
THIS CAMPAIGN CABINET 
WILL MAKE EASTERN 
MAINE  A HEALTHIER 
COMMUNITY. THAT’S

HOW WE LIVE UNITED.

I DON’T JUST WEAR THE SHIRT. I LIVE IT.

2011 
toolkit



As an Employee Campaign Manager (ECM), you are the critical link between United 
Way and the people you work with every day. You are helping us make our community 
stronger. This guide contains useful information that will help you run a campaign 
that will maximize the potential of your company and enable you to answer questions 
others may have about United Way.

At United Way, we are about making Eastern Maine a place where all individuals and 
families thrive. We know that it takes all of us working together to make that happen. 
Thank you for taking on this important role. Here’s to you and your partnership with 
United Way of Eastern Maine.

You LIVE UNITED when you
GIVE, ADVOCATE and VOLUNTEER
to strengthen our community.

As an Employee Campaign Manager, you do all three — THANK YOU!
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GIVE
what you can
to give people a chance
at independence.

ADVOCATE
by staying informed.
Inform others.
Speak out and be heard.

VOLUNTEER
an hour. An afternoon.
Give a part of yourself
to make change.

ONGOING SUPPORT
Your United Way will guide and assist you with all your campaign needs and keep you informed 
about community issues and successes throughout the year.

WHAT DOES AN ECM DO?
• Work closely with your United Way to create a campaign strategy
• Assemble a campaign committee of ambassadors that represent all levels of your organization
• Hold a campaign kickoff/rally
• Distribute United Way materials and pledge forms to colleagues
• Prepare and submit completed pledge forms to your United Way representative
• Evaluate your campaign and make recommendations for next year

TIP: Provide training for your entire committee before kickoff. Successful asks require 
knowledgeable ambassadors who are comfortable asking for a pledge and talking about United 
Way.  We are available to help with these trainings!

BENEFITS TO YOU AS AN ECM 
• Showcase your leadership and project management skills 
• Network with colleagues at various levels of your organization 
• Personally play a role in helping your community
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Campaign goals
DETERMINE YOUR CAMPAIGN GOALS
The best campaigns have measurable goals. 
Examples of goals:
• Increase participation (the number of employees giving)
• Increase the number of leadership givers (donors who give $1,000 or more)
• Increase overall employee giving (the total amount raised by employees)
• 100 percent education (every employee learns about United Way and how, together, we are making an 

impact in our community)

Sample agenda for kickoff/rally
The best campaigns are brief and goal-oriented and start with something fun! 

SAMPLE KICKOFF/RALLY AGENDA
• Welcome participants 
• Tell “How I LIVE UNITED” stories
• Talk about advancing the “common good” in whatever language strikes your employees and how together 

we’re working towards a better community for all. This means that your companies support in United Way 
means we all win!

• Invite United Way staff and/or Agency speakers to your kickoff to learn more about United Way
• Give a community impact report (education, income, and health) — United Way speaker
• Thank past leadership givers, thank all past givers!
• Show the 2011 campaign video
• Make the ask — distribute pledge forms or launch electronic pledge campaign
• Play music that will inspire and excite employees during the event



Sample timeline
TIMELINE OF A TYPICAL CAMPAIGN
Pre-campaign (2 weeks – 1 month)
1. Attend an ECM Training
2. Hold planning meetings with…

a. Your United Way representative
• Review past results and develop a strategy
• Discuss employee pledging options

b. Your CEO or senior management – As ECM, your most important step is to work with your CEO to 
establish a top-level team and enlist their personal support in the campaign. Support from the top 
demonstrates your company’s firm commitment to the campaign and to changing lives 
• Set campaign dates
• Secure a letter of endorsement from your CEO
• Obtain the corporate gift commitment
• Set dollar and/or participation goals
• Create a plan for leadership giving

3. Recruit ambassadors and committee members
• Select individuals from different areas and levels so that you can reach everyone during the 

campaign
• Have your United Way representative train the committee members

4. Send a letter to employees from your CEO or senior management endorsing the campaign and      
           inviting them to participate
5. Schedule meetings to educate employees

• Request speakers from United Way for each meeting
• Publicize the meetings; make them fun and educational

Campaign timeline
Campaign time
1. Hold a fun kickoff event
2. Hold a special fundraising event (examples include jeans day, chili cookoffs and car washes)
3. Keep your United Way representative informed and involved regarding the campaign status
4. Hold a leadership giving event
5. Have ambassadors follow up with individuals or small groups
6. Use e-mail, voicemail, posters, etc., to distribute United Way information
7. Collect pledge forms and prepare them for your United Way representative

• Make sure your payroll department retains the employer copy to ensure payroll deductions

Post-campaign
1. Announce the close of your campaign and your campaign results
2. Thank employees with a victory celebration, e-mail or letter
3. Pick a successor and notify your United Way representative
4. Plan for year-round engagement
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Seven Steps for a 
Successful Campaign

1. INVOLVE YOUR CEO
• Ask company leadership for consistent and visible management support of the 

campaign. These leaders should speak at major campaign events, including kick-off 
celebrations, leadership events and the closing of the campaign 

• Coordinate with company leadership to establish a company match of employee 
contributions

2. RECRUIT YOUR TEAM
• Recruit a strong, diverse campaign team with co-workers throughout your 

organization 
• Organize your team; your United Way contact will assist you with the training 

3. PLAN A FUN CAMPAIGN. MAKE IT A WINNER!
• Looking at last year’s totals, set clear goals with dollar and participation increases
• Meet with your United Way contact to plan and customize your campaign
• Visit www.unitedwayem.org - click on Campaign Central

4. CREATE AWARENESS, ENERGY, AND PASSION
• Connect people with the issues that are most important to them.
• Conduct fun, educational rallies and events to educate people on the programs 

United Way supports
• Plan a smaller, more targeted event for current and prospective leadership givers

5. PUT YOUR PLAN INTO ACTION - ASK! 
• Ask everyone to contribute and make sure everyone has an opportunity to give 
• Eliminate the number one reason people do not give — no one ever asked 

6. WRAP UP. RECOGNIZE SUCCESS. SAY THANK YOU!
• Schedule a celebration event as a way to say thank you to donors and campaign 

assistants
• Include a thank you message in your company newsletter or on your intranet

7. KEEP THE BALL ROLLING. PLAN FOR NEXT YEAR!
• Empower others to feel a part of the larger community and part of the solution to 

issues in our community through volunteer activities
• Help select next year’s ECM. Think of someone who was enthusiastic about this 

year’s campaign

Your United Way contacts are here to help you throughout the campaign. 
Please do not hesitate to utilize them as a resource for your campaign!



United Way
Talking Points
Thank you for investing your time and skills to help United Way impact Eastern Maine. 
It takes you and thousands like you who donate valuable time, talent and treasure to 
build a stronger community.

Visit www.volunteermaine.org, the online source for a list of monthly volunteer 
projects and long-term engagement opportunities.

UNITED WAY TALKING POINTS
United Way is the leader in addressing our region’s most critical issues. Large-scale 
problems, such as homelessness, access to affordable health care, high-school 
dropout rates or families in financial crisis cannot be solved by a single organization. 
These challenges require a coordinated effort of the entire community. This is where 
United Way provides the leadership to make lasting change. Only by working together 
can families thrive.

We need you. It takes the entire community to make a difference. No one shelter, meal 
program or child care center can solve the challenges we face, but each one of us can 
do something to change our world. It takes all of us working together to tackle today’s 
toughest issues and make our community stronger. Please join United Way today.

Please give. Your gift to United Way, combined with that of your neighbors, will help us 
achieve lasting change. The money you donate today will ensure families are thriving 
tomorrow.

We are conscientious stewards of community resources. All of our community 
resources are precious and necessary. We carefully research, think and plan in order to 
strategically use all of the community resources possible — money, volunteer time and 
expertise, and in-kind donations — to get the results our community needs. We spend 
your gifts wisely. 

Thank you. Appreciation is so vital to a great campaign. Thank fellow employees for 
their time, for participating and for their support and don’t forget to thank yourself for 
the amazing work you do as an ECM!
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Connecting with
United Way online
In addition to the campaign resources found on www.unitedwayem.org, you can 
encourage your employees to connect with us through other social networking sites. 
Become a fan of our Facebook page, follow us on Twitter or link your professional account 
to United Way on Linkedin.

If you’re using our PDF version, you may click directly on these links: 

www.twitter.com/unitedwayem www.facebook.com/unitedwayem www.linkedin.com/companies/352592

Reporting your results
and saying thank you
Once you have tallied your results and provided your United Way representative with 
your pledge forms and electronic results, remember to thank your co-workers!
Saying thanks and acknowledging participation are crucial to a campaign’s success.

WAYS TO SAY THANKS
• Allow people who return their pledge forms to participate in a casual or jeans day
• Provide employees with paid time off to volunteer for an organization of their choice
• Hold a company-wide lunch or breakfast. Have senior staff serve and thank employees
• Send a letter from the CEO to campaign committees and contributors
• Host a special reception or recognition ceremony
• Thank campaign committee members by holding a special coffee break
• Get creative! Our team is glad to provide ideas or help you brainstorm how to make your 
“thanks yous” unique and meaningful!
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 Campaign dates and contacts

Kate Beale
Vice President of Resource Development
kateb@unitedwayem.org
941-2800 ext. 204

Erich Hunter
Resource Development Manger
erichh@unitedwayem.org
941-2800 ext. 218

Emma Pope-Welch
Director, Communications & Marketing
emmap@unitedwayem.org
941-2800 ext. 208

Contacts

Key Dates

Key Dates
Campaign Kickoff		
Thursday, September 15, 2011
Bass Park, Bangor
11:45am - 1:00pm

Annual Meeting
TBA, November 2011

Incentive Entry Deadline
Monday, November 28, 2011
United Way of Eastern Maine 
4:00pm 

Campaign Finale
TBA, January 2011

Key Contacts


