overall employee campaign results.

Labor Leadership Campaign Core Elements

Ask your union president, or designee, for their involvement and support.

Identify current union donors who are within $100 of the Labor Leadership Giving
Level.

Work with United Way’s Vice President of Labor Participation, Walter Klepaski, who
can assist you in providing special marketing materials to make the Labor
Leadership ask.

A At the end of the campaign, complete a special Labor Leadership Giving roster that

will identify donors to receive appropriate publicity for themselves and your
company.

> >

>\
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Retirees
Sample Solicitation Letter #1

Dear (Retiree’s Name),

Congratulations on your recent retirement, and | hope you’re finding it to be a relaxing,
enjoyable and rewarding time of your life. Our company appreciates the years you’ve spent
with us, your productive efforts and personal contributions to our overall operations.

Since our company and its workforce have always been interested in doing what we can in
order to improve the quality of life for others in our community, we want to provide you with
an opportunity to join us in a new initiative and venture. Over the past few years, the United
Way of Wyoming Valley has experienced many challenges and difficulties in raising
sufficient funds to keep up with the current demand for service. Company closings and
downsizings and other economic factors have resulted in the loss of campaign
contributions. These losses have challenged United Way agencies trying to achieve results
in:

9 Building Stable Communities

91 Improving People’s Health

9 Strengthening At-Risk Populations

For Campaign 2011, our company would like to join others who solicit their retirees.
Therefore, we are calling upon you to continue your “personal commitment to caring for
your community” by completing and returning the enclosed pledge card to my office by
(insert date).

While employed, you had an opportunity to make a contribution that had a positive and
meaningful impact in the lives of others. Your serious consideration in continuing to
contribute to the welfare of your community, and impacting the lives of others through a
donation to the United Way, will be greatly appreciated.

| thank you in advance and wish you much happiness and good health in your retirement.

Sincerely,
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Retirees, continued

Sample Solicitation Letter #2

Dear (Retiree’s Name),

(Company name) remains extremely grateful for your years of service and for your past
support of the company’s annual United Way campaign. My enthusiasm for United Way
continues because | believe it to be essential to the health and success of the greater
Wyoming Valley area.

Why support United Way?

Results matter.
Your gift is combined with others to improve more lives.

Priorities matter.
Your gift is focused on community priorities:

9 Building Stable Communities
91 Improving People’s Health
9 Strengthening At-Risk Populations

Efficiency Matters.
United Way of Wyoming Valley constantly works hard to make sure its operating costs
remain the lowest of all charities.

While you were working at (name of company) you had an opportunity to do your part in
helping to improve the quality of life for local residents. That opportunity now exists for you
as a retiree, by joining in with our current workforce to improve lives and shape the future of

our community. Your gift matters and will be a tremendous help.

Your utmost consideration in making a pledge to this year’s campaign is greatly
appreciated.

Sincerely,

(Company President)
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VOLUNTEER

People volunteer for various reasons. Many feel compassion for others in need; some want
to give back, and others are passionate about the issues facing their community.

Think of what matters to you. United Way of Wyoming Valley’s Volunteer Action Center
works with volunteers and local nonprofit organizations to develop the best opportunities
for youth, adults and seniors.

Consider the skills you have to offer. Find something you enjoy doing and enhance your
skills through volunteering.

Learn something new. Volunteering can teach you valuable new skills that you can use in
other areas of your life.

Consider volunteering as a family. Group volunteering is a wonderful way to bond with
your family or co-workers. Not only will you create lasting memories, but you will help
someone in need.

Volunteering can help you:

learn to develop new skills

teach your skills to others

enhance your resume

gain work experience

build self esteem and self confidence
meet new people

feel needed and valued
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Become a United Way Volunteer
Community Impact Committee

United Way of Wyoming Valley prides itself on being the best and most accountable way to
meet critical needs. More than 60 community volunteers annually participate in the
“Allocations Process.” Over a nine month period, this process gives volunteers the
opportunity to:

91 Develop a Strategic Plan based on an analysis of community needs

1 Review past performance and projected outcomes

1 Monitor financial audits and the agency’s collection of client/program

documentation

1 Tour and/or meet with local participating agencies

91 Determine each program’s amount of funding
All participating organizations are required to submit outcome measurements each year for
volunteers to analyze. These outcomes provide the volunteers with the understanding of:

1 exactly how the donor’s contribution is used

9 the number of individuals who are served annually

1 aprogram’s goals and strategies for the year

1 the changes that occur in the lives of those who are served by the program

As a community impact volunteer you are asked to participate on a committee that deals
with one of the following areas:

Revitalizing Neighborhoods

Maximizing Individual Safety

Providing Mental Health Assistance

Supporting Physical & Medical Needs

Increasing Financial Stability

Advancing Personal Wellness

= =42 -84

For more information on how you can become a community impact volunteer, contact
United Way at (570) 829-6711 ext. 232.
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Become a United Way Volunteer, continued

Christmas in July Food Drive

Each year, employees collect nonperishable food items at their workplace during the last
two weeks of July for the annual Christmas in July Food Drive. Since 1989, one million
pounds of food have been collected for the people of Wyoming Valley.

Companies offer incentives to employees for bringing in food items. Employees get creative
in their quest to collect food and raise additional dollars to purchase food by having dress
down days, bake sales, car washes, silent auctions, etc.

At the annual breakfast in August, an award is given to the company that raises the largest
amount of food. In addition, the top three companies who raise the largest employee per
capita amount are recognized.

Day of Caring

Day of Caring is a one-day community wide volunteer effort designed to bring people
together to complete various projects for the benefit of United Way participating agencies
and other nonprofit organizations.

Day of Caring projects include opening up area campsites, planting flowers and pruning
shrubbery, painting, cleaning and helping staff with clerical tasks, etc.

On May 12, 2011, over 9oo volunteers representing 50 local companies had the opportunity
to help others through hands-on experience and learn about the services agencies provide
in our community.

We invite your company to experience the wonderful satisfaction of helping others.
Company employees have the opportunity to work together as a team, and see first hand
the results of a day of service.
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Volunteer Awards

Sam Bianco Labor Award

For more than half a century, organized labor has played a significant role in our United Way. In
1976, United Way established the United Way Labor Award to recognize valuable contributions
made by union members. Recipients of this award personify “union concern and involvement” for
friends and neighbors in their community.

Award Winner — Greater Wilkes-Barre Labor Council
1 Involved in Christmas Stocking Project; co-sponsor the Annual Letter Carriers Food
Drive; and creation of the “Unions in the Community” patch for the Girl Scouts
9 Helped start and promote the Labor Leadership Giving Society, which is listed as a

Award Winner -
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