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United Way of Central Illinois’ Annual Campaign is about bringing people together to address
our community’s most important issues. As a United Way Employee Campaign Coordinator
(ECC), you stand alongside hundreds of other volunteers who are dedicated to making a
measurable impact in the lives of people in our community.
Due to the success of the workplace campaign, the generosity of our donors, and the
dedication of our volunteers, we are able to support programs throughout our region of
Sangamon and Menard Counties. These programs are hard at work every day improving lives
and advancing the common good for our friends, neighbors, and families.
This handbook focuses on the role and responsibilities of an Employee Campaign Coordinator.
It is designed to lead you step-by-step through a United Way Campaign while offering tools,
tips, and best practices to ensure success. While we hope this offers a good overview of the
Campaign, it may not answer every question you have. We encourage you to visit our website
at www.springfieldunitedway.org for additional resources or contact our office at (217) 7267000.
Thank you for volunteering to be part of the annual United Way Campaign. By giving your time,
talent, and spreading the word, you are helping advance the common good. Together, united,
we can inspire hope and create opportunities for a better tomorrow. That is what it means to
LIVE UNITED.
United Way of Central Illinois
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EMPLOYEE CAMPAIGN COORDINATORS: A KEY LINK
YOUR ROLE
Your role as an Employee Campaign Coordinator provides a critical link between United Way
and your co-workers. Through your communication, organization and leadership skills, you
enable your co-workers to participate in the work of strengthening our community. Let your
enthusiasm and creativity shine through and your efforts will pay off. It takes people like you,
who go above and beyond, to make this campaign enjoyable, meaningful and successful!

BENEFITS OF BEING AN ECC






Showcase your leadership skills
Network with colleagues at various levels of your organization
Learn more about our community and local nonprofits
Receive United Way training and network with ECCs from other companies
Get involved with creating lasting change and a better community for all

EMPLOYEE CAMPAIGN COORDINATOR TASKS
 Work closely with your Senior Leadership & United Way to develop an effective
campaign plan
 Recruit an enthusiastic team of co-workers to assist in the campaign
 Attend the Employee Campaign Coordinator Orientation to gather ideas for your
campaign
 Coordinate the distribution and collection of campaign materials
 Coordinate kickoff and recognition events
 Promote the campaign throughout your company
 Educate your coworkers about United Way
 Conduct a separate leadership giving solicitation meeting (for annual gifts of $500 or
more)
 Invite EVERYONE in your company to give
 Make a gift yourself
 Thank your donors and volunteers & publicize campaign results
 Complete your campaign by returning your final report & unused supplies
 Evaluate and make recommendations for next year

THE ROLE OF STAFF & LOANED EXECUTIVES







Assuring a prompt delivery of campaign supplies.
Participating in planning meetings with you and your campaign team.
Speaking on behalf of United Way at employee meetings and events.
Bringing fresh ideas to invigorate your campaign.
Answering questions about United Way from you and/or your coworkers.
Arranging pick up of campaign proceeds & unused supplies, and participating in end-ofcampaign evaluations.
United Way of Central Illinois
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ABOUT YOUR LOCAL UNITED WAY
OUR MISSION
Improving lives by uniting our community to address the basic needs, education, financial
stability and health of every person.

OUR VISION
Building Sangamon and Menard Counties into a vibrant region where individuals and families
thrive, where people work together to protect its most vulnerable citizens, ensure a safe and
healthy community, address its most challenging issues and enhance the quality of life for all
citizens.

CORE STRATEGIES
United Way strengthens the community by:
 Mobilizing human and financial capital to improve community conditions
 Organizing collaborative solutions and making long-term investments in the areas of
Education, Financial Stability and Health
 Protecting services vital to the immediate needs of the most vulnerable members of the
community
 Promoting volunteerism, philanthropy and advocacy
 Maintaining the highest standards of ethics, accountability and transparency

OUR 100% MESSAGE
100% of your contribution to United Way’s Community Fund goes to support health and human
service programs in Sangamon and Menard County. Fundraising and administrative expenses
are underwritten by the United Way Endowment and the generous support of Ameren, BUNN,
The Horace Mann Companies, Illinois National Bank, U.S. Bank, Wells Fargo Home Lending and
one company wishing to remain anonymous.

United Way of Central Illinois
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10 STEPS T0 A SUCCESSFUL CAMPAIGN

Meet with your Senior Leadership

Having the support and involvement of the Senior Leadership (CEO/President/ED) is key
to a successful campaign. This reflects the importance of United Way and empowers the
ECC and Campaign Committee with their work.
•
Send out a personal letter from your Senior Leadership.
•
Have Senior Leadership be a part of any presentations or kick-off.
•
Discuss Corporate Gift and ask about a match of employee giving.

Recruit a Campaign Committee

Having a committee in place lightens the work load on the ECC and brings in diverse
opinions and new ideas. A committee also ensures the development of future campaign
leadership.
•
Have volunteers who want to help!
•
Ask someone new to help so they can help out next year.

3

Attend Training

4

Create your Campaign

5

Training to learn about United Way and how to implement Campaign Best Practices
is paramount for any new ECC. Experienced ECCs can always learn one new idea and
updates on United Way activities. Experienced ECCs also offer a wealth of knowledge
and experience to other ECCs.
•
Have someone from your committee attend training.
•
If that is not possible, please ask for a Loaned Executive or United Way Staff
member to go over the Campaign Basics & updates.

Every good campaign needs advanced planning to ensure maximum performance. This
is where involving a campaign committee and soliciting Leadership support is critical.
•
Set your Campaign Timeline: one week preferred; 10 days maximum.
•
Set your goal: this can be non-monetary goal like increased First-time Donors or
increased participation.
•
Turn in your Campaign Supply Order Form.
•
Plan a Leadership Giving event or separate solicitation.
•
Decide on Special Events.
•
Focus on Payroll Deduction.
•
Provide incentives for turning in pledge form.

Promote Campaign

Prior to and during the campaign, let fellow employees know it’s United Way campaign
time. Use this opportunity to spice up the atmosphere at work so it’s not seen as
business as usual.
•
Send emails to staff.
•
Create a section on your intranet for Campaign and educational materials.
•
Use United Way yard signs on company property.
•
Use United Way posters.
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Presentation

Bringing employees together to learn about United Way, hear from company leadership
and ask questions improves the understanding of why the annual United Way campaign
is so important to our community.
•
Schedule one or more presentations by UW staff and volunteers.
•
Invite the Senior Leadership to share remarks.
•
Show Campaign Video.
•
Provide incentives for attending presentation.

Promote Leadership Giving

Leadership giving begins at $500 per year and may include an employee’s spouse
if contribution through the same or a different employer. Providing information and
coordinating a separate solicitation for company leadership will directly increase
overall campaign performance.
•
Host a reception or other type of meeting for current leadership and prospective
Leadership Giving donors.
•
Ask Senior Leadership to recognize Leadership Giving within Company

Ask Everyone to Give

The number one reason employees don’t support United Way is because they were not
asked. Make a special effort to ensure everyone receives information about United Way
and is asked to support their community.
•
Encourage giving at any level.
•
Every gift matters and makes a difference.
•
Reach out to recent retirees.
•
Include information in a new hire package.

Report Results and Say Thank You

The campaign is not done until donors are thanked and pledge forms along with any
unused supplies are turned into the United Way office.
•
Recognize Donors.
•
Recognize Committee.
•
Complete your report envelope by totaling one time gifts, special events and
payroll deduction pledges.
•
Turn in Pledge forms & unused supplies at same time.

HAVE FUN!
•
•
•

Employee groups should have fun while helping to support individuals and
families in need of social services.
Treat this as an opportunity for team-building & employee engagement!
Encourage Volunteering throughout the Year at Days of Action.

Thank you for your hard work!

UNITED WAY EMPLOYEE CAMPAIGN COORDINATOR TIMELINE & CHECKLIST
6 WEEKS
BEFORE

4 WEEKS
BEFORE

2 WEEKS
BEFORE



Recruit, train & engage a
campaign committee.



Visit our Campaign Toolkit
online for ideas.



Confirm Corporate Gift
commitment.



Meet with your Senior
Leadership to confirm
their commitment & solicit
a Corporate Gift.



Plan your campaign theme
& special events.





Request materials from
United Way. Everyone
should receive pledge
forms & brochures.

Send communications
from Senior Leadership
endorsing or announcing
campaign.



Announce Corporate Gift
or Match where
appropriate.

Personalize pledge forms
with individual’s contact
information, if desired.



Promote your campaign
special events & meetings.







Review the previous
campaign’s performance,
determine opportunities
and challenges.
Attend Employee
Campaign Coordinator
Orientation at United
Way.
Meet with United Way
(staff and/or Loaned
Executive) to develop
campaign goals &
strategies.







Set date(s) for employee
meeting(s).
Ask United Way about
speakers for a campaign
presentation.



Conduct a Leadership
Giving campaign. It’s one
of the best ways to
increase the success of
your overall campaign.

KICKOFF
CELEBRATION!


Kick off your campaign
with an employee meeting
and invite United Way for
a campaign presentation.



Make sure that every
employee receives
materials, including a
pledge form & has the
opportunity to give.



Wrap up campaign &
collect all pledge forms,
including corporate pledge
form. Have donors keep
pink & send white to HR.



Total the results on the
campaign report envelope
& submit along with the
yellow pledge forms & the
Corporate Gift to United
Way.



Hold special events.



Announce campaign
results as you go.



Announce campaign
results.



Send follow-up e-mails
every few days to keep up
the enthusiasm & build
awareness. Include
community facts & success
stories.



Thank all donors &
volunteers with a
celebration event, letter,
e-mail, gift, etc.



Conduct a campaign
debriefing with your
committee. Develop a
written summary for next
year & for future
committees.



RETURN CAMPAIGN
REPORT ENVELOPES &
UNUSED SUPPLIES TO
UNITED WAY OFFICE BY
NOVEMBER 15.




AFTER YOUR
CAMPAIGN

Have Fun!

Develop your campaign
timeline with dates &
goals.

PLEASE KEEP UNITED WAY & YOUR LOANED EXECUTIVE UPDATED ON YOUR CAMPAIGN ACTIVITIES & PROGRESS!

CAMPAIGN RESOURCES
We understand that people are busy and the United Way campaign is an addition to all of your
other job responsibilities. With that in mind, we want to give you all the tools, resources, and
support you need to make your campaign a success without becoming a burden.

SUPPLIES
Pledge Forms. United Way can provide you with any number of pledge forms. We want
everyone at your organization to have a pledge form.
Brochures. United Way can provide you with any number of brochures. We want
everyone at your organization to have a brochure.
Posters & Table Tents. Use to promote the campaign and decorate for employee
meetings and special events. Tip: hang some in break rooms, cafeterias, elevators, rest
rooms, and other common areas.
Campaign Video. Let our video help you tell the United Way story. The video can be
shared on a DVD or on our website through YouTube or Vimeo. Tip: send a link to the
video in an email to ensure all employees get the chance to view it.
Pens. We have pens for everyone!
NFL Schedules. While they last!
Balloons. Use balloons for your special events.
Casual Day Stickers. Casual for a Cause stickers for your special events!
211 Cards & FamilyWize Cards. We want everyone to have access to these resources.

AVAILABLE TO BORROW
Banner. Use our banners for your special events & fundraisers.
Tablecloth. Use our tablecloths for your fundraisers.
Yard Signs. Show off your commitment to the community so anyone driving by your
business can see that you make philanthropy a priority.

CAMPAIGN TOOLKIT AVAILABLE ONLINE
How to Fill Out a Pledge Form & How to Fill Out a Campaign Envelope
Corporate Gift Form
Incentives & Special Events Ideas
Information on the Impact of Leadership Giving
United Way of Central Illinois
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CAMPAIGN PRESENTATIONS
Holding a 15 minute group meeting is an efficient and effective way to get your workplace
campaign started. As your company’s ECC, you will encourage your coworkers to join the
campaign with a contribution to United Way. During the meeting, your coworkers will learn
about how their contributions create opportunities for people and strengthen our community.
This is also an opportunity for employees to ask questions and a time for you and United Way
to say thank you!

Unite

AGENDA

PRESENTER

TIME

Welcome

ECC

1 minute

Company Campaign

ECC

1 minute

CEO Endorsement

CEO

1 minute

Campaign Video

United Way

5 minutes

United Way Overview

United Way

5 minutes

The Ask

ECC & UW

1 minute

Thank You

ECC

1 minute

United Way of Central Illinois
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WE ALL HAVE THE ABILITY TO IMPACT OUR COMMUNITY

United Way of Central Illinois
1999 Wabash Avenue, Suite 107
Springfield, IL 62704
217.726.7000

GIVE. ADVOCATE. VOLUNTEER.

www.springfieldunitedway.org

My Information
MR/MRS/MS/DR

I am a current United Way donor and my information has not changed. (Complete only your name & date of birth below)

FIRST NAME

MI

LAST NAME				

HOME ADDRESS (For credit card charges, address must be billing address.)

CITY/STATE/ZIP

HOME PHONE or CELL PHONE (Circle One)

WORK PHONE					

DATE OF BIRTH

EMPLOYEE ID (if applicable)

I plan to retire in the next year

Please send me information on options to continue my gift.

PREFERRED EMAIL ADDRESS United Way of Central Illinois keeps your personal information confidential.

Payroll Deduction
1 PLEDGE AMOUNT PER PAY PERIOD
$40

$20

$10

Other Ways To Give
ONE TIME GIVING
$ __________________ Total Gift

$5

Cash (enclosed)

Other $________________

Check (enclosed)

Credit Card: Card#________________________________ Exp: Mo____/ Yr____
q Visa q MC q Discover

2 PAY PERIODS

_

CVC 3 digit code _____

BILL ME
One Time - One time annual pledge of $_________________ ($100 minimum)

# ________________ pay periods each year.
(12, 24, 26, 52, etc.)

Monthly - Monthly pledge of $__________ ($25 minimum) for a total annual
pledge of $__________

3 TOTAL YEARLY PLEDGE
SUSTAINED GIVING

Multiply amount per pay times number of pay periods

You can make ongoing monthly gifts automatically and securely from your bank
account or credit card. To sign up, please call 217-726-7000.

$_____________ x __________ = $_____________
Per Pay

Pay Periods

Total Annual Pledge

Signature

Recognition Options
Combined Giving

Recognize my gift with my spouse/partner. List their name & workplace below.

____________________________________________________
q I wish to remain anonymous.

Thank You

X
Donor Signature
Date

Thank you for your contribution to United Way. No goods or services were provided in exchange for this contribution. Please keep a copy of this form for your tax records. You will also need a copy of your pay stub,
W-2 or other employer documents showing the amount withheld and paid to a charitable organization. Consult your tax advisor for more information. A copy of United Way of Central Illinois’ most recent IRS Form
990 & audited financials are available for inspection at United Way’s office. Financial information is also available online at www.springfieldunitedway.org.

Thank you for your investment in the Community Fund.

100% of your investment in United Way’s Community Fund supports local services addressing Basic Needs, Education, Financial Stability and Health. A gift to United Way’s
Community Fund is the most effective way to help our whole community.

OPTIONAL - IF NO OPTION BELOW IS SELECTED 100% OF YOUR GIFT WILL BENEFIT THE COMMUNITY FUND
Optional United Way Designations

Optional Donor-Directed Gifts (any 501(c)3 organization)

(If less than 100 percent of your total gift above is selected the balance will be
invested in the community fund)

United Way recovers its fundraising expense of 6.17% from donor-directed gifts. United
Way understands some donors choose to direct a portion of their gift to a specific nonprofit
organization. Although we process these donor-directed contributions as a service to our donors,
United Way is unable to guarantee how funds will be used or ensure measurable results by the
recipient agency. If less than 100 percent of your total gift above is selected the balance will be
invested in the community fund.

Amount from Total Gift Above
Community Fund
Basic Needs
Education
Financial Stability
Health
Dolly Parton’s Imagination Library

PLEASE CHECK THE ACCURACY OF ALL YOUR ENTRIES.

%
%
%
%
%
%

or $
or $
or $
or $
or $
or $

Amount from Total Gift Above

Organization Name
Organization Name

% or $
% or $

Government Employees: You may designate your gift to one or more qualified 501(c)3 organizations. A complete list of charities
qualified by the Illinois State Comptroller is available at www.secaillinois.org. A complete list of 501(c)3 organizations is
available at www.irs.gov.

WHITE – PAYROLL OFFICE YELLOW – UNITED WAY COPY PINK – DONOR

HOW TO FILL OUT A PLEDGE FORM
Please use a pen to fill out the pledge form. Please write clearly.
DONOR INFORMATION
 Fill in the first section with name and home address.
 Fill in date of birth.
 Provide preferred personal phone and indicate by circling if it is a home or cell number.
 Fill in your preferred email address.
 Use Employee ID section if your employer requires it.
 Please indicate if you are retiring soon.
GIFT TO THE COMMUNITY
Please choose how you would like to make your gift:
 Payroll Deduction:
1) Choose a pledge amount per pay period listed, or write in your own on the line provided.
2) Fill in your number of pay periods each year.
3) Multiply amount per pay times number of pay periods and fill in blank for total yearly pledge.
 One-time Giving: You may give a one-time gift by cash, check or credit/debit card.
 Bill Me: You may request to be billed. There is a $25 monthly or $100 one-time minimum. Please let us
know the amount of gift and how often you would like to be billed.
RECOGNITION OPTIONS
 Please fill this out if you would like your partner or spouse’s gift combined with your gift.
 If you would like to remain anonymous, there is a box to indicate this that must be checked. This
means that you will not be publicly acknowledged as a donor.
SIGNATURE
All donors should sign their name and date their form on the applicable lines.
OPTIONAL
 If you would like to give 100% to the Community Fund, no further action is required.
 If you would like to designate a percentage to an Issue Area (Basic Needs, Education, Financial Stability,
Health) or to the Dolly Parton’s Imagination Library, please indicate here.
 If you are choosing to designate all or a portion of your gift to another 501(c)3, you will need to
indicate where it should be directed and how much is being directed here. Divided gifts are acceptable.
COPIES
 Donors keep the PINK copy for their records
 Employee Campaign Coordinator is responsible for getting the WHITE of the pledge forms to payroll
for processing, and the YELLOW forms to United Way (with any cash or checks) in the Campaign
Report Envelope.

United Way of Central Illinois
1999 Wabash, Suite 107
Springfield, IL 62704
(217) 726-7000 Fax (217) 726-9690
www.springfieldunitedway.org

CAMPAIGN REPORT ENVELOPE

_____________________________________________________________
Company Name

_____________________________________________
Date

____________________________________________________________
Address

_____________________________________________
Report Number (i.e., 2 of 4, 1 of 2)

____________________________________________________________

________

____________________________________________________________
Campaign Contact Name
Phone Number
____________________________________________________________
Person Submitting This Envelope

CHECK ONE:
________
Partial Report

________

24 Pay Periods

________

________

26 Pay Periods

Total Amount This
Report

Payments

# of Employees at Campaign Time (headcount)

Final Report

PLEASE ENCLOSE ALL CASH, CHECKS AND PLEDGE FORMS IN THIS ENVELOPE.
ALSO, PLEASE MAKE A COPY OF THIS REPORT ENVELOPE FOR YOUR RECORDS. THANK YOU.

Campaign Data (In this report envelope)

Number of Givers

1.

Payroll Deductions (Top copy of pledge form to Payroll – 2nd Copy to United Way)

2.

Paid (Cash or Checks) ( Top copy of pledge form to United Way)

3.

Credit/Debit Card (Top copy of pledge form to United Way)

4.

Direct Bill (Top copy of pledge form to United Way)

5.

Special Events (This report)

6.

Corporate Gift (Report only once)
Send Reminders
 Quarterly

 Semi-Annually

7.

TOTAL THIS REPORT

8.

Total All Reports To Date

 One Time Date_____/_____/_____

WAIT! Did you remember to:





1) Enclose a copy of the pledge form for every donation counted in this envelope?
2) Group all pledge forms by method of payment (payroll deduction, cash/check, credit/debit, direct bill)?
3) Make a copy of this report envelope to keep for your company records?
4) Ensure all checks are made payable to United Way?

HOW TO FILL OUT A CAMPAIGN REPORT ENVELOPE
Please use pen to fill out pledge form. Please write clearly.
TOP SECTION
 Fill in company name and address.
 Fill in the contact name and phone number of the person United Way will call if they
have a question about the envelope.
 Provide the name of the person submitting the envelope.
 Fill in the date the envelope was submitted.
 Where it requests “Report Number,” please indicate whether this specific envelope is “1
of 1,” “1 of 2,” etc.
 When there is more than one envelope, please indicate that this is a partial report.
 When there is only one envelope, please indicate that it is a full report.
 Fill in the number of employees at your workplace at the time of the campaign.
 Mark 24 or 26 pay periods per year.
BOTTOM SECTION
 If there is more than one envelope, each one should detail only the information that is
contained within.
 Fill in the # of givers for each type of gift (payroll, cash/check, credit/debit, direct bill).
 Fill in the Total Dollar mount for each type of gift (payroll, cash/check, credit/debit,
direct bill, Special Events, Corporate Gift).
 For the Corporate Gift (if applicable), please indicate whether your company should be
billed one time, quarterly or semi-annually.
 Fill in the total dollars for this report.
 Fill in the total dollars for all reports to date.
GENERAL
 With the exception of events, every gift needs a pledge form.
 All special event money should be submitted to United Way in a report envelope.
 The yellow copy of pledge forms should be submitted in a report envelope.
 Only the campaign’s company staff and United Way Loaned Executives may transport
campaign envelopes.

United Way of Central Illinois
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INCREASING YOUR CAMPAIGN
There are only two ways a campaign can increase:
Donors give MORE or MORE give.
PARTICIPATION
Percentage of participation is determined by dividing the number of current donors by the
number of employees
_________________ /_________________ = _____________________
Current Donors
Total Employees
Participation

AVERAGE GIFT
The average gift is determined by dividing the total raised by the number of donors.

_______________________ /_________________ = _____________________
Total Employee Dollars
Current Donors
Average Gift

PER CAPITA GIFT
Per capita gift is the average amount given by the entire workforce to your campaign.
_____________________ /___________________ = _____________________
Total Employee Dollars
Total Employees
Per Capita Gift

AVERAGE GIFT WITHOUT LEADERSHIP GIVING
The average gift without leadership giving is the average amount given by donors giving less
than $500 annually.
(__________-_____________) / (__________________ - ________________) = ____________
(Total Employee Giving - Total Leadership Giving)
/ (Current Donors - Current Leadership Donors) = (Average Gift)

WHAT IF?
What if each of your current donors gave 50 cents more per week?
What if 3% more of your employees participated at your current average gift level?
What if leadership donors increased their gift by 3%?
United Way of Central Illinois
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CONCERNS & OBJECTIONS
You may occasionally encounter people who object to contributing to United Way. Keep in
mind that objections are a natural part of the campaign and offer you an opportunity to present
more information. Here are some insights into objections and suggestions for handling them:

 Objections are not personal. Remember, they are not directed at you.
 Objections are often based on incorrect information. Try to identify the real
issue.
 Listen carefully and show your concern. This does not mean that you agree, but
that you care about the concern.
 Don’t argue. Instead, offer information about the many ways United Way helps
people or offer to discuss the issue further after the group meeting.
 Don’t be afraid to say you don’t know. Let those with questions know you’ll get
back to them with the answer.
 Remember, education, not coercion. The most responsive donors are those who
have the opportunity to become informed and involved. Experience clearly
shows that coercion creates animosity, hinders communication and
understanding, and can lead to decreased support.

United Way of Central Illinois
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FREQUENTLY ASKED QUESTIONS
Q: What is United Way?
A: United Way’s mission: Improving lives by uniting our community to address the basic needs,
education, financial stability and health of every person.
United Way is the largest private funder of health and human service programs in the country.
Locally we invest in programs providing services vital to the immediate BASIC NEEDS of the
most vulnerable members of our community; while making long term investments in
EDUCATION, FINANCIAL STABILITY AND HEALTH - the building blocks for a good quality of life.
United Way’s program funding is made possible through funds raised during an annual
community campaign from businesses, employee groups and individuals.
Each United Way is local and independent, choosing its funding criteria and priorities to fit the
local community. Local United Ways come together through their affiliation with the national
trade organization, United Way Worldwide (UWW).
Q: How much of my contribution goes directly to funding services?
A: 100% of all contributions to United Way’s Community Fund go directly to programs providing
services in Sangamon and Menard Counties. United Way’s fundraising and administrative
expenses related to the Community Fund are underwritten by the United Way Endowment and
generous support from Ameren, BUNN, The Horace Mann Companies, Illinois National Bank,
U.S. Bank, Wells Fargo Home Mortgage and one company wishing to remain anonymous.
Q: Why does United Way promote its Community Fund over directed gifts?
A: United Way believes its Community Fund brings added value to donor’s contributions
because of the time and effort provided by Vision Council volunteers who consider the
community’s greatest needs and evaluate program applications to ensure the best programs
receive the critical funding they need. A gift to the Community Fund is also the best way to
ensure funding is available to each of United Way’s issue areas.
Q: Can I direct my gift to a specific nonprofit?
A: Yes. While United Way’s primary focus is the Community Fund, donors may direct all or a
portion of their contribution to any 501(c)(3) qualified organization. United Way recovers costs
equal to its audited fundraising expenses.

United Way of Central Illinois
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Q: Does my directed gift make a difference?
A: Yes. Directed gifts to specific agencies are unrestricted and separate from program
allocations.

Q: Can I split my gift?
A: Yes. Donors can split your gift between United Way and any qualified 501(c)(3) organization.

Q: How are United Way funding decisions made and by whom?
A: All programs are reviewed and evaluated by community members serving as Vision Council
volunteers. The volunteers consider each program application against variables that include –
the administration of the program or service, its goals and effectiveness, finances, and the
priorities established in our community. Each panel looks at programs providing services
aligned with Basic Needs, Education, Financial Stability and Health and makes appropriate
funding recommendations to the United Way Board of Directors. The United Way Board of
Directors has the final authority to determine program funding.

Q: Why does United Way have paid staff?
A: No organization as big as this United Way, in terms of the money for which it is responsible
and the number of volunteers involved can operate efficiently without qualified staff support.
United Way’s seven staff members manage the day-to-day operations and provide support to
approximately 500 volunteers, 30 health and human service organizations and over 200
companies running campaigns.

Q: Can my gift be directed to a United Way in a different community?
A: Yes. Contributions may be directed to United Ways in other communities. As with
contributions to this United Way’s Community Fund, 100% of the contribution will be
forwarded to the respective community.

Q: Why are Employee Campaigns important?
A: More than 2/3 of all United Way support comes from individuals giving through employee
campaigns. Every gift, no matter what size, makes an impact on services in our community
when it’s pooled with the contributions of others.
Of the funds available for services, 77% comes from individual giving through workplace giving
campaigns or direct personal donations. Corporate and small business donations comprise the
remaining 23% of the funds available for services.

United Way of Central Illinois
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CAMPAIGN VOLUNTEERS GLOSSARY
ACCOUNT: Companies or organizations that United Way works with during the campaign.
AGENCY TOURS: Arranged tours of selected agencies for groups of employees to get on-site
education of services.
AGENCY SPEAKERS: Where appropriate, agency speakers are arranged through United Way
office to speak at Campaign Presentations.
ANONYMOUS: United Way respects the right of donors to be anonymous. In this case, donors
name and contact information is submitted to United Way, but United Way will not
publicly acknowledge that they are a donor.
AVERAGE GIFT: Total gift of all employees divided by the number of givers. This calculation is
more meaningful when used along with a percentage of participation. Do not confuse
with per capita gift.
CAMPAIGN CABINET: “Executive Committee” of the community-wide campaign chaired by
Campaign Chair.
CAMPAIGN SUPPLIES: Materials used in the campaign, such as: pledge forms, brochures,
posters, pens, etc.
CAMPAIGN VIDEO: A video used as an educational and informational tool for local audiences to
enhance giving.
COMMUNITY BUILDERS: A recognition level for individuals and families contributing $500 to
$999 in a year.
COMMUNITY FUND: Ensures limited funds make the greatest impact in a community by Vision
Councils which review program funding requests and make recommendations.

United Way of Central Illinois
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COMMUNITY LEADERS GUILD: Recognition level for individuals and families contribution
$1,000 or more in a year.
COMMUNITY PARTNERS: Nonprofit organizations that United Way has a relationship with that
may or may not receive funding.
COMMUNITY-WIDE KICKOFF: The formal start of the campaign in the community usually held
after Labor Day.
CORPORATE PLEDGE OR CORPORATE GIFT: An annual contribution in the name of the
company.
DESIGNATIONS: A donor choice to designate a gift to a specific agency or issue area.
EMPLOYEE CAMPAIGN COORDINATOR (ECC): The person appointed by the company to
conduct the campaign.
EMPLOYEE GIVING: The contributions of employees at their place of employment,
accomplished most successfully and effectively through a payroll deduction plan.
EMPLOYEE GROUP MEETING (OR PRESENTATION): A brief meeting at which groups of
employees are presented to by the ECC, CEO, United Way, and Community Partners, are
shown the United Way video, and company incentives and company campaign are
discussed.
LOANED EXECUTIVE (LE): The Loaned Executive acts as an extension of United Way staff and is
used most effectively in conducting and monitoring employee campaigns.
PAYROLL DEDUCTION: An opportunity for employees to spread their giving through authorized
deductions each payday.
PER CAPITA GIFT: Total employee contribution divided by the number of employees in the
company.
PLEDGE: A promise to make a United Way contribution in installments over a specified period
of time.
PLEDGE FORM: Used by corporations and individuals to make contributions.
RUM: Resources Under Management are allocable dollars given to the Community Fund.
TOP TIER: The accounts that have historically had the highest giving totals in a campaign.
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CONTACT INFORMATION
MY LOANED EXECUTIVE
United Way Loaned Executive: _____________________________________________________
United Way Loaned Executive phone: _______________________________________________
United Way Loaned Executive email: ________________________________________________

CONTACT US
United Way of Central Illinois
1999 Wabash, Suite 107
Springfield, IL 62704
Fax: (217) 726-9690
Phone: (217) 726-7000

JOIN US ONLINE
Website: www.springfieldunitedway.org
Facebook: www.facebook.com/unitedwayfanpage
LinkedIn: http://www.linkedin.com/company/united-way-of-central-illinois
Twitter: https://twitter.com/UnitedWayCIL
YouTube: http://www.youtube.com/user/UWCIL

NOTES
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