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Employee Campaign Coordinators (ECC) are key to the success of every workplace
fundraising campaign. As the ECC, you serve as the connector between Head of the
Lakes United Way (HLUW) and the employees of your organization. With the materials
and support we provide, you will educate your colleagues about HLUW's vital role in the
community and provide them with an opportunity to give, advocate, and volunteer with
us. Whether you volunteered or were asked to take on this role, we appreciate you, and
we are here to help!

> WHAT IS A WORKPLACE CAMPAIGN

During your organization’s workplace campaign, employees make their annual pledge and
participate in events to raise funds that support HLUW's work in the community. Lasting
from a week to a month, workplace campaigns should be:

FUN

We encourage you to set up events to promote the campaign and bring
employees together.

EDUCATIONAL

The most important reason to have a campaign is to raise awareness about
HLUW's local impact and inform your colleagues about our work. Educational
Campaign Materials can be located online at hlunitedway.org/campaignmaterials
or you can connect with your Campaign Coordinator for assistance.

ENGAGING

Running a workplace campaign doesn't just benefit the community, it also
improves workplace morale and employee engagement. Providing employees with
the opportunity to give back to the community at work is becoming increasingly
important for employees and job seekers.

Your effort and dedication to our work is appreciated more than you know.
Remember that we are available to help every step of the way. Please don't
hesitate to ask!
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»> MISSION

Our mission is to strengthen our communities by uniting people
and resources.

»> VISION

We are striving to improve the health, education, and financial stability of
EVERY person in EVERY community we serve.

United Way 2-1-1 is a FREE service offered 24/7 to
anyone seeking information and referrals regarding
local resources.

Community Services is a partnership between
AFL- CI 0 HLUW and organized labor that supports working

COMMUNITY SERVICES families and strengthens our communities.

The HLUW Volunteer Center serves as a “one-
stop shop” for individuals and groups looking 4, §

for volunteer opportunities in our communities.

Our Community Investment Process provides funding for
nearly 70 community programs within the focus areas of
health, education, and financial stability.
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GEOGRAPHIC AND FOCUS AREAS
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WHEN YOU GIVE LOCAL, IT STAYS LOCAL.

Head of the Lakes United Way serves Ashland and Bayfield Counties and Superior-Douglas County
in Wisconsin and Greater Duluth (Duluth, Hermantown, Proctor, Rice Lake, and the townships of
Duluth, Solway, Grand Lake, Fredenberg, Gnesen, Normanna, Canosia, Lakewood, and Midway) and
Lake and Cook Counties in Minnesota.

»>> AREAS OF FOCUS

' 4

HEALTH

We make it easier for individuals to
access mental health and substance abuse programs, receive
quality health care, and access nutritious foods. We're striving
to help everyone get - and stay - healthy.

EDUCATION

We're seeking to shift the odds so tomorrow’s leaders can build a better foundation
today. With an approach to education that spans from cradle to career, we're
ensuring that every child gets a strong start in life, teenagers have the tools to learn
and grow, and young adults thrive in the job market.

FINANCIAL STABILITY

We're striving to put every person, in every community, on a path toward financial
empowerment. That starts with access to housing, job training, credit counseling,
and money management programs.
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DEFINE INTERNAL ROLES AND RESPONSIBILITIES

¢ Recruit a team to help you run your workplace campaign.
e Diversity is important — include people from various departments and backgrounds.

Who is your team?

NAIL DOWN LOGISTICS

o Determine your timeline (1 - 2 weeks works well for most workplace campaigns).
o When will you start your campaign?
o When will you end your campaign?

SET A CHALLENGING AND ATTAINABLE GOAL

¢ Review past campaign giving history:
o What areas of giving can be extended or increased?
o How has your workplace changed?
o Are there ways to become more engaged?

¢ Identify growth potential in all types of giving:

o Employee o Leadership
o Corporate o Sponsorship
o Special events o Volunteer involvement

What is your campaign goal?

PLAN YOUR EMPLOYEE CAMPAIGN ACTIVITIES

Hold special events such as auctions or potlucks.

Incorporate into training/meetings (safety meetings, staff meetings, etc.).
Participate in volunteer projects.

Consider holding competitions between departments or locations.

Offer incentives and/or prizes

When will these activities take place?
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¢ Invite upper management and organization leaders.
¢ Inform attendees about the Lake Superior Leadership Society.
¢ Include a retiree campaign.

e Personalized emails and letters.

e Posters in common areas.

¢ Incentives and prizes.

¢ Presentations by HLUW Campaign Coordinator.

o Share HLUW materials (infographic, posters, campaign video, pledge forms, and more!).

What will you use during your campaign?

To ensure employees have a positive experience and continue to donate, thank them
throughout the entire campaign - beginning, middle, and end.

How will you thank your donors and employees?

To report campaign results:
e Complete the front of the envelope.
o Record the total number of employees and donors.
o Be sure to calculate the total for all employee and corporate gifts and special events.
¢ Seal the envelope with pledge forms and payments inside.
o Make sure each donor signed their pledge form.
o Ensure designation and credit card forms are attached to pledge forms, as indicated
by the donor.
¢ Give pledge forms to your payroll department.
e Deliver to HLUW or call for pick-up.

When will you turn your results in to HLUW?
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2> INSPIRE

Prior to your organization’s campaign kickoff, send emails to employees to educate and
motivate them. Include a message from your President/CEO or consider hosting a company-
wide event with presentations and CEO appearances.

As the Employee Campaign Coordinator (ECC), you can help your colleagues understand the
importance of their gifts. Visit hlunitedway.org/campaignmaterials to find items to help inspire
your team, including:

e Posters

¢ Infographics

e Campaign Materials

You can share this information during presentations and via employee communications such as
email, announcements, bulletin boards, management endorsement letters, newsletters, and
social media.

Be sure to encourage colleagues to follow HLUW on Facebook and LinkedIn to stay updated
throughout the rest of the year!

») ASK

The #1 reason people do not give is they are not asked. So please ask everyone. We believe
that giving is a personal decision. Make sure that everyone has the opportunity to learn about
how HLUW changes lives and how each contribution drives our mission forward. Remember
to include off-site employees and highlight corporate matched donations organization.

> THANK

Thank all those who participate at every step along the way.

Thank employees individually for their participation, time, and support.
¢ Recognize your team and others who volunteered their time.
¢ Publicize your results via email, newsletters, social media, etc.
e Celebrate your success!

Recognition opportunities through HLUW:

¢ Big check presentations and other social media recognition through HLUW.
¢ Invite employee donors to attend our Celebration Luncheon.

PRINTED IN HOUSE


http://www.hlunitedway/campaignmaterials

United

Way /

Head of the Lakes
United Way

HEAD OF THE LAKES URITED WAY [ recesrom | posnions |

kW S e fstn 0 ko, i S5
Wskarh: U TI5- T2 | Smgeerine: 715-084-1700 | AL Carn

EAD 0
PLEDGE FORM

STEP(J) DONOR INFORMATION:

{0 bact s it your coniact ik PO |

[ Frwhiuma_ i Lat Sura SumE

Homs dddress iy, Sain oa

[ 1] [N [ TSR ——— U

proviis yoer prafarred phons mmbar aad small ackiazs s thal e m oy conlact po  me hvs quassiions regerdiog pour pledge. =

e
TP, :l.uhm o
el P&

STEP CHOOSE YOUR GEOGRAPHIC AREA™:
() mabvlanel - Byt Coeries () Greates Durs () Rearth Sheate [Laka & Cock Coutina) () Suering - Dewrglas County

=
STEP| MAKE YOUR PLEDGE: [RELCTSCLLE
e Contribution: 5

TR ) ol ) gmm )

I wvan! Lo donate the fokesng o -
am et g gay pmce Ume e o meciating CT change

=

Chity crocht card bz attaches

Dgse Cgas O Dss 15
Clothe amoumtg___ R D gvw mecursly cmkirm e
My paypericd 1) anrturty n S
[ttty 123 par puae} ) e Wi o (D inease contact m
Dinwica s mones 24 par past
ruat can e i
[Cicvar = ever wask 32 par yunsy prcir PP ——

Dicetar TPy ——————

() LAKE SUPERIOR LEADERSHIP SOCIETY B

An indrextual of combined gift of $1,000 of more quelfies youas SELECT POUR LEVEL:
2 Laks Sugeerias Landurabiy Sacisty Mumbser I addtion the Emerging () Emerginsg Lascher 135004)  [limionary (53,500 $459%)
Lasiea progas necogeions danoe thal gae $508 wilh [ Frmnais1 oo-31.95%) Dinacaior3somsaem)

& commrmatemen! of increscsng thar gift in §1 000 withn 3 paar [ pmcanatior {32 00083000 D) Tocqumibe {$10,000 & sbowi)

Dromsreasn wen [ ——

" _Dl‘hddh

Recogeition: **
. Flasar B2 01 mw/sar mrws 8 Lumd oy achoses

By tyfing 7y S and et befow, | agres Lo (he foloming pledge smousl s listed abov.
STEP REQLVRED D
( QSIGIMTIIIE x s

ADDITIONAL INFO: izemzns
st eanse: Dhnas Dzsas Dz

Dluszs Dazas Deson Orrzncaner

s asmmiimr. [ipan warmar

SESIGRATIONS: I yoa scu] ke b ecign ats vt g
LW SLITED WY DG
carrwed pure agescies and 6 i
forn. A comperd g e b
et e o 20 b homoen

Ofrwans cantact r o5 g PLANMED STV,

FLEASE ARD ST T3 THE SLEW EBIAIL LST:
Dl merathians of i Latae L rrem
Dhshren Cppananten

ot i By Loy e Tyl

Head of the Lakes United Way Head of the Lakes Ur]lz:l

CAMPAIGH REPORT ENVELOPE United Way

To ensure accumcy, pleasa complere this fonm as completely as possible.
TRSRERRTIE [JraamuL [ AL

lAl )

424 West Superior 314402
Duhnh, M 5802

Dulutc 2187264770

Enclosed in T envelope: Superioe 7153042733
] united way plecige forms:- 1 per ccnoe: Cash, enecies credit card forms andiior desigraton ww, Hlnite dhwray.org
ot 2 achc s e 0 1 aiBem ot dcmake 12 i skl o)
=
Compay = agred retior dovatonenacsed

| Duun BATFIELD COUNTES Dmum o ] MoRTH SHORE (Lake & Cook Comnties) Clwanmascon |

ndm;muuomwﬂc

[pes sme s
Smp 1. Compiae daor comaa iform Aan

STEFT. COMPRNY INFITMATION

l:lr Pagpa ——
) ....-ul.up

»—MLE-:HM THANK YOU FOR YOUR SUPPORT!

nganization name =
I:‘c.rvwruh_z demaiin
Enwelope compleded by Dae ot
Emat Phone: D\h'\‘m werban of pecgre e
& s e gtz
STEP L LEADERSHIP SOCHTY B INATION [NF ORMATION
Plaase check |fthene e Lake Superor Laacership Socety DE@E‘EH‘GO&C (81 pO0cr more) . FOR UNITED WAY USE ONLY
Inchude hese nembers b the employee onerbulon SUMMany secTon
Audnor's i Risda
Number of Leadersh p Donors: Leacersaip Dollar Amount: 5 |m T
t 4
STE' 3 PAMBNT SHERLE -
Paymen: for the Company/Organizon Gftbegins and wil be pasd s
Pyt
B P B R e ——
Payment for the Employee Pawoil Deduction begn and will be paidt Coedt CardOaing
wonny [ ouanay I:l*" amuay [ Jometime Er——— 3
STEP 4. CONTREETON SMMART TOTAL
[ AmouMT | AMOUNT S ——
PLEDGED ENCLOSED | Cashiars bitsh
| COM PANY/DRGANLZETION G T ] It | |pam
B WORNPLACE SPECIAL EVENTS 5 s —| [cesn
CAH & CHECK: § [chacks
EMPLOYEE. CON TREUT KNS NIMBEROF | AMOUNT AMOUNT | [P
W Pl cardaarden ) DOHORE PLEDGED ENCLOSED Tobablwd
T2 1 i 3 | [ Coniiiina
hack § 1ED e
| Payroll Dedacton L | from
|Gt Bl Bacuttea § 1l 1 —
€t Card L] 15 [Erad byl
Trare @V 15 K3 i |
| & ToTAL EMALOVEE GIFTS r s 5 | v I
r Clr T:—; —
ln:-r.n-..eu.ar-su.q«y«:) | ] |Ulu|Ml—’hl |

HLUW PLEDGE FORMS

When wrapping up your campaign, please ensure
a pledge form is completed for each donor,
including their contact information, donation
information, and signature/date. Attach cash,
checks, or designation forms as needed.

Additional forms can be downloaded at:
hlunitedway.org/campaignmaterials

HLUW CAMPAIGN REPORT ENVELOPE

Once you have all pledge forms verified, with the
appropriate forms attached, put everything into
the Campaign report envelope and follow the
instructions. This information is used by our
Finance Department to ensure all donations are
recorded correctly. If you have any questions,
please contact your HLUW Community Campaign
Coordinator.
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WE ARE STRIVING TO IMPROVE THE HEALTH,
EDUCATION, AND FINANCIAL STABILITY OF EVERY
PERSON IN EVERY COMMUNITY WE SERVE.

YOUR COMMITMENT AS AN ECC DOES NOT GO UNNOTICED! IT GIVES US UNWAVERING
HOPE AS WE WORK TOWARDS BUILDING A BETTER FUTURE FOR EVERYONE.
WE APPRECIATE YOU!

314 W Superior St. # 750, Duluth, MN 55802 - Torrey Building
218.726.4770 | www.hlunitedway.org




