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CAMPAIGN GUIDE

Lead UNITED

LIVE UNITED

Put opportunity in the hands of all North Texans.
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Welcome

TO THE TEAM
Thank you in advance for your efforts – this guide will provide the basic
principles of running a successful campaign.
By agreeing to lead your company’s workplace campaign, you join a passionate
group of change-seekers and trailblazers creating lasting change in North Texas.
Our partners on the ground leading the employee giving campaign are the key
to success. You are a frontline volunteer who raises awareness about the vital
role United Way of Metropolitan Dallas plays in the community. Together with
passionate supporters like you, we’re leading the charge to improve education,
income and health – the building blocks of opportunity for all North Texans.
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WE’RE ON A MISSION
We believe in the power of unity to create lasting
change. Together, we put opportunity in the
hands of more than one million North Texans
each year. United Way of Metropolitan Dallas is
leading the charge to improve education, income
and health — the building blocks of opportunity.
Together, we...

Education

Ensure more students
graduate ready to succeed.

Income

Enable more families to
become financially stable.

Health

Give people the tools to lead
healthy, productive lives.

HOW WE DO IT
We use our resources and networks to bring the
best people, ideas and projects together to create
opportunities for all North Texans. We foster social
innovation, mobilize volunteers, drive business
participation and spur the public and lawmakers
to act for the common good.
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Your United Way Relationship Manager is prepared to help make sure your campaign is
a success. We’re always available to help through every stage of the campaign–don’t
hesitate to reach out at any time.

6

KEY QUESTIONS
PRE-CAMPAIGN

MID-CAMPAIGN

• Who will help run your workplace campaign?

• How are you progressing towards your goal?

• How will you learn about United Way?

• Are you facing any unexpected challenges with your
campaign? How can your United Way Relationship
Manager help?

• What do your colleagues enjoy about your annual
United Way campaign? How can you ensure your
campaign is fun, informative and impactful?
• When is the best time to run your campaign? 1-2
weeks is recommended, plus planning time.
• Would you like to arrange for a United Way speaker at
your kick-off?
• Is your workplace interested in participating in a
volunteer event?
• Are there employees in your workplace who should
receive Giving Society information or touch points to
encourage new and renewal donations?

• Have you encountered any individuals who want more
information about United Way or have questions you
were unable to address?

CAMPAIGN WRAP-UP
• How can your campaign Relationship Manager assist
with calculating and remitting your campaign results?
• Would you like to give out Thank You certificates to the
campaign team, executive supporters, volunteers, etc.?

• Will your organization be giving a corporate gift?
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CAMPAIGN TIMELINE AND CHECKLIST
Below is a timleine to help guide you through the planning and activation of the campaign, but you’re not on your
own! Your United Way Relationship Manager will help you tailor this timeline to fit your company’s campaign goals.

12
WEEKS
Plan campaign with United Way
Determine dates, length, locations
and fundraising goals
Meet with a previous Employee
Campaign Coordinator and team to
review challenges and successes
Finalize your campaign team and

10
WEEKS
Recruit additional campaign
committee members
Brief senior executive
leadership and choose
Giving Society Ambassadors
Begin regular United Way
team meetings

volunteer structure

4
WEEKS
Train Campaign Ambassadors by

Host Tocqueville Society

business units; one Ambassador

campaign event

to 25 employees
Tell the United Way story through
articles on your intranet site
Plan and recruit volunteers for
Days of Impact projects
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2
WEEKS

Ask Tocqueville Ambassador
to follow up with prospects
Train Campaign Ambassadors

8
WEEKS

6
WEEKS

Configure United Way’s digital

Develop communication plan,

giving platform

campaign posters, web messages

Develop giving society strategy,
identify prospects and set events
Develop theme and calendar of
events with your United Way team

and other communication
Develop volunteer training schedule,
meeting agendas and materials
Plan your events and Days of Impact

Set the fundraising goal

LAUNCH
Host general employee kickoff event
Deploy Ambassadors to talk about United Way with staff
and ask them to consider participating

1
WEEK
Host Leadership, Builders and
Emerging Leaders campaign events
Ask Leadership Ambassador and
Emerging Leaders Ambassador to
follow up with prospects

Send initial pledge email and reminders
Share daily campaign tracking report
Host business unit events to raise awareness and
increase participation
Continue employee education meetings with United Way

POST CAMPAIGN
Celebrate results
Report to United Way
Thank donors and volunteers
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RECRUIT YOUR TEAM
A thoughtfully assembled team of campaign volunteers will increase the success of your campaign and make
your job easier. The size of your team depends on the size of your organization. The following list of titles and
responsibilities are suggested roles each team member can play in your overall success. And don’t forget to
include your United Way team.

CAMPAIGN CHAIR
• Supports the campaign

EMPLOYEE CAMPAIGN COORDINATOR SUCCESSOR
• Provides primary backup to ECC and prepares to
serve as ECC next year

• Adds Executive Leadership to the campaign
• Endorses Tocqueville Society, Builders Society,
Leadership Society and Emerging Leaders campaigns
• Selects Employee Campaign Coordinator, Campaign
Co-Chair, Tocqueville Ambassador, Builders
Ambassador, Leadership Ambassador and Emerging
Leaders Ambassador
• Increases corporate gift

TOCQUEVILLE AMBASSADOR
• Provides executive sponsorship of the Tocqueville
Society campaign, consisting of those donors giving
$10,000
• Assists ECC with communication to current and
prospective Tocqueville Society members

LEADERSHIP AMBASSADOR

• Develops campaign timeline with United Way team

• Coordinates both Builders and Leadership Society
giving campaigns, consisting of those donors giving
$2,500 and $1,000 respectively

• Serves as liaison between campaign committee and
United Way staff

• Assists ECC with communication to current and
prospective Builders and Leadership Society donors

EMPLOYEE CAMPAIGN COORDINATOR (ECC)

• Coordinates execution of overall campaign plan
• Arranges campaign meetings and trainings

EMERGING LEADERS AMBASSADOR
• Coordinates Emerging Leaders giving campaign,
consisting of donors 35 and younger giving $250

• Monitors and reports results

COMMUNICATIONS COORDINATOR
• Develops campaign communication timeline

• Assists ECC with communication to current and
prospective Emerging Leaders donors

CAMPAIGN AMBASSADORS

• Works with the United Way team to develop talking
points, kickoff reminder and thank you messages

• Connects one-to-one with employees. The ideal ratio
is one Ambassador to 25 employees

• Identifies internal opportunities for year-round United
Way communications

• Choose veteran employees, well-respected new
employees and/or emerging leaders

10

10 EASY STEPS TO A SUCCESSFUL CAMPAIGN
STEP 1

STEP 6

Meet with your United Way Relationship Manager to
review past campaign results.

Build excitement with campaign materials and videos.
Communicate campaign timelines and information to
everyone in your workplace.

STEP 2
Assemble a team to help you plan your campaign. Meet
with them to clarify expectations and responsibilities.

STEP 3
As a team, set an attainable fundraising and
participation goal.

STEP 4
Meet to brainstorm what strategies you will use to
reach your goals.

STEP 5
Decide how you will accept donations online and
educate your colleagues about all of the giving
options–your United Way Relationship Manager can
help you decide which option is best for your company.

STEP 7
Hold events to share information on the issues facing our
community and how United Way is positively impacting
North Texans. Schedule a company volunteer event for
employees to feel the impact of their giving.

STEP 8
Have campaign members connect directly with
colleagues to ask for gifts. For the best results,
where possible, encourage a one-to-one, peer-to-peer
donation request strategy.

STEP 9
Report and remit campaign results to United Way–
your Relationship Manager can help guide you
through this process.

STEP 10
Thank volunteers, colleagues, senior leaders and
vendors for their participation and for helping you to
reach your goals.

THERE’S EVEN MORE ONLINE.
Visit UnitedWayDallas.org/Workplace-Campaign for
additional information and resources on how to plan
your campaign including:
• Inspiring stories about the work of United Way
in our community.
• United Way videos to motivate your colleagues.
• Information on the impact of your donation.
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CAMPAIGN TASKS
PLAN
• Learn about United Way and Campaign Best Practices.
• Utilize your United Way Relationship Manager(s)
and fellow team member(s) to help customize
your campaign.

WRAP UP
• Announce your achievement and reiterate the
gifts’ impact.
• Thank donors and volunteers.
• Award prizes.

• Plan a short campaign to keep excitement and
momentum high.

• Provide information about tax benefits.

• Create a communications plan; identify and
communicate key dates and timelines.

• Remit final campaign results form to United Way
of Metropolitan Dallas.

• Identify Giving Society targets (gifts of $1,000+).
• Ensure senior management and employee availability
or leverage an existing meeting for a kick-off event.
• Plan team challenges to encourage increased
participation.

EXECUTE
• Distribute/email on the same day as your campaign
kick-off.
• Inform employees about the impact of United Way in
the community.
• Encourage employees to give early with incentives like
an early bird raffle or reward.
• Set a deadline to donate/send follow-up emails via
online tool.
• Run special events throughout the campaign.
• Make one-to-one solicitations (as needed) to provide
more information and/or clarify any questions.
• Run team challenges to encourage increased
participation.
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CAMPAIGN RESOURCES
United Way of Metropolitan Dallas has many resources
that you can use during your campaign. Take a few
minutes to review these with your Relationship Manager
and identify which can be leveraged to help achieve your
campaign goals.

FOR EVENTS AND ACTIVITIES
• Provide videos—campaign videos, speaker videos,
thank you videos

FOR EMAILS, LETTERS AND SPEECHES TO ASK FOR
SUPPORT AND TO THANK
• Create key messages, stories and fact sheets about
the work United Way does in the community
• Develop donor impact statements
• Create annual reports

FOR SUPPORT WITH YOUR COMMUNICATIONS PLAN
• Develop communication strategies
• Provide donor information brochures
• Create posters
• Provide communication tips
• Find out what inspires you about the work of
United Way
• Use stories to create a personal connection to the
impact of United Way and include key messages when
asking for gifts
• Choose themes and content that will inspire your
audience and move them to action
• Share information using existing and effective
methods of communication to reach your colleagues

• Use United Way templates for emails, letters and
presentations
• Use United Way created logo and banners
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BEST PRACTICES
KICK-OFF EVENT

BUILD AWARENESS
OF UNITED WAY

EARLY BIRD INCENTIVES

COMMUNICATIONS

EVENTS

RECOGNITION
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• Plan a pep rally breakfast or pizza lunch.
• Have a senior executive attend and speak at the event.
• Show a United Way speaker video to demonstrate impact of donations.
• Show a campaign video, available on the United Way website.
• Distribute donor information and any printed campaign materials.
• Share the Annual Report and other communication tools available on the United Way
website.
• Popular prizes include a day off with pay, rewards, or raffles for unique experiences.
Check with your HR department for approvals.
• Consolidate and coordinate outgoing communications to avoid overwhelming
employees.
• Promote your corporate match and other incentives to increase contributions.
• Face-to-face encouragement is always better than email and can be done individually or
in a group. People give to people.
• Host events after campaign is launched and donation options have been clearly
communicated.
• Popular events include dress-down days, potluck lunches, silent auctions, and bake
sales. Connect with your United Way Relationship Manager for more ideas.
• Use channels that are effective in your workplace (i.e., parties, gifts, letters, email,
presentations, newsletter articles, etc.).
• Customize your message to each audience.
• Include campaign results and reiterate impact of gifts.

FREQUENTLY ASKED QUESTIONS

HOW LONG SHOULD OUR
WORKPLACE CAMPAIGN RUN?
The average campaign runs for one
or two weeks. Longer campaigns
often take up additional time and
resources for both the ECC and
employees. One to two weeks
is sufficient to kick off your
campaign, get the message out
effectively, and make your ask
without overburdening staff. An
exception could be if you are the
ECC at a very large company, or
multi-site company.

WHEN SHOULD OUR
WORKPLACE CAMPAIGN
TAKE PLACE?
Most campaigns take place
between July and November, but
they can happen at a time that is
best suited to your organization.

HOW CAN EMPLOYEES GIVE?
United Way offers a number
of options, including payroll
deduction, credit card and stock.
Please connect with your United
Way team.

ARE DONATIONS TO UNITED
WAY TAX DEDUCTIBLE?

WHEN DOES PAYROLL
DEDUCTION START?

Yes. For additional information,
please visit UnitedWayDallas.org.

Payroll deduction usually runs from
January 1 through December 31.
However, United Way does not set
your payroll schedule; it is a company
decision.

CAN EMPLOYEES DESIGNATE
THEIR DONATION?
As a service to donors, we make it
possible to specify a program to
receive your donation. However,
the direct investment of your
philanthropic dollars to United
Way goes further to strengthen
education, income, and health—the
building blocks of opportunity—in
North Texas.
Programs are chosen by
experienced Impact Grant Panel
volunteers made up of community
members and experts from local
philanthropic organizations who
are in touch with the needs of our
community.
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Make a direct and clear request for donations–it’s simple but it works. Once you’ve
asked employees to donate, inspire action by sharing how their contributions
will impact our community. Inform employees about the work of United Way of
Metropolitan Dallas and how your campaign will help put opportunity in the hands
of all North Texans.
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ASKING FOR DONATIONS AND
INSPIRING EMPLOYEES TO GIVE ARE
THE MOST IMPORTANT STEPS
Asking for donations is crucial to the success
of your employee campaign. It is also critical to
explain that donors have two ways to contribute.
• Donating directly to United Way provides the
greatest benefit to all North Texans. These
contributions help improve education, income
and health in our community through United
Way grants and investments in innovative
social programs.
• As a community service, United Way also
provides the option for donors to choose
specific service providers to receive their
donation.

TIPS
• Start at the top — ask company leadership
to set the example by making contributions
early.
• Remember to include off-site and remote
employees and create options for online
meetings.
• Highlight corporate support, including
programs that match employee
contributions.
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GIVING SOCIETIES
When asking for donations, remember that United Way
Giving Societies are a way for employees to extend their
impact and deepen their engagement with our work. Based
on their giving level, employees can join the following Giving
Societies and take part in meaningful year-round events,
volunteer opportunities and engagement.

UNITED WAY GIVING SOCIETIES
• Tocqueville Society ($10,000+)
• Builders Society presented by Vistra ($2,500+)
• Leadership Society ($1,000+)
• Emerging Leaders (35 and under, $250+)

RETIREE CAMPAIGNS
Retiree campaigns help keep retired employees feeling connected to the company. Many who have contributed in the past
have a desire to continue participating.
The most successful retiree campaigns are easy to run and simply involve engaging a prominent retired person from the
organization to reach out and ask the retiree network to participate. Including retirees as a part of your campaign can
provide an added source or revenue, volunteers and enthusiasm.

Tips for Success
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•

Select Giving Society and Retiree Chairs that are highly recognized and
respected in your organization.

•

Connect chairs with your United Way Relationship Manager to help them review
resources and deploy and effective outreach plan.

•

Set a plan that includes giving society and retiree campaign goals – both
financial and participation

•

Identify existing events where you can include the United Way campaign on the
agenda, or plan independent gatherings with target contributors to inspire giving.

•

Plan for follow-up by the giving society, retiree and campaign chairs.

•

Report results and ensure that giving society and retiree donors receive
appropriate thanks and recognition for their contributions.

VOLUNTEER OPPORTUNITIES
DAYS OF IMPACT
A United Way Day of Impact is a volunteer project that
provides the opportunity to strengthen your team and the
community through impactful experiences. Thanks to
corporations and individuals dedicated to these projects,
we work to achieve long-term results that help our
community thrive.

HOW DOES A DAY OF IMPACT WORK?
• Submit a request for a Day of Impact at
UnitedWayDallas.org/dayofimpact.
• An engagement team member will reach out to you
within 1-2 business days following your submission.
• United Way uses your interests and requirements to
identify the right project for your group.
• You receive a calendar hold containing project details,
contacts, and a custom registration link.
• A United Way team member will join you on the day of
your project to ensure your experience is successful.

DAY OF IMPACT FEATURES
• Use the registration link to capture data and track
hours and economic impact.
• We communicate between service provider and
company to arrange logistics.
• Event signage, check in, and refreshments as needed
are provided.
• Volunteer opportunities for groups of 10 to 1,500
people in one place.
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Thanking everyone involved, from those who donated to those who helped
implement the campaign, cannot be overemphasized and goes a long way to
ensure their long-term support.
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There are two great ways to thank donors:
THROUGH UNITED WAY
•

Share donor details with United Way so we can
thank them individually and show how their gift
is making an impact in our community.

•

Donors who gave at the Tocqueville, Builders,
Leadership and Emerging Leaders giving
levels are eligible for membership in United
Way Giving Societies.

•

It’s important to provide your United Way
team with these donors’ contact information
so they can receive ongoing news about the
exciting events, networking activities and
rewarding volunteer opportunities for which
they qualify.

THROUGH THE WORKPLACE CAMPAIGN
•

Place campaign thank you posters around
your workplace.

•

Send thank you letters or e-cards from your
CEO, Campaign Chair, Campaign Co-Chair,
ECC, Tocqueville Ambassador, Leadership
Ambassador and Emerging Leaders
Ambassador.

•

Highlight givers of a certain level in a public
space.

•

Host an event for donors who give at a
certain level.

•

Give a special gift or host a special reception
for campaign team leaders and your
campaign committee.

•

Publicize results via your company
newsletter, email or intranet.

•

Celebrate your success!
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REPORTING RESULTS
Timely reporting of campaign results is an important part of wrapping up your United Way campaign.
• Throughout the campaign, collect all checks, pledge
cards and other gift information.
• Keep special event donations separate from
individual contributions.

• If you don’t use our paper pledge forms or the
giving tool online, provide your United Way team
with donor details—names, emails, addresses and
donation amounts—for tax purposes, recognition and
membership in Giving Societies.

• Where possible, proof paper pledge forms submitted
by donors to make sure they are filled out correctly.

• Schedule a time with your United Way team to pick
up campaign results.

PLAN FOR NEXT YEAR
Getting an early start on next year’s campaign
allows you the opportunity to execute an even more
successful campaign.

GET A HEAD START
• Gather feedback about the campaign from
senior leadership, campaign committee and
the United Way team.
• Leave notes and resources for volunteers to
use next year.
• Identify next year’s ECC and have them plan to
attend future Partner Workshops.
• Implement a new-hire program to give new
employees the opportunity to contribute when
they join the company.
• Work with United Way to participate in year-round
individual or group volunteer events.
• Implement a year-round communications program
that shares the impact of United Way’s work in
the community with your employees and offers
opportunities to get involved beyond the campaign.
22
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