
EMPLOYEE CAMPAIGN 
MANAGER TOOLKIT

WE ARE HERE TO BUILD 
BRIGHTER FUTURES



THANK YOU FOR LEADING THE WAY THIS GIVING CAMPAIGN!
As we gear up for another impactful giving campaign season, we want to take a moment to thank you 
for your leadership and commitment. Your role as an Employee Campaign Manager is vital in inspiring 
your colleagues to come together in support of our community.

Because of dedicated leaders like you, more individuals and families will have access to the resources 
they need to thrive. Your enthusiasm and hard work will make a lasting impact, and we’re grateful to 
have you as a champion for this important cause.

This guidebook is full of ideas and information to help you manage a successful campaign. 

Every conversation you start, every pledge you encourage, and every connection you build helps 
strengthen the foundation for families and neighbors across Kenosha County. Thank you for making an 
impact and leading the way for our community.

Sincerely,

All of us at United Way of Kenosha County

Carolynn Friesch   	 Beth Griffen 	   Jevon Claussen	

Sierra Dlamini	 Rita Nicholson
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YOUR CAMPAIGN
THE FIRST RULE OF FUNDRAISING
You raise money when you ask for it. Remember, you are providing the opportunity to make a difference and 
be part of a group of people committed to changing our community for the better. Don’t be afraid to ask. Your 
focus is on people helping people. The most successful workplace campaigns have the early and full support 
of the company’s CEO. 

Prior to beginning your campaign, meet with your CEO and other top executives within the organization. 

Establish a timeline and budget with CEO feedback. 

Ask your CEO to send personal correspondence (i.e., letter, email, payroll insert, etc.) to each employee 
asking for campaign support and a contribution. United Way can provide customizable templates.

Arrange for your CEO to speak at your campaign kickoff celebration. 

Ask your CEO and other top executives to be present at campaign meetings and attend  
campaign activities. 

Ask your CEO and other executives to join you in kicking off the campaign by making the first leadership 
pledge ($500+).

SETTING YOUR GOAL
A workplace goal provides an incentive to give and measure success. Set a workplace goal to encourage 
an increase in giving year over year. The worksheet included here can help you calculate your company’s 
investment potential.
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5 STEPS TO SET YOUR GOAL

1

2

3

4

5

Calculate your company’s 
total dollar potential using 
one of these two formulas 

Amount raised last year

Percentage of total 
potential achieved

This year’s goal

Percentage of potential goal

A.

B.

.01 x total payroll

.01 x average annual salary x number of employees
=



CAMPAIGN PLANNING WORKSHEET
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TASK DATE COMPLETED NOTES

Meet with your United Way Account Manager for a 
planning meeting. 

Obtain CEO endorsement and support. 

Appoint Employee Campaign Manager and recruit 
campaign committee.

Appoint Leadership Giving Chair and recruit leadership committee.

Secure a corporate gift or corporate match commitment. 

Determine pledge tool (eWay or ePledge).

Request CEO/management appearances at kickoffs, rallies 
and presentations.

Set campaign goal.

Determine marketing and communications strategy.

Choose campaign methods.

Set incentives.

Establish or continue leadership giving program.

Plan special events (virtual or in person).

Plan company leadership meetings and kickoff presentation.

Send email communications to notify staff of campaign activities.

Send letter from top executives to all employees 
encouraging participation.

Calculate results to include total dollars, number of donors, number 
of employees and leadership givers.

Report final results to your Account Manager during an audit.

Thank campaign committee and employees with events and letters. 
Be sure to report results.

Invite all employees to sign up for the UWKC newsletter and follow 
on social media.



ELEMENTS OF A SUCCESSFUL CAMPAIGN
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TEAM
•	 Recruit team members from all departments, 

levels, locations and professional talents. 

•	 Include your United Way staff contact in team 
meetings.

•	 Include your Marketing and HR team for your 
internal communications plan.

•	 Review prior campaign practices and brainstorm 
new ideas with your team.

•	 Establish specific duties for each member and 
develop a strategy and timetable for reaching 
your fundraising goals.

MARKETING
•	 Provide educational opportunities, such as 

companywide campaign kickoff meetings. 

•	 Identify an employee who is willing to provide a 
personal testimony through email or  
at presentations.  

•	 Use employee publications, bulletin boards, email, 
newsletters, paycheck stuffers and social media 
to spread the message. 

KICKOFF
•	 Employee kickoff meetings are the most effective 

way to reach all employees and can take as little 
as 10 to 15 minutes. 

•	 Start a great campaign by offering incentives to 
attend. 

•	 Make sure employees know the purpose of the 
meeting in advance. 

•	 Distribute brochures ahead of meeting. 

•	 Invite a United Way staff member or company 
executive to speak at the event. 

•	 Ask your CEO to attend and publicly endorse the 
campaign. 

•	 Show videos and client success stories.

•	 Share companywide campaign goal and 
incentives. 

•	 Keep the meeting lively, informative and fun. 

•	 Make the ask! 

•	 Thank employees for their participation, and 
follow up with those who were not able to attend.



ELEMENTS OF A SUCCESSFUL CAMPAIGN (continued)
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INCENTIVES
•	 Set participation rate as a company goal. 

•	 Hold a drawing for everyone who participates  
to have a chance to win prizes (days off, gift  
cards, etc.).

•	 Hold competitions between stores, branches, 
locations or departments based on  
participation rate. 

•	 Host a wrap-up party and thank everyone  
who participated. 

•	 Hold special events like virtual golf tournaments, 
trivia contests and scavenger hunts. 

•	 Monitor your campaign and report results. 

•	 Keep regular totals and give progress reports to 
your team, United Way Account Manager and 
your CEO.

APPRECIATION
•	 Recognize your team and others who volunteered 

their time. 

•	 Thank employees for their participation, time 
and support; a thank you letter from the CEO is 
particularly effective. 

•	 Publicize your results via email, newsletters and 
social media.

•	 Celebrate your success! 

ENGAGEMENT
•	 Stay connected with us year-round to hear 

updates on our work. Sharing these updates will 
help make next year’s campaign even  
more successful. 

•	 Identify next year’s Employee Campaign Manager 
and share their information with your United Way 
Account Manager.  

•	 Start a new hire program that gives new 
employees the opportunity to make a 
contribution when they join your organization. 
Your United Way Account Manager can help you 
get started.

•	 Schedule team volunteer projects with Hands On 
that boost team morale and provide a sense of 
purpose to employees.



ELEMENTS OF A SUCCESSFUL CAMPAIGN (continued)
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TOOLS

VOLUNTEER FLYERS ANNUAL REPORT

OTHER TOOLS INCLUDE:

TABLE TENTIMPACT ONE-PAGERS

One-pagers Videos Sample emails Email graphics

WE’RE SEEING RESULTS

youth received academic 
enrichment

lives impacted in Kenosha 
County

of individuals improved living 
and employability skills

WHAT WE’RE UP AGAINST 
For over 100 years, United Way of Kenosha County has been bringing 
people together to create lasting change. While the challenges facing our 
community have evolved, our commitment has remained constant: building 
an equitable Kenosha County where every individual has the opportunity 
to be healthy, educated, and financially stable. Through strong partnerships, 
local investments, and community-driven solutions, we continue to unify 
voices and amplify resources to help our neighbors live better, safer, and 
more successful lives.

WE ARE HERE ...   

TO MEET IMMEDIATE NEEDS 
For many families, making ends meet is a daily challenge. 37% of VITA 
participants use their refunds for essentials like food, housing, and 
utilites. These resources help stabilize households and strengthen their 
path to financial security.
 
TO BUILD YOUTH OPPORTUNITY
Our literacy tutoring program, Readers Are Leaders, supported more than 
100 students this year, equipping them with critical skills and confidence 
to succeed. By focusing on third-grade reading proficiency, we are 
helping children build the foundation to thrive in school and beyond the 
classroom.

IN TIMES OF CRISIS  
When challenges arise, 211 serves as a lifeline for Kenosha County 
residents. Last year, 4,742 referrals were made, connecting people to 
hosuing support, mental health services, food resources, and more. 

invested into 14 local nonprofits

$$112266,,007733

3355,,005577

44,,997700

7700%%

We are strengthening our community from the inside out, but we can’t do 
it without you. Make a gift today at KENOSHAUNITEDWAY.ORG/DONATE.

We are committed to connecting diverse voices and maximizing resources to 
collectivley strengthen Kenosha County, so all can thrive.

FROM BASIC NEEDS TO LASTING CHANGE

Together we’re making sure every person 
in our community has an equal chance at a 
bright future. Even the smallest gift can add 
up to big wins for our community.

WHAT A DOLLAR BUYS.

*Based on 26 pay periods per year 

WHAT CAN YOUR DONATION DO?

$2 per pay period* = 
provides nutritional meals, and basic 
needs to Rural Kenosha residents

$5 per pay period* = 
provides at-risk youth with positive 
activities that build social, emotional, 
and behavioral skills & offer alternatives 
to gang involvement (B&GC)

$10 per pay period* = 
sponsors 10 VITA clients with free tax 
prep and connections to resources for 
lasting financial stability

$30 per pay period* = 
give 2 kids 60 books over 5 years 
through Dolly Parton’s Imagination 

$50 per pay period* = 
provides 5 Readers Are Leaders 
students with a year of literacy support

DONATE TODAY!
Learn more at 

kenoshaunitedway.org.



SAMPLE TIMELINE
TWO MONTHS BEFORE YOUR  
CAMPAIGN STARTS 

Schedule a planning meeting with your United Way 
Account Manager.

Create your campaign committee.

Choose campaign dates.

Plan your kickoff and fundraising events.

Contact your United Way Account Manager with 
your preferred volunteer date and group size 
(optional)

ONE MONTH BEFORE YOUR  
CAMPAIGN STARTS 

Hold a meeting with your leadership team to get 
their support and participation in events.

Share campaign dates and theme with staff.

Schedule a speaker for your kickoff event (through 
your Account Manager).

CAMPAIGN LAUNCH AND UP TO  
TWO WEEKS PRELAUNCH 

Post campaign collateral (posters, flyers, one-pagers, 
etc.) in newsletters, emails or your intranet. Send 
pre-campaign launch and campaign launch letters 
(provided by United Way or customized) via email, 
intranet, newsletter or all of the above; include video 
where applicable.

Hold your kickoff meeting and share  
campaign video.

Send emails directing employees to company  
pledge site.

TWO WEEKS TO ONE MONTH  
AFTER CAMPAIGN 

Send thank you letter, along with results, to  
all donors.

Conduct final audit with Account Manager.
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SAMPLE EMAIL COMMUNICATIONS SCHEDULE
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We make it easy to communicate with your employees by offering turnkey email templates that can 
be copied and pasted into your email browser. Visit unitedwaygreaternashville.org/campaign-toolkit 
to download our customizable templates. If you need assistance, please reach out to our Director of 
Resource Development. 

UP TO FIVE DAYS BEFORE CAMPAIGN
Email topic 1: Introduction/Teaser

DURING CAMPAIGN
The emails below are designed to be sent every day of your campaign — from kickoff to the last day — 
based on a typical two-week campaign. However, you are welcome to mix and match based on your 
workplace, your goals and the needs of your specific campaign. 

Email topic 2: Campaign Kickoff
Email topic 3: Give Now & Help ALICE
Email topic 4: Why United Way?
Email topic 5: Incentives
Email topic 6: Every Dollar Counts
Email topic 7: Update on Campaign Goal
Email topic 8: United Way Is Here for YOU
Email topic 9: Focus on Poverty
Email topic 10: Focus on Education
Email topic 11: Focus on Communities
Email topic 12: Focus on Basic Needs
Email topic 13: Focus on Volunteerism
Email topic 14: Last Chance To Make an Impact



LET’S GET 
STARTED.

United Way of Kenosha County
262.658.4104 | info@kenoshaunitedway.org

KENOSHAUNITEDWAY.ORG/DONATE


