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THANK YOU for joining United Way of Northern New Mexico 
as an Employee Campaign Coordinator.  Your leadership is 
essential as we build a better community. 

This guide has been designed to help you through the 
campaign planning process.  It will lead you through key 
steps, develop proven strategies and provide framework 
for success from start to finish.  We’ve also included “best 
practices” which have proven to work for other companies and 
organizations.  They were designed to spark your imagination 
as you create your own campaign.  Your efforts are very 
important.  You will lead your colleagues to invest in their 

community and help those in need throughout Northern New 
Mexico. 

Today, United Way strives to make sure children are ready 
to learn, families are safe and financially stable and 
seniors remain independent and active.  United Way and 
the thousands of people in this 
community who are helped by your 
workplace donations thank you 
for the lasting changes you are 
making. 

Kristy Ortega
Executive Director
United Way of Northern New Mexico

with a WORKPLACE CAMPAIGN

Thanks!
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WHY SHOULD WE DO A WORKPLACE CAMPAIGN?

You play a crucial role in the success of your company’s campaign, United Way and thousands of children, families and 
seniors in Northern New Mexico.
As an Employee Campaign Coordinator (ECC) you will lead the planning, implementation and evaluation of your campaign.  
To help you with this important role, our staff and this guide will walk you through the following 10 steps to a successful 
campaign.  
When you ask others to give it is vital that you understand United Way, believe in our mission and show your enthusiasm and 
support for our vision.

Mission:
To engage in human and financial resources to improve the quality of life of the people in 
the communities we serve in Northern New Mexico. 

WHAT IS A WORKPLACE CAMPAIGN?
Workplace campaigns are an organized effort to ask employees to contribute to local charitable organizations and programs 
that are working on making your community a better place to live.  These campaigns benefit many agencies, employees and 
the community by:

• Making it easy for employees to give - through payroll deductions, which are made over the course of the year. 
• Maximize the impact of giving - investing in the United Way Community Action Fund lets you make one investment that 

supports children, families, and seniors.
• Educating employees and organizations about community issues - allowing them to make informed decisions about 

giving.
• Ensuring that community charities get the support they need - someone you know has been helped by United Way.

Strong Businesses Make Strong Communities. Strong Communities Make Strong 
Businesses.
The community is dependent on your business and your business is dependent on the community. One does not exist without 
the other. Whether you’re a small business, large corporation, or a nonprofit, you can join over 1,400 local businesses and 
organizations that are making a difference through their workplace campaigns.

Benefits of a Workplace Campaign
Build Your Team
Engaging current and prospective employees in a community partnership strengthens staff retention, boosts morale and provides 
development opportunities.
Build Your Business
You can see increased sales and improved client relationships. A recent national study found that 70% of consumers are willing 
to pay more for products from socially responsible companies. (Corporate Social Responsibility Perceptions Survey 2010, PENN 
SCHOEN BERLAND)
Build Your Reputation
Community focus strengthens you as an industry and community leader with stakeholders, employees and customers.

YOUR ROLE AS THE CAMPAIGN COORDINATOR
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BECOME FAMILIAR WITH YOUR UNITED WAY CAMPAIGN

Once you have taken on the role of an ECC, your first step will be to familiarize yourself with United 
Way and your organization’s workplace campaign. Explore the opportunities for your organizations 
corporate match. This guide can help you.

Helpful Hints:
• Attend Employee Campaign Coordinator Training
• Regularly meet with your United Way staff, who will help you manage each step of your 

campaign
• Your United Way staff will help you review your company’s past giving, identify strengths and 

weaknesses, schedule campaign rallies and events, and bring you up to speed on United Way’s 
impact in our community. 

• Marketing Resources available to help you through the campaign include pledge forms, 
brochures, website, posters and much more.  See page 14.

1

ACHIEVE MANAGEMENT SUPPORT & INVOLVEMENT2
Having the support of your top management is an essential part of your United Way campaign.

Helpful Hints:
Schedule time for a United Way staff to meet with your top management.
Work with management to create a plan or campaign leadership succession.
Send a “Campaign Kickoff’ letter from your top manager/executive - this will set the tone for the 
campaign.
Ask your top management to speak at major campaign events - this will show visible support and 
leadership for your campaign. 
Ask top management to give a gift at the leadership level. See page 6
Ask management to support the United Way through a corporate gift or becoming a Cornerstone 
Company.  See page 8
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DEVELOP A STRONG CAMPAIGN TEAM
The number of committee members you recruit will vary based on the size of your company/organization.  
These people will help you run the campaign.

Helpful Hints:
Some roles to consider for your team:
•	 Campaign Chair - Top management often designates this individual.  May also function as the ECC.
•	 Campaign Leadership Chair - This person chairs the leadership campaign (see Step 5) and is 

responsible for soliciting gifts of $1,000 or more.  Generally a management figure, this individual 
should be a committed leadership donor as well

•	 Previous Employee Campaign Coordinator - If you are a new ECC, ask the previous ECC about 
last year’s planning process

•	 General Committee Members - Include representatives from all levels of your organization, 
including:

 • Labor - to bring information to union members, endorse the campaign and speak at group   
  sessions where union members are present.
 • Management - help bring information to the management team.
 • Human Resources - to assist in preparing employee rosters, personalizing pledge materials,   
  processing pledge forms and providing up-to-the-minute reports on money raised.
 • Marketing/Communications - to promote the campaign internally and externally.  Create fun   
            campaign events and rallies. 
 • Retirees - to coordinate the plan for approaching retired individuals for a donation.
 • Canvassers - to help ensure everyone is asked to give in every department and business branch.   
  While they do not need to be an active part of the core campaign committee, canvassers  
  are a valuable resource for ensuring every person is asked to consider making a gift. 

3

SET CLEAR GOALS
The most successful United Way campaigns have measurable goals.  Work with your United Way staff, 
analyze the results of last year’s campaign and set goals based on where you can make the greatest 
improvements. 

Helpful Hints:
• 100% knowledge of United Way - ensure everyone knows how United Way is helping better Northern New 

Mexico
• Increase Participation - the number of employees giving - and the average amount of their gifts. 
• Increase Gifts to the Community Action Fund
• Establish competition between departments or offices based on total dollars raised.
• Take campaign committee on tour of the agencies you are helping.
• Express appreciation immediately
• Invite United Way and agencies speakers to group meetings

4
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STRENGTHEN YOUR LEADERSHIP & TOCQUEVILLE GIVING

Tocqueville Society
United Way Tocqueville Society was founded to deepen the understanding, commitment and support of 
United Way’s most generous and community minded investors.  Membership in the Society is granted to 
individuals who invest $10,000 or more annually to United Way.  These philanthropists demonstrate an 
outstanding commitment to improving the quality of life in Northern New Mexico.

Leadership Investment
United Way Leadership Society values the outstanding generosity and commitment of individuals and 
organizations through their annual gift of $1,000 or more.  Leadership investors are an inspiration to 
others to invest in our community and create powerful results.

Leadership Investment Levels
Tocqueville Society $10,000+
Diamond $5,000 - $9,999 
Emerald $2,500 - $4,999
Ruby $1,500 - $2,499
Sapphire $1,000 - $1,499

Helpful Hints:
• Select a manager as Leadership Investment Chair.
• Set goals for Leadership and Tocqueville investment.
• Consult with payroll and develop a prospect list of management, current and past leadership 

investors.
• Ask top managers to host small, intimate functions to educate prospects on the unique benefits of 

leadership investments.
• United Way staff can assist you with lining up volunteer speakers who will educate the employees 

about leadership investing, and ask and encourage the employees to invest at the leadership level.

5

GEICO
Look for hidden talent among your employees.  A unique effort by GEICO employee 
and cyclist Lawrence Knight led to fantastic success.  He and his partner raised money 
for United Way for each mile they rode from San Diego to Tucson.  Results: $11,887 
more the previous year.  They were able to raise enough money to give 10 investors 
“Leadership” status. Success Story
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HOLD SUCCESSFUL EMPLOYEE MEETINGS6
Individuals who understand and experience United Way are more eager to get involved and invest in building 
a better community.  Find employees who are directly impacted by United Way’s effort in making a better 
community. Employee meetings are an ideal way to educate your coworkers about the importance of their 
investment in United Way and the Community Action Fund. 

Helpful Hints:
• Promote the campaign at least one week prior to the meeting/event
• Invite your United Way staff to speak at employee meetings - the most effective way to hold these meetings 

is to combine them with a regular staff meeting.
• Personalize pledge cards (name, department, etc.). 
• Be a role model.
• Use incentives to encourage attendance (food, giveaways, etc.). 
• Decorate the room in an imaginative way to make meetings fun.
• Distribute United Way brochures and material.
• Provide pens so employees can complete pledge cars at the meeting.
• Collect pledge cards immediately following the meeting.

For an outline of a sample agenda see page 16

MAKE THE ASK
It’s important that every employee be given the opportunity to hear about the United Way campaign and 
be asked for a contribution.  We know that the number one reason someone doesn’t give is because they 
weren’t asked.

Helpful Hints:
• Include top management/CEO “ask” letter with personalized pledge form.
• Personally distribute pledge forms at employee meetings.
• Educate employees on giving options: payroll deduction, credit card or stock sales. 
• Send “Did You Know?” emails.
• At regular intervals announce the percent of goal achieved.
• Remind employees about final deadlines and goals.
• Thank employees for their investments in our community. 

7
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Individuals may not have time to research where their charitable dollars would make the greatest impact.  
Or they may take a very careful approach to investing in the community.  When individual choose the 
Community Action Fund they are guaranteed experience, accountability, and effectiveness.

Helpful Hints:
• United Way supports a full range of services that children, families, and seniors in Northern New Mexico 

need to thrive.
• By giving to the Community Action Fund at United Way you can help improve the lives of your neighbors 

in need now.
• United Way invests your dollars in programs that have measurable strategies for getting to the root 

cause of problems and preventing them before they start.
• United Way encourages investors to give to the Community Action Fund in order to direct funds where 

they are needed most.
• United Way Community Partners are available to speak on a wide variety of topics during your group 

meetings. 

RECOMMEND COMMUNITY ACTION FUND INVESTMENTS 8

• Payroll deduction
• Credit card
• Cash or check

• Donation of stock 
or securities - Call 
505.662.0800 to facilitate

How to give:

INVEST IN THE NEEDS OF TODAY IN YOUR COMMUNITY                                                                                            
Community Action Fund investments stay in our community to tackle the current needs of the community.  Thanks to our 
Cornerstone Companies (listed below) the investments made into the Community Action Fund have no administrative fees.  This 
means,  100% of the investments in the Community Action Fund help the community

DO YOU WANT TO SEE YOUR INVESTMENT AT WORK?                                                                      
United Way of Northern New Mexico sees many heartwarming stories.  Our Community Partners are chalk full of passionate 
people.  We are grateful to have the opportunity to share these stories and the incredible people who are changing lives in our 
community.  Here are four ways to see the Community Action Fund at work:

Cornerstone 
COMPANIES

Facebook.com/UnitedWayNNM @UnitedWayNNM Stories to your 
inbox Sign up on  
website or UW 
representative
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WRAP UP YOUR CAMPAIGN

These hints will save time and ensure accuracy during the campaign results reporting process.

Helpful Hints:
• Determine how you will collect all pledge forms as well as check, cash and stock donations
• Train your campaign team on the pledge form collection process before the forms arrive at the central 

collection site.
• Have campaign representatives verify that each form has been completed accurately.
• Contact your United Way staff.
• Schedule a meeting to review and tally final totals.
• Especially note:
  Employee name
  Employee signature, if giving by payroll deduction or credit card.
  Total dollars pledged per year (this is extremely important)
  Incomplete pledge forms
• If a form is incomplete, the campaign representative should contact the employee.  Pledge forms 

cannot be processed without the above information.
• Contact your United Way staff for pick-up to ensure timely payment deductions.
• Complete the campaign report envelops - example on page 17
• Submit the company copy of each pledge form to your payroll department.

How to Fill Out Report Envelopes:
• Ask for report envelopes from your United Way staff.
• Group pledges according to method of payment.
• Fill in the information requested on the faces of the envelopes.
• Sign and seal the envelopes.

9

Dillard’s doubled their participation by opening this 
campaign to employees and consumers to “drop their 
change” in a fish bowl.  When the money was all counted 
there was more than $3,000 in the fish bowl alone.Success Story



10  |   LIVE UNITED™

SAY “THANK YOU”10
“Thank You” - Those two simple words not only show appreciation but also set the tone for year-round 
communication and next year’s campaign.  There are many ways to thank your fellow employees, 
including a personal thank you or a small gift of appreciation.

Helpful Hints:
• Post photos of employees participating in campaign events on bulletin boards. 
• Organize a tour of United Way Community Partners to see the impact your organization is making 

with your workplace campaign.
• Put a thank you message in your company’s in-house newsletter to let employees know their 

contributions are appreciated.
• Announce campaign results through newsletters, email, voicemail, or memo.
• Sponsor a breakfast, luncheon, build your own sundae bar or reception to thank campaign 

participants.
• Distribute company pens, mugs, certificates, awards, buttons or notepads to volunteers and 

contributors.
• Send a personalized thank you letter.
• Wrap up your campaign in a meaningful, creative way that falls within your budgetary means.  A 

recognition event can be as simple as an “all employee meeting” or could be as elaborate as a 
hosted lunch or dinner.

Rick Engineering’s senior management visibly 
supported the campaign in fun ways that involved 
all their employees.  The managers hosted a catered 
onsite luncheon on Campaign Rally Day.  Employees 
enjoyed a wonderful meal together and participated 
in games in which they won prizes.  Anyone unable 
to attend the luncheon was treated to breakfast with 
games the following day.

Success Story



Helpful Hints:
Go for the Gold
Conduct your own Olympic Games in your office.  Employees compete in friendly competitions such as 
a water balloon toss or wastebasket free throw contest.  All employees who invest in United Way could 
receive a gold medal or departments with the most participation receive the gold medal grand prize 
(vacation time, tickets to a sporting event, etc.).

Dare to Care
Set daily employee pledge goals based on participation or total dollars raised.  Enlist executives to 
compete in challenges as an inspiration to meet or exceed each day’s goal.  Executive dares can include 
revealing details of an embarrassing moment, coming to work dressed as a comical person or character, 
serving the staff breakfast or completing 25 push ups.  Give away prizes to any employee who attempts 
the dare to invest in United Way.

United Way OO7
Go in hot pursuit of a cool million!  Create a detective theme with posters depicting social problems that 
need to be solved.  Give clues to employees in the form of riddles.  Each clue has a fact about United Way 
or Community Partners.

Wild West
Hang WANTED posters around the building with pictures of employees.  Set up a saloon and offer root 
beer floats. 

Ideas 
Choose a Campaign Theme
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Ideas 
Schedule Special Events

Below are successful and fun campaign activities from several United Ways across the country

NASCAR Racing
Start your engines!  Have managers dress up as NASCAR drivers and enter the kickoff meeting on 
scooters.  Give employees pit passes and auction NASCAR merchandise.

Putt - Putt Tournament
Set up a miniature golf course throughout the office.  Have various departments design each hole, using 
United Way information and materials.  Monetary donations are received through “green fees” and 
“mulligans.”  Employee teams compete for prizes.

Oh Baby!
Post baby pictures of managers and have employees identify the babies.  The employee with the most 
correct matches wins a prize. 

Silent Auction
Silent Auctions are the most effective, fun, and easy type of auction.  Have staff auction off services, 
such as washing someone’s car in the parking lot, cooking three-course meal or any crafts the talented 
staff can donate.  Also, have executives auction off their parking spaces. 

Theme Baskets
Each department with your company sponsors a theme basket (golf, chocolate, day of pampering, etc.) by 
purchasing products to fill it.  The baskets are then auctioned off.

Chili Cook-off
Employees cook their favorite chili recipe to be judged by co-workers.  Create a cookbook containing all of 
the recipes and give a copy to each investor. 

Coffee Stand
Offer a coffee stand during a company meeting in the morning. Remind employees how much a lattes 
and coffees cost.  Give examples of what giving up one cup of coffee, soda, or candy bar a day can do 
for a person in need.  Ask if they can invest that same amount (or more) each week into their community 
through the United Way.
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• Sleep-in-late awards
• Gift certificates
• Prime parking spaces
• Paid time-off
• Pizza Party
• Open soda and snack machines
• Corporate clothing
• Free oil changes
• Casual Friday’s year-round
• Free dinner catering
• Use of company car

• Tickets to a sporting event
• Airline tickets
• Call in “well” day
• Free hotel stay
• Shares of company stock
• Computers - new or gently used
• Lottery tickets or movie passes
• Cocktail or lunch with CEO
• United Way items
• Breakfast for department with best results

Ideas 
Prizes & Incentives

There are many different prizes to award employees for participation in campaign events.  Not every prize has 
to be huge - people like to be recognized no matter what the prize.  Even if your campaign budget is small, you 
have access to great prizes.  Vacation days, extended lunch hours and donated items from places with which 
you conduct business are great ways to offer incentives without spending money.

Helpful Hints:

Promote Your Campaign
Prior to and throughout your campaign, you should have a strategy for keeping the campaign and its key 
messages in front of employees.  Consider the following ways to promote your campaign:

• Article in your company newsletter or on your internet site before campaign starts.
• Send an email that shares United Way success stories.
• Campaign poster in employee lunchroom.
• Pledge reminders in paycheck envelopes.
• Involving your customers?  Let media outlets know. Great marketing opportunities.
• Set up an employee team to participate in a Day of Caring work project.
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Ideas 
United Way Marketing Resources

• Balloons
• Banners
• Buttons
• Campaign Video
• Lapel Pins
• NFL Schedules

• Posters
• Stickers
• United Way Product 

Catalogs
• United Way Folders
• Website

General Supplies

• Community Action Fund
• Annual Review
• Days of Caring
• Domestic Violence Safe Card
• Earned Income Tax Credit
• 2-1-1 - Assistance Hotline
• A literacy guide for kids

Brochures

• Annual Review
• Calendar of Events
• Community Action Fund Stories
• Photos
• Pledge Forms
• United Way Logo
• United Way Website

Online Materials

• Designation Forms
• Pledge Forms
• Report Envelopes

Reporting Forms

Educate Employees
Getting to get employees to participate might seem like a big task.  As they learn more about United Way and 
how it impacts the community they will become more open to investing and learning more.  The United Way 
staff is here to help.  We will attend your employee meetings accompanied with guests who will tell their story 
and emphasize the importance of investing.

United Way Days of Caring
Looking for a great team building experience for your staff?  Think that a day out of the office completing a 
service project will build morale for your company team?  Look no further!  Your company’s one day of service 
can make a lasting impact on our community while developing leadership and team skills.  Join volunteer 
teams across Northern New Mexico working together to build a better community.

Every October, Days of Caring connects volunteers with local non-profit groups to complete projects that may 
not otherwise get done.  The unique event gives employees an opportunity to spend their workday on volunteer 
projects that make a significant difference in the lives of children, families and seniors.  Participants get a 
first-hand view of the needs in the community and how they can make a difference in just a few hours. 
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6-8 weeks before kickoff
• Meet with CEO/Top manager to obtain commitment to endorse the campaign.
• Appoint internal campaign committee.
 
4-6 weeks before kickoff
• Meet with United Way Staff.
• Analyze last year’s campaign strategy and results.
• Determine campaign goal.
• Establish campaign timetable.
• Obtain CEO/Top manager letter endorsing the campaign.
• Conduct planning meeting with campaign committee.
• Recruit campaign representatives.
 
2-4 weeks before kickoff
• Train campaign team members and assign tasks.
• Assure that all campaign supplies have been delivered
 
1 week before kickoff
• Begin campaign promotion
 
Week(s) of campaign kickoff
• Send CEO/Top Manager’s letter endorsing the campaign to all employees.
• Hold an organization-wide kickoff event to build enthusiasm for the campaign.
• Participate in Days of Caring
• Conduct employee education
• Report to campaign team and employees on progress
 
Close of campaign
• Announce final report to employees and thank them.
• Distribute CEO/Top manager’s thank you letter or conduct thank you event.
• Recognize and thank your campaign team.
• Prepare a written evaluation and recommendation for CEO/Top manager and ECC for the next year.
• Submit final results and report to United Way staff. 

Planning
Campaign Timeline
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Campaign Timeline
Planning 

Meeting Agenda
Welcome (Two Minutes)
• Welcome your audience - having snacks is a good thing!
 
Community Action Fund Presentation (Five Minutes)
• Introduce United Way staff and Community Partners
If you are doing meeting without United Way staff
• Give a brief presentation about the importance of supporting our community through United Way’s 

Community Action Fund.

Video (Three Minutes) - if available
• Introduce and show campaign video
 
Deadlines/Guidelines (Three Minutes)
• Emphasize deadlines for returning pledge forms.
• ASK those attending to give. Mention giving guidelines such as one hour’s pay per month or one 

percent of their annual salary.
• Make sure everyone knows about the Leadership Society program. (See page 6)
• Have pledge forms available. 
 
Q & A and Thank you (Two Minutes)
• Be prepared to answer questions
• THANK the audience for their attendance and for their investments.
 
One on One Approach
• Think about employee’s interests.
• Explain how United Way is meeting the needs of employees.
• Schedule a convenient time to meet.
• Explain giving forms and choices.
• Explain why you give. 
• Share information about the issues facing our community.
• Ask for a generous gift.
• Say “Thank You!”
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FORM EXAMPLES

Campaign Report Envelope

Pledge form

*Payroll deduction forms are normally handled by your Human Resources Department.  Please contact your United Way staff if you 
need a sample payroll deduction form.

“We make a living by 
what we get, but we 
make a life by what 
we give.”
 ~Winston Churchill
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NOTES AND BRAINSTORMING IDEAS

Success Story

Workplace Campaigns can be a great tool to increase company morale, get more involved with the community, and help 
make your community a great place to live.  Getting the right mix of people and activities together can make a huge 
difference in your campaign.  United Way staff is here to help you grow your campaigns. Utilize them.  They can help you 
through challenges, provide you resources, and support your campaign when it is needed most. 

Use questions like these to think through your planning process:
• What are our company’s goals for philanthropy and community reinvestment?  How can we utilize United Way to align 

with these goals?
• Who in the workplace is full of energy and well-liked by a lot of people?  How can I get them to be on the campaign 

committee?
• Who in the workplace has used United Way or United Way Community Partner services?  How can I get them to tell their 

story to more people around the workplace?
• What are some things that our employees really value?  Can I use these as incentives to get them to participate in our 

campaign?
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