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Dear Changemaker,

If you are a longtime supporter of the United Way, thank you for your ongoing 
commitment. If you are new to United Way, thank you for joining the fight for a 
better, stronger Big Bend. 

In this United Way Playbook, you’ll learn about the best practices of 
coordinating a United Way fundraising campaign and ways you can 
roll up your sleeve and make a difference. We hope you find the 
information helpful. 

As a philanthropic leader in our community, your energy and 
commitment will have a direct impact on the strength and quality of 
life in the Big Bend. 

Keep in mind United Way fundraising volunteers and staff 
members stand ready to support you in every possible 
way. Don’t hesitate to contact us for whatever you need 
and to answer any questions that arise.

Thank you again for being a leader in helping United 
Way mobilize the caring power of our community 
to improve lives. It’s because of you we are 
making great strides in creating a community of 
opportunity where everyone has the opportunity to reach 
their full potential.

Sincerely,

Katrina Rolle
President & CEO

Thank you for being an agent of change in our community through 
United Way and our partners. You are making a difference in 
the lives of thousands across our community and the Big Bend.

playbook Change
won’t happen
WiThoUT YoU
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t here is so much more to United Way of the Big Bend than our fundraising. 
In this section, you will learn how United Way brings people and resources 
together to create lasting, positive change in the lives of the children and 

families in the Big Bend. 

United Way is investing in resolving the underlying causes of our community’s 
most serious problems. Together, we can accomplish more than any single group 
can on its own. 

When we reach out a hand to one, we influence the condition of all, and create 
a community where children enter school ready to learn, families live in safe 
homes and neighborhoods, and every person has the chance to succeed. 
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Vice-president,  
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Director
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Director
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Sherri@uwbb.org
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Swanzetta green
Manager, administration & 
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rebecca Weaver
Director of Impact Strategies
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Director of Communications
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United Way of the Big Bend is a nonprofit organization 
that works to resolve our area’s most critical human 
care problems in order to bring about lasting, positive 

change in the lives of our children, youth, and families.

For more than 75 years, United Way has been bringing 
people together to find answers to our community’s 
toughest challenges. What began in 1943 when 
citizens assembled in Tallahassee to raise money and 
make time to help care for vulnerable fellow citizens, is 
now an area movement involving people from all walks 

of life in Franklin, Gadsden, Jefferson, Liberty, Madison, 
Taylor, and Wakulla counties.

From its inception in 1943 to the present, United Way has 
responded to the increasing severity and complexity of health 
and human service issues affecting Big Bend residents. It was 
chartered by nine concerned citizens of Tallahassee for the 
purpose of raising and distributing funds to charitable and 
character-building agencies. On June 20, 1990, United Way 
changed its name and incorporated the seven neighboring 
counties of the Big Bend region into its service area. 

Our founders understood that the needs of the community 
could not be met by any single organization on its own. 
Building on their vision, united way has formed partnerships 
with businesses, funders, government, nonprofit and 
community organizations to tackle critical issues facing the 
Big Bend’s children, youth, and families.

Over the years, United Way’s purpose has remained 
constant. We are dedicated to supporting the 
greatest variety of human service agencies in the 
local area and reaching people from all walks of life 
and income groups. 

what is united way? bold new Course

For the first time in over 75 years, 
United Way of the Big Bend is 
embarking on a BOLD new course. 

We have identified our community’s top 
priorities and developed a strategy to 
focus on outcomes that address the 
chronic needs of the Big Bend. 

Be a part of something bigger – join us 
in our campaign today. Together, we can 
be the catalyst for change that makes a 
difference in lives and our community. 

Our Vision
To be the region’s trusted 
leader for addressing our 
community’s most vital 

concerns

Our Mission
To raise awareness, 

mobilize resources and 
find collaborative, targeted 

solutions for our community’s 
most vital concerns

Our Goal
To support the success of 
families, individuals, and a 

thriving community

Staff 2018-2019
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ECC Responsibilities:
 
•   Attend one training workshop. 

•   Recruit an enthusiastic team 
(for larger employee groups) to 
help plan and implement a fun, 
successful campaign. 

•   Work with Leadership Giving 
Chair (LGC) on the company’s 
Leadership Giving campaign, if 
applicable. 

•   Work closely with United 
Way staff or LE to establish 
organizational campaign goals, 
timeline and plan of action. 

•   Evaluate the campaign, 
submit final reports and make 
recommendations for next 
year. 

•   Maintain accurate campaign 
results and report them 
promptly to United Way. 

•   Follow-up thoroughly on all 
aspects of the campaign and 
thank all employees. 

•   Work very closely with United 
Way staff and employees to 
resolve problems. 

•   Announce the results to the 
entire organization.

What is an ECC? 

The Employee Campaign Coordinator is the one 
responsible for planning, organizing and implementing 
an effective United Way employee campaign within 
their own organization. 

United Way volunteers contact the chief executive in 
local organizations and ask for his or her commitment 
to United Way. The head of the organization then 
appoints an enthusiastic person to organize the 
employee campaign. That person is called the 
Employee Campaign Coordinator (“ECC”). 

The ECC, in turn, recruits other enthusiastic 
individuals within the organization to contact their 
fellow employees (on a peer-to-peer basis) and tell 
the United Way story. In addition to communicating 
United Way facts, they also ask for and collect pledges 
from their peers and route them back to the ECC. This 
“ask” can take in either a one-on-one or group setting 
and can be creative and fun. Finally, the ECC reports 
the results to the United Way contact person. 

The whole process is facilitated by an educational 
and support element that is provided through 
United Way. United Way staff members and Loaned 
Executives (LEs) are available to assist the ECC and 
the committee in any way. LE’S are extensions of 
United Way’s staff who are available to help you with 
every aspect of your organization’s campaign.

COnGratulatiOns on being selected as your company’s Employee Campaign Coordinator (ECC). 
Not only are you providing a tremendous service to your company, but your efforts will also make 
a difference — improving lives and building a stronger community. The United Way of the Big Bend 
(UWBB) Campaign staff are ready to assist however possible. Please visit the Employee Campaign 
Coordinators’ tab on our website: www.uwbb.org or simply call one of our Campaign Managers. We 
look forward to working together and the success it will bring.

8steps
successful

united way campaign
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RECRUIT & 
TRAIN YOUR 

TEAM

KICK OFF 
YOUR 

CAMPAIGN

MAKE 
YOUR 
PLAN

REPORT THE 
RESULTS 

DEVELOP 
YOUR 

CAMPAIGN

SAY 
“THANK YOU” 

PROMOTE & 
EDUCATE

EVALUATE 
YOUR 

CAMPAIGN 
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a.  Recruit

•   Consider forming your campaign team around company structure, i.e. departments, 
work groups, or geographically. 

•   Your campaign team can help spread enthusiasm and information about United Way 
and your company campaign. 

•   Even if your organization is small, it is beneficial to have 
help with the campaign.

Good Team Members: 
•   Are members of the Leadership Society 
•   Are enthusiastic members of last year’s team 
•   Benefited from, or volunteered for, a United Way program 
•   Represent a variety of departments in your company 
•   Coordinate the company newsletter, public relations, 

communications, or marketing 
•   Are labor Union leaders (if appropriate) 

B.  train

On-site training for your team is available in any time increments. These trainings can 
even be done in “Lunch and Learn” style. Trainings are customized to your organization’s 
environment and designed to help you choose strategies and messages that will work 
in your organization.  

What better way to drive home the message of United Way than to hold your campaign 
training and then work on a service project to benefit the recipients. Employees can 
see the variety of services the program offers and the clients it helps. Their day can 
also include lunch and instruction about the roles of the campaign team.

HelpFul Hint
the number one reason that 
people do not give to charitable 
organizations is because they are 
not personally asked to do so.

who knows how many of the 
people you ask to give this year 
will do so just because you made 
the extra effort?

a.  Pre-Campaign Checklist:
p   Meet with your CEO to confirm his or her 

commitment 
p   Attend Employee Campaign Coordinator  

training 
p   Review past performance, determining 

strength and weakness of previous cam-
paign 

p   Recruit and train a campaign team 
p   Meet with your internal campaign team 

and/or United Way representative to de-
velop  
campaign goals and strategies 

p   Develop a theme and/or the United Way’s 
theme

p   Set dates for employee meetings and 
agency tours 

p   Develop an incentive program 
p   Send communications from CEO endors-

ing/announcing campaign 
p   Publicize the campaign 
p   Plan leadership event 
p   Meet with Human Resources to discuss  

Retiree Program and New Hire Program

B.  Evaluate Past Performance
Schedule a meeting with your United Way 
representative to review a data analysis of the 
past year’s campaign. Additionally, think about 
the answers to these questions based upon  
last year’s campaign: 

•   In what areas/departments did your cam-
paign work well? 

•   What are your most likely areas of  
improvement? 

•   What community issues are most important 
to your company? 

•   How was Leadership Giving emphasized? 

C.   Set Challenging Goals & Plan 
Your Strategy

It’s important to establish a campaign-giving 
goal that encourages employee motivation 
and a sense of accomplishment. Consider a 
goal based on one or more of the following 
suggestions: 

Goal Planning 
•   Increase employee per capita 
•   Increase the percentage of employee par-

ticipation 
•   Increase the number of Leadership Givers 

through a specialized Leadership Giving  
campaign 

•   Increase community care fund percentage 
of  campaign 

Planning Strategies 
•   Develop a campaign theme 
•   Create a very public and active campaign to 

educate all employees about United Way’s 
community impact 

D.   Meet With top Management to  
Discuss a Campaign Goal & 
their  
Involvement for this Year 

With last year’s results in hand and a potential 
goal in mind, set a meeting with your CEO.  
Reaching this goal depends, to a great extent,  
on the commitment of your CEO. The following 
best practices will turn your CEO into a cham-
pion of the United Way campaign: 

•   Present campaign materials for both  
Leadership and Employee Giving (United 
Way can provide you with this information). 

•   Request the time and resources needed to 
hold a fun, educational, non-coercive  
campaign that asks every employee to in-
vest. The more involved your CEO is in these  
processes, the more likely employees are  
to get involved as well. 

•   United Way staff and top volunteers are  
available to meet with your CEO and dis-
cuss your campaign.

Make Your Plan
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United Way tocqueville Society
Across the country, leadership giving is the fastest growing segment of The Tocqueville Society is a national 
association of major donors who support health and human service programs through United Way.  The 
Tocqueville Society was inspired by the observations of the French historian Alexis de Tocqueville, who 
wrote about Americans’ unique spirit of philanthropic association and voluntary effort for the common 
good. This spirit lives at the very heart of United Way.

United Way Community Society
United Way acknowledges that there are individuals in the Big Bend who are prepared to move to a major 
gift level. By establishing the Community Society, we are able to recognize these extraordinarily generous 
contributors to our community.

   Leadership Society Giving Levels
   Azalea Circle    $1,000-1,999
   Dogwood Circle   $2,000-2,999
   Magnolia Circle  $3,000-3,999
   Live Oak Circle   $4,000-4,999
   Community Society   $5,000-9,999
   Tocqueville Society   $10,000 and above

D.  Leadership Giving Opportunities 

What to Look for in a Leadership Giver 
•  Well respected by his/her peers
•  Personable, enthusiastic and highly organized
•  A leadership level giver
•  A team player and a leader

United Way Leadership Society
Across the country, leadership giving is the fastest growing segment of most 
company workplace campaigns. Recent surveys suggest companies that have 
a leadership-giving program in place experience, on average 20 percent higher 
employee per capita giving than companies not using this technique. 

E.  Benefits of Leadership Giving 

Community Benefits
•   Access to new resources - new dollars from leadership giving donations enhance the ability of UWBB 

to efficiently respond to emerging community needs.
•   Recognition of new community leaders - Leadership donors and volunteers gain recognition for 

their charitable activities and are acknowledged as community leaders.
•   Increased community spirit - Leadership donors have increased pride in the community and desire 

to participate in community activities.
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a.  awards
Everyone likes to be recognized and this year we are making it easy with a pdf you can fill 
in with recipient’s name and the signer’s title.*
•   Workplace Donor Certificate of Recognition
*   Visit uwbb.org for a full listing of all our recgonition awards.

B.  Pacesetter Campaign
What is a Pacesetter?
Pacesetters are organizations that conduct successful UWBB Pacesetter campaigns early 
to “set the pace” for upcoming campaigns. To participate, organizations agree to meet 
specific Pacesetter criteria and report their campaign results by September 30. Paceset-
ters demonstrate extraordinary community leadership, and by participating, they are eli-
gible for additional recognition. 

Benefits
•   Identified as a Pacesetter at the UWBB Campaign Kickoff 
•   Company recognition on UWBB social media channels 
•   Eligible for Pacesetter award recognition during Campaign Finale
•   Organization name appears in community-wide, thank-you ad in the Tallahassee Democrat 

Eligibility Criteria 
To be acknowledged as a Pacesetter, organizations agree to the following criteria: 
•  Report results to UWBB by September 30 
•   Conduct a model campaign and incorporate appropriate UWBB best practices 

Why Organizations Participate 
•   Increases employee morale, retention, team-building  

activities, and community awareness 
•  Develops a sense of ownership for employees 
•  Fulfills corporate initiatives 
•   Establishes the company as a recognized community leader 

C.  funRaising Guide

‘Fun ’raising ideas for Your

                     Workplace Campaign

women united 
WU offers a forum for women 

who want to significantly 
improve the quality of life 

in the Big Bend through 
leadership giving, advocacy 
and volunteerism. It’s about 
networking with like-minded 

women to learn more 
about the many community 

needs and social service 
organizations served through 

United Way of the Big Bend.

Contributions at leadership levels will go a long way toward 
making permanent and sustained changes in people’s lives.
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g E.  Benefits of Leadership Giving 

Donor Benefits
•   Community awareness - A formal leadership giving program incorporates better  

communication and increases understanding and awareness of community needs.
•   Positive image - Leadership donors are perceived as positive role models for their peers 

who may increase the level of participation and total dollars raised throughout the com-
munity.

•   Personal satisfaction - Leadership donors lead the way towards making a difference in 
the lives of many people each and every day.

Company Benefits
•   Positive image - Demonstrates a company-wide commitment to improving lives in our 

community.
•   Employee performance - Leadership giving activities encourages teamwork and  

enhances relationships by connecting employees with a vision and passion.
•   More resources - A company’s overall United Way campaign increases, which results in 

additional community resources that are available to help more people.

f.  Conducting a Leadership Campaign  

1.  Recruit Leadership Coordinator & team: 
  •   Recruit a respected senior staff member and current leadership giver to act as a leadership 

coordinator and conduct the Leadership Giving Campaign. 
  •   The leadership coordinator should work closely with the employee campaign coordinator 

to ensure optimum results. 
  •   Depending on the size of your company, consider recruiting additional individuals to help 

by asking your senior staff member or the CEO to help determine the best candidate/s. 
  •   Involving others will lead to increased participation and awareness. 

2.  Plan Your Leadership Giving Program: 
  •   Establish the timing of the Leadership Giving Campaign.
  •   Review last year’s efforts and results.
  •   Set a realistic and attainable goal for new leadership gifts and total leadership giving. 

3.  Create a Prospect List:
       Work with your UWBB representative to set criteria for soliciting potential leadership 

donors. Consider: 
        •   Employees who gave at leadership levels last year. 
        •   Current donors of $500 or more. 
        •   Employees who hold senior management positions. 
        •   Employees receiving stock or stock options as part of their compensation package. 
        •   Employees who express interest and have potential to give at the leadership level. 
        •   Retirees who were past donors; invite them to continue leadership roles. 

4.  Communicate:
  •   Develop and publicize the company goal for leadership giving in addition to the overall 

campaign. 

  •   Invite prospects to a special breakfast, luncheon, or reception to present benefits of leadership giving.  
See “Leadership Giving Presentation: Sample Agenda.” 

  •   Distribute brochures, pledge cards and other appropriate information. When possible, personalize the 
materials with the individual’s name. 

5.  thank Your Contributors: 
  •   Send a thank you note to contributors and members of your team.
  •   Suggest that your CEO host a reception to acknowledge and thank leadership contributors. 

  
G.  Leadership Giving Presentation: 
Sample agenda

The most successful leadership campaigns 
take place one to two weeks prior to the 
kick-off of your general campaign. They 
help set the pace for your entire United Way 
campaign. 

The purpose of the leadership presentation, 
usually hosted by the CEO or Leadership 

Giving Chair, is to provide information about the work of United Way and to ask employees to consider giving 
at a leadership level. Current leadership donors are asked to consider increasing their gifts. 

United Way of the Big Bend is available to help you plan all parts of your leadership giving solicitation.  
A sample agenda of an effective leadership presentation follows: 

Part I: CEO/ Senior Staff/Leadership Campaign Chair 
  •   Welcome 
  •   Explain why attendees were invited to the meeting 
  •   Explanation of company’s responsibility to the community 
  •   Personal endorsement of United Way 

Part II: Employee testimonial 
Employee who is a current leadership giver & beneficiary of services is ideal; if no employee is available to 
speak, the campaign video provides a powerful testimonial. 
  •   How United Way touched his/her life 
  •   Why United Way is important to the community 
  •   Why he/she gives 

Part III: United Way Volunteer (approximately 6-8 minutes) 
  •   Update on United Way 
  •   Explain levels and payment options for leadership gifts 
  •   A specific request that meeting attendees consider a pledge at leadership levels 

Part IV: Company Representative/CEO (approximately 2-3 minutes) 
  •   An announcement that the corporate gift and the CEO’s gift have been made 
  •   Campaign timeline, other information 
  •   Offer to address questions, comments, etc. 
  •   Thank colleagues for their attention
  •   Make a direct ask for leadership gift
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stEP 4:

Promote & Educate
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You have planned; now it is time to put the plan into action!  United Way is more than just 
an annual campaign. Consider promoting volunteer opportunities so that employees 
may see first-hand how hard their donations are working. Read about ways to keep 

United Way active for your employees throughout the year. 

Year-Round United Way awareness 
United Way-supported programs are helping people all year long. The more you know about 
United Way, the easier it is to see why United Way is the best way to give and the best way 
to care for people in our community. 

a.  Promote 
  •   Send reminders about meeting dates and times. 
  •   Don’t forget e-mail and voice mail messages (some sample e-mail messages are included 

on the ECC page at uwbb.org). 

B.  Educate 
The core to implementing and managing your campaign is to hold employee educational 
meetings. 

The key elements to include in your campaign plan are: 
  •   Community Volunteer Project (coordinated with your UWBB Campaign Manager) 
  •   Agency Representative speakers (coordinated with your UWBB Campaign Manager) 
  •   Agency Tours (coordinated with your UWBB Campaign Manager) 
  •   Printed materials, publications, reports, displays and banners 
  •   Special events that creatively engage employees in the campaign 
  •   United Way success stories in your company newsletter 
  •   Community Impact presentations during employee meetings and Community Impact 

statistics (coordinated with your UWBB Campaign Manager) 

C.  See Social Media Guide
          uwbb.org/wp-content/uploads/2018/09/2018-Social-Media-Guide.pdf

D.  Community Impact

We all have a stake in creating a healthy and prosperous community. We focus on the things that everyone 
needs for a good life: a quality education that leads to a stable job, enough income to support a family 
through retirement, and proper health care. We bring together the people and organizations from across the 
community who share in our vision and have the energy, expertise, and resources to get the work done. They 
are essential to our success and the success of our community. 

Volunteer Income Tax Assistance (VITA) Program offers free tax preparation 
by IRS-certified volunteers at sites throughout the Big Bend. This fast and 
free service helps Big Bend residents avoid predatory income tax preparers 
and costly refund anticipation loans. VITA ensures that eligible families take 
advantage of the Earned Income Tax Credit (EITC) which can increase a family’s 
annual income by as much as 15 percent. 

Read United volunteers read to every public school first grade classroom in 
our eight-county footprint over the course of a week. Volunteers also give each 
first-grade student a brand new book to take home. For many children, this is 
the first book they’ve owned. Over the last six years, over 27,000 books have 
been distributed through this program. 

ReadingPals volunteers commit to read an hour a week throughout the school 
year to help children improve their literacy skills. 

MathPals is a partnership between UWBB and Leon County Schools (LCS) aimed 
at helping 20 struggling third graders at two pilot schools master fundamental 
skills needed to help them succeed in math. 

UWBB COMMUnItY IMPaCt PROGRaMS 

5 o u t c o m e s

hOUSInG EaRLY 
LEaRnInG

SafEtY nEt aGInG 
WORkfORCE

SkILLS 
DEVELOPMEnt

access stability development

Increase access to 
dependable housing, sus-
tainable utilities, and safe 
and local neighborhoods. 

Increase families access 
to steady, affordable, and 

quality child care and 
education. 

Provide consistent safety 
net services during times 

of financial stress.

Equip workers with the 
resources to be financially 

stable for retirement.

Promote educational attainment 
and develop necessary skills to 
meet future employment needs 
and secure self-sustaining jobs. 

3 goals
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E.  new hires and Retiree Giving Programs

new hires Program:
Even though you have achieved your campaign goal, some of those pledges will be lost due 
to normal employee turnover. Meet with your organization’s personnel department in regard to 
implementing a new hires program. Being given the opportunity to contribute is a first step in 
demonstrating your company’s commitment to social responsibility for the Big Bend. This year-
round cultivation of new employees reduces losses due to turnover and makes the Employee 
Campaign Coordinator’s job a lot easier. Special materials are available to assist in your New 
Hires Program. Contact your United Way representative for details.

how You Can help
Here is a list of suggestions that we encourage you to implement to help make your New Hires 
Program successful: 
    •   Issue New Hires pledge cards during new employee orientation and training
    •   Show United Way video during new employee orientation and training
    •   Invite a United Way representative to give a brief presentation during New Employee 

orientation and training
    •   Offer pledge information to employees who are exiting the organization to encourage them 

to continue their pledges if they are contributors
    •   Send a personal message from the organization’s CEO to welcome new employees to their 

new jobs and provide a message of support for United Way’s Community Fund

DOn’t fORGEt… that United Way staff support is always available to help you continue to 
deliver the United Way message to new employees. 

Retiree Giving Program:
Retirees provide an excellent resource for increasing your organization’s United Way campaign 
results. Many companies in our community already include retirees in their campaign and 
report generous support.

The workplace campaign is a logical vehicle for educating and updating Retirees about United 
Way. Since many retirees contributed to United Way throughout their working years, providing 
them with the opportunity to stay involved and to continue giving is a natural extension of a 
long-standing relationship. 

Who Benefits from the Retiree Giving Program? 

the Organization:
  •   Confirms the organization’s commitment to building a strong 

community and enhances its image as a “concerned citizen” by 
involving retirees in the effort

  •   Builds retiree relations by providing a channel for communication 
  •   Reinforces the retirees identification and commitment to 

company causes
  •   Provides the opportunity to expand the base of Untied Way 

contributors

One single gift to the United Way impacts 
critical issues achieving visible results.

helpful hint

Sample letters for a 
variety of different 

needs are available on 
the United Way website, 

www.uwbb.org. 

Be sure to make use of    
these most valuable 

tools.

the Retiree:
•   Provides retirees with a trusted avenue for impacting their 

community through charitable contributions 
•   Communicates important information about health and 

human services in our community

United Way of the Big Bend and Our Community:
•   Increases campaign giving to support the programs that 

address the Big Bend’s most serious needs 
•   Provides a vehicle for communicating to retirees so that their 

needs can be better served
•   Broadens the base of United Way contributors 

key Elements of a Successful Program:
Successful retiree solicitation programs share the following 
common elements: 

•   A letter signed by the CEO and a retiree is sent to your retirees. In the most successful 
solicitations, the letters are personalized. This is especially effective when the retiree is 
personally known by a sender

•   Information about United Way, a personalized pledge form and any special campaign 
materials developed by your organizations are included with the letter. A return envelope 
ensures that gifts are returned to the correct location 

•   Pension payroll deduction is offered for the retirees convenience in making a gift 
•   A system is in place to track retiree contributions
•   A “thank you” letter is sent to all contributors and volunteers 

Talk to Your United Way 
Campaign Manager for More 
Details on the Retiree 
Giving Program.
f.  Engagement

United Way is more than just an annual 
campaign. Look for opportunities to provide 
year-round information about United Way and 
the impact of the funded programs. Consider 
promoting volunteer opportunities so that 
employees may see first-hand how hard their 
donations are working. Read about ways to 
keep United Way active for your employees 
throughout the year.n
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Kick Off Your Campaign
advantages of Conducting Group Presentations: 
•   Information is provided quickly and efficiently
•   A meeting provides a format so that a consistent message is delivered
•   Less follow-up work is required when you collect pledge forms at the end of a meeting
•   These meeting accommodate the work schedule of all of the organization
•   Prospective contributors are removed from work-area distractions 
•   A forum for questions in a comfortable setting with your United Way representative 

The most common and effective way to provide your employees with information about 
United Way and out impact in the community is at a group meeting. Meetings vary in time 
and content, but most include the following components.

Report and Post Campaign Results Publicly  
So Employees Can See Their Progress! 

the 15-Minute Meeting 

1.  Welcome (2 Minutes)
Campaign Coordinator welcomes employees and explains the purpose of the campaign 
and how the company will support the campaign (company activities).

2.  Endorsement by CEO (2 Minutes)
CEO or high-level executive provides statement of company support and 
details of corporate gift. This establishes the corporate commitment to 
United Way and encourages company-wide participation. 

3.  Campaign Video (1-3 Minutes max)
Watch the campaign video to raise audience awareness and encourage them to actively 
support their community by giving to United Way. 

Employee Engagement

Change doesn’t happen alone – and it doesn’t happen just through fundraising. 
Every year, United Way’s volunteer and community engagement department offers 
groups and individuals hundreds of community service events in partnership with 

our local agencies.

Benefits of volunteerism
     • Enhance teamwork skills

     •  Provide hands-on training opportunities through skill-based projects

     • Increase leadership skills

     • Increase productivity

     • Provide a service and or product to the community

     •  A priceless sense of pride and accomplishment for your community

There are two ways you can volunteer through United Way of the 
Big Bend:

Group Volunteering
United Way will help connect your employee teams, social groups, service 
organizations, families or friends to meaningful volunteer experiences that impact 
lives within our focus areas. Whether it’s one-day activities or quarterly projects,  
our United Way staff is available to assist you through the entire process.

Individuals
In addition to group opportunities, there are several individual community-service options 
available. Options include reading to first graders, mentoring students in math, helping file 
taxes, assisting with financial education workshops, and much more.e
n
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StEP 5: kICk Off YOUR CaMPaIGn (continued)

4. Overview of United Way (3 Minutes)
United Way representative provides an overview of United Way and the impact of donations. This informs 
the audience of the needs in this community and offers them the opportunity to participate in addressing 
those needs.

5.  testimonial or Community Impact Speaker (3 Minutes)
Hear from an employee who was helped or benefited by United Way or from an Agency speaker about how 
United Way makes lasting, positive change in people’s lives. 

6. the “ask” (2 Minutes)
The Employee Campaign Coordinator (ECC) and the United Way Representative ask employees to complete 
their pledge form, describe incentives (optional), answer questions, collect pledge forms, and “thank” 
everyone. The ECC encourages the audience to take an active role in making the Big Bend area a better 
place to live and work by supporting United Way’s workplace campaign.  

Signature Events

Whether with a group or on your own, United Way and partners collaborate on a number of annual 
large-scale signature events. Learn how you can be part of these exciting yearly efforts by contacting 
our volunteer and community engagement team at unitedway@uwbb.org.

Four Weeks Before Kickoff
    p   Have first campaign planning meeting 

with your United Way Campaign Manager
    p   Select an Employee Campaign 

Coordinator (ECC)
    p   Attend ECC training
    p   Meet with past campaign team to 

discuss previous campaign successes 
and challenges

    p   Conduct executive briefings with senior 
leadership to choose campaign positions 
and responsibilities

    p   Finalize steering team and campaign 
volunteer structure

Three Weeks Before Kickoff
    p   Recruit additional campaign committee 

members
    p   Begin campaign team meetings to 

help develop specific objectives 
and strategies surrounding business 
units and special projects campaign 
communications, volunteer activities, 
kickoff and celebration, Giving Society 
campaigns, and so on

    p   Plan a calendar of educational activities 
and events

    p   Begin discussions about using United 
Way’s paper pledge form

Two Weeks Before Kickoff
    p   Take campaign committee on a tour of a 

United-Way-funded agency
    p   Submit requests to United Way for 

volunteer projects
    p   Submit requests for educational 

speakers
    p   Finalize discussions about using a paper 

pledge form
    p   Set overall campaign goal
    p   Develop Giving Society strategy, identify 

prospects, and set events
    p   Finalize theme and communication plan
    p   Develop volunteer training schedule, 

meeting agendas, and materials 

One Week Before Kickoff
    p   Execute campaign posters, web 

messages, and other communications 
vehicles

    p   Tell United Way stories through articles 
on your intranet website

    p   Recruit volunteers for volunteer projects
    p   Have Tocqueville Society campaign 

event and begin Tocqueville Society 
campaign

    p   Have Leadership Giving chair follow up 
with prospects

    p   Have Tocqueville, Leadership and 
affinity group campaign events

    p   Have Leadership Giving chair follow up 
with prospects

    p   Begin volunteer opportunities

During Your Campaign
    p   Have general employee kickoff event
    p   Deploy campaign leaders to talk about 

United Way with staff and ask them to 
consider participating

    p   Send initial pledge email and reminders, 
if appropriate

    p   Share daily campaign tracking report 
with campaign team

    p   Host business unit events to raise 
awareness and increase participation in 
pledging

    p   Continue employee education meetings 
with United Way

    p   Continue volunteer opportunities

After the Campaign
    p   Announce results to all staff
    p   Hold general campaign celebration
    p   Send appreciation letters to volunteers
    p   Thank donors who supported campaign
    p   Send your campaign results and donor 

information to United Way
    p   Hold meeting to discuss campaign 

outcome and evaluate for next yeart
im

e
l

in
e Develop Your Campaign Timeline

Below is a sample timeline that can be used for a workplace campaign. Your United Way 
Campaign Manager can help you develop a timeline that’s right for your company.
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•   Collect all employee pledge forms
•   Review all information for completeness, accuracy and for signatures.
•   Sort all pledge forms by method giving (i.e., payroll deduction, cash, checks) and separate 

them. 

Completing the Campaign Report Envelope:
One the left side of the envelope, fill out your company’s information.
•   If your campaign is completed and you do not expect to collect more contributions, then 

check the box labeled “Final Campaign Envelope Report”
•   If you plan on continuing to raise funds and submit future envelopes, then check the box 

labeled “Partial Campaign Envelope Report”

One the right side of the envelope, fill out the amount of money your company has raised. 
First, you will need to separate your contributions by the type of contribution or pledge it is. 
•   Employee Payroll Deduction: the total of annual deduction amounts of all employees who 

are choosing to contribute through payroll deduction.
•   Other Employee Pledges: the total contribution amount of employees that chose to give 

through a variety of other methods:
•   Employee Cash: the total contribution amount paid with cash
•   Employee Checks: the total contribution amount paid with by check
•   Employee Credit Cards: the total contribution amount of all pledge forms that have credit 

card information
•   Employee to Be Billed: the total contribution amount of employees that wish to be billed
•   Corporate Donation: the total contribution amount that your company has donated to the 

United Way
•   Special Events: the total contribution amount raised form various events your company has 

hosted, including, but not limited to, bake sales, raffles, auctions, etc.
•   Envelope total: the total contribution amount your company has collected on behalf of the 

United Way. Just add the totals listed in rows A (Payroll Deduction), B (Other Employee Pledges), 
C (Corporate Donation), and D (Special Events). Please be sure to fill out “Total of only Cash and 
Checks,” which is the total dollars, cents, and checks included in the sealed envelope. 

Keep your United Way staff representative advised of preliminary results as the campaign 
progresses and report final results as soon as they are available. Your promptness in 
reporting ensures that United Way has the information needed to project the dollars that 
will be available for allocation to programs, and to accurately recognize your organization’s 
achievement at our Campaign Finale. 

Please do not retain cash and checks from more than two weeks and attach payments to pledge forms 
using paper clips. Be sure that employees fill out a pledge form to receive proper recognition for their gift.

The Results

Don’t Forget

UWBB Pledge Form
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” … and help United Way of the  
Big Bend say Thank You too!”
GIVInG tO UnItED WaY MakES PEOPLE fEEL GOOD aBOUt CaRInG. 

here are some ideas: 
•   Send letters of appreciation to committee members or order a gift from the United 

Way Catalog
•   Hold a “thank you” event/meeting for all employees and announce campaign results
•   Consider a special thank you event for all givers – especially Leadership Givers
•   Send a thank you letter from your CEO or a senior manager to all contributors
•   Feature your campaign results in an employee publication
•   Schedule a celebration for your company and invite your United Way staff to recognize 

your success
•   Plan to attend United Way’s Campaign Finale with your team

tHank you!



Evaluate Your Campaign 
•   Determine strengths and weaknesses of your organization’s campaign
•   Conduct an overall assessment/evaluation of the campaign with your team and develop 

a written summary for next year’s Employee Campaign Coordinator.

p   Request New Hires packet and give to Human Resources Department for employees 

hired after the campaign

p   Tabulate the results and submit campaign reports to United Way

p   Give payroll deduction forms to payroll department, and make a copy for your United 

Way Campaign Envelope

p   Publicize campaign results

p   Conduct a “thank you” program for all contributors 

p   Conduct campaign evaluation with your team and develop a written summary for next year 

stEP 7:
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1.  how is United Way of the Big Bend governed?

A local, volunteer Board of Directors makes all policy decisions for United Way, 
while a professional staff administers the day-to-day operations, including 
measuring the impact of funded programs and reporting results. A volunteer 
Board of Directors, volunteer committees and approximately hundreds – all local 
– unpaid volunteers oversee the operations and help carry out policies for all 
major functions of United Way.

2.  how is United Way making sure my donation is well spent?

Investing in United Way is the best way to be certain that your dollars are well 
spent. More than 100 local, unpaid volunteers rigorously review programs for 
measurable results, financial stability and appropriate use of United Way funding. 
These volunteers study the most serious health and human service issues of our 
community and determine the best ways to make a meaningful impact on these 
problems. The issues facing today’s society are increasingly complex, requiring 
a coordinated community-wide response; your gift ensures that your crucial 
resources fund comprehensive solutions.

3.   What is United Way of the Big Bend’s relationship with United 
Way of america?

United Way of the Big Bend is a separate, local organization governed by a local, 
volunteer, Board of Directors. United Way of America is a service association to 
which local United Ways belong. Through this affiliation, United Way of the Big Bend 
receives services such as staff and volunteer training, data, campaign analysis, 
market and performance research, advertising, human resources assistance, and 
national campaign data and comparisons.

4.   I give to my church and several other local charities. Why should I 
give to United Way?

The local charities you support cannot address all the needs of our community. 
Giving to the United Way addresses our community’s most pressing health and 
social services needs. Many companies offer an employee match on the gift, so 
giving at the office is in some cases a way to double your gift. Payroll deduction 
offers convenience and an opportunity to spread the financial impact of your gift 
over a one-year time period.

Frequently Asked Questions (FAQs)



8.  Is my United Way contribution tax deductible?

Yes, the Internal Revenue Service has determined that United Way of the Big Bend is eligible to receive 
tax-deductible contributions under section 501(c) (3) of the Internal Revenue Code.

9. how do I find information about agency services when I need help?

Dial 2-1-1 for help at any time of day or night, seven days a week. 2-1-1 is a 24-hour information and 
referral help line that provides information and assistance to programs and services ranging from 
child and adolescent mental health counseling to emergency financial assistance.

10. What is United Way’s overhead?

United Way’s overhead calculation meets United Way of America Standards of Excellence and is 
consistent with not-for-profit reporting. This standard uses the IRS Form 990, giving donors and 
watchdog organizations easy access to reported data for increased comparability. Using this method, 
United Way’s overhead, based on the most recently filed Form 990 for fiscal year ended June 30, 
2018, is 17.5%.

11. What are my options for giving?

• Cash, Check or Credit
• Online
• Payroll deduction
• Multi-year pledge
• Make a gift from your Donor Advised Fund or Family Foundation
• Make a gift of Life Insurance
• Make an Endowment Gift 
• Make a Planned Gift

2928

5.  What are my choices for giving?

OPtIOn a: Community Impact fund 

Allow volunteers to distribute funds to meet the most critical needs in Franklin, 
Gadsden, Jefferson, Leon, Liberty, Madison, Taylor, and Wakulla counties.

OPtIOn B: Community Outcomes

HOusinG 
 Increase access to dependable housing, sustainable utilities, and safe local 
neighborhoods

EarlY lEarninG   
 Increase family access to steady, affordable, and quality child care and education

safEtY nEt 
Provide consistent safety net services during times of financial stress

aGinG WOrkfOrCE 
Equip workers with the resources to be financially stable for retirement

skills DEVElOPMEnt 
Promote educational attainment and develop necessary skills to meet future 
employment needs and secure self-sustaining jobs

6.  What is United Way’s policy against pressuring employees to give?

United Way of the Big Bend is against coercion. Its policy states that under no 
circumstances should an employee be threatened or coerced into contributing. 
Giving is a personal matter and a personal decision; whether people give and how 
much they choose to give is up to each individual. The purpose of United Way is 
to offer people an opportunity to help others through their giving. We hope you will 
contribute because you are able to and because you want to make a difference in 
our community.

7.  If I stop working, what happens to my pledge?

Should you stop working, your payroll deduction pledge stops too. Your pledge 
through United Way is made in good faith based upon your employment. You may 
fulfill the remainder of your pledge by writing a check, using a credit card or having 
United Way bill you directly. When you start a new job, ask to sign up for payroll 
deduction again or call United Way at 414-0844 for further details.Q
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NOTE: The Better Business Bureau’s Wise Giving Alliance suggests total fundraising costs not 
exceed 35 percent of total contributed income and that total fundraising and administrative 
costs not exceed 35 percent of total income. United Way of the Big Bend is pleased that our 
overhead costs fall well within this range.



tHank you!
Change
won’t happen
WiThoUT YoU

UniTeD WaY oF The Big BenD
307 e. Seventh avenue  l  tallahassee, FL  32303 

ph 850.414.0844  l  Fx 850.414.0852  l  www. uwbb.org


