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THANK YOU! 
 
As an ECC you already know what it means to 
LIVE UNITED.  We want you to know how much 
we appreciate your hard work, dedication and 
commitment to improving our community.  Thanks 
to you and other Employee Campaign Coordinators 
(ECC) like you, we’re making significant progress 
in improving lives here in Jackson County. 
 
Your role as an ECC is to be the liaison for the 
United Way Campaign.  You play a lead role in 
developing and implementing a United Way 
workplace campaign in your company. To help you 
run a fun, informative and successful campaign, we 
encourage you to use this checklist.  In it you will 
find step-by-step instructions to simplify your 
planning and maximize your effectiveness.  Check 
off each box as you progress on your way to a 
successful campaign! 
 
For information on United Way funded programs 
and tips on themes, events and incentives, visit 
www.uwjackson.org and click on CAMPAIGN . 
 
If you have questions or would like to schedule a 
United Way speaker, please call:  
 
 Mike McKenna 517-796-5124 
 Director of Resource Development 

 Dea Talmage   517-796-5119 
 Associate Director of Resource Development 

 Margaret Grose 517-796-5121 
 Labor Liaison 
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Company leadership endorsement and visibility 
during your campaign increases employee 
participation and sets the stage for increased 
contributions.  Ask your CEO or senior managers 
to: 
· Pledge a corporate gift on behalf of your 

workplace 
· Designate time for employee campaign 

meetings 
· Write a letter or send an e-mail to all 

employees showing his or her support  
· Actively participate in campaign events 
· Write a thank you note to donors  and 

campaign team members at the close of the 
campaign 
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Don’t do this alone!  Recruit a committee of 
enthusiastic, creative, resourceful and committed 
co-workers to help you plan the best campaign 
possible. 
· Involve representatives from various 

departments and entities such as marketing, 
human resources, payroll, unions, etc. 

· Set regular committee meetings and delegate 
responsibilities 

· Start brainstorming about campaign themes, 
events and goals 

· Determine your timeline. The most effective 
campaigns are short and goal oriented.  Keep 
your campaign within 1-2 weeks 

· Plan an exciting kick-off and wrap up 
· Ensure all shifts and site locations have the 

opportunity to participate. 
· Visit www.uwjackson.org and click CAMPAIGN 

to help generate ideas for your campaign. 
 
Committee Member  Role/Responsibility 
____________________  ___________________ 

____________________  ___________________ 

____________________  ___________________ 

____________________  ___________________ 

____________________  ___________________ 

Campaign starts  _________________ 

Campaign ends  _________________ 

All pledge cards due _________________ 
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The most successful campaigns have measurable 
goals. 
· Be ambitious, yet realistic 
· Focus on goals beyond just dollars raised. 

Think about dollars raised but also consider 
employee participation, average gift, and staff 
attendance at volunteer projects and campaign 
events. 

· Focus on the IMPACT of employees’ gifts. 
 
Our company goal is  $________________ 

Employee goal:   $________________ 

Special event/other goal $________________ 




��
����������	
���
��������	
��	

��������

Did you know that the number one reason people 
reported not giving to United Way is because they 
were not asked? Use your resources to engage all 
your co-workers. 
· Use e-mail, intranet, paystub inserts, personal 

letters 
· Hang posters and flyers in high visibility areas 
· Make sure you have United Way materials 

before starting your campaign 
· Provide incentives to encourage participation 

and giving 
 
We plan to market and communicate the campaign 
in the following ways: 

________________________________________ 

________________________________________ 
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Thank donors, employees and your campaign team 
in a timely fashion after your campaign wraps up. 
· Thank contributors for participating with a stick-

on pin provided by United Way 
· Be creative with incentives such as prize 

drawings or a thank you treat of ice cream or 
donuts 

 
We plan to say thank you in the following ways: 
________________________________________ 

________________________________________ 
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The steps below outline the appropriate measures 
for closing out your workplace campaign. 
· Publicize your campaign end date 
· Collect all the pledge forms by the deadline 
· Complete the company envelope provided to 

you by United Way 
· Deliver (or call  your solicitor for pick up) 

donations in the provided envelope to the 
United Way office. 

· Final results of your campaign should be 
submitted to United Way within two weeks of 
the close of your campaign. This allows United 
Way to thank contributors in a  timely manner. 

We will return our results to United Way by: ______ 
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Encourage employees to LIVE UNITED by giving, 
advocating and volunteering! Brainstorm  with your 
committee on creative ways to inform your co-
workers about the impact of their donations in the 
community. 
 
Rallies: Hold informational meetings and events 
throughout the campaign. Ensure that the events 
are fun and educational, offering employees plenty 
of ways to learn and understand what their 
contribution to United Way is accomplishing.  Ask a 
United Way staff to attend your meeting to present 
and/or answer any questions that arise. 
 
The 15 minute employee meeting format: 
ITEM    PRESENTER 
Opening remarks  ECC  
Leadership endorsement CEO/senior manager 
United Way overview  United Way Staff 
Ask for donations  ECC 
Announce events/dates  ECC 
Closing comments   ECC 
 
Our meeting is scheduled for : ________________ 
We will market it to employees by: 

________________________________________ 

________________________________________ 

We will ensure that the following leadership/senior 
management are in attendance: 
________________________________________ 

________________________________________ 

 
Volunteer Projects: This year’s United Way 
kickoff is planned for Friday, September 9th and 
will be a community wide volunteer effort.  We 
encourage every company or organization to get a 
team together to participate in our community 
kickoff. All volunteers will meet at 8:00 a.m. at the 
United Way Center for a quick breakfast and brief 
presentation.  Then teams and individuals will 
depart to various project sites throughout our 
community.  To check out the opportunities and 
sign your team up, visit www.uwjackson.org and 
click VOLUNTEER. 
 
Our volunteer project on September 9th is: 

________________________________________ 
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