
 

2021 CAMPAIGN COORDINATOR’S GUIDE 



 September  2020 

 
Dear Friends of United Way,  
 
I want to say thank you in advance for partnering with our United Way family during these 

unprecedented times to ensure our community’s needs are being met.  The United Way Board of 

Director’s has bestowed a great amount of trust in me by granting me the opportunity to serve as the 

2021 Campaign Chair. 

I was raised in Moultrie; however, I never experienced the impact of an organization like United Way 

until I traveled the world and saw love and compassion in action.  As a soldier, I have had the opportunity 

to witness men and women come together in times of celebration as well as calamity.  Observing others 

as they traverse the waters of adversity is hard, especially when you feel there is nothing you can do to 

comfort them in that moment.  During these times I witnessed men and women from organizations 

across the globe unite to overcome despair as well as exploit success.  I have  learned that people 

generally support by giving or serving and both are needed to make tomorrow better than today.       

Upon retirement, it was these feelings over my 28 years of military service in more than 30 countries that 

led me to serve on the United Way of Colquitt County Board of Directors.   

I have learned how our United Way family connects the needs of those in our midst with the services 

provided by our nonprofit organizations.  Whether it is an elder in need of sustenance, a mother with 

children in need of protection, or boys and girls searching for opportunities to learn, our United Way 

looks for ways to assist the needs of others in our community.  Considering COVID 19, we have adopted 

the mindset of One Team, One Fight for our 2021 Campaign.  The ONE stands for: 

Own the Process 

Never stop learning 

Enjoy the day 

We intend to use this approach to add value to our community through three areas: education, health, 

and financial support. Our campaign goal for 2021 is $555,000!  This is the amount required to provide 

stability and support to our community’s family and loved ones.  We realize our community has been 

impacted in a multitude of ways due to the pandemic, but with your support we can come out 

stronger than ever!  Again, thank you for your continued partnership! 

 
Sincerely, 
 
 
 
Brian Lassetter 

2021 Campaign Chair 

www.uwccga.org  
116 First Avenue SE 

P.O. Box 969 
Moultrie, GA 31776 

(229) 985-2627  
 

United Way  
of Colquitt County 



  
 

 
 
 
Children’s Cheer & Toy Shop     229.873.2108 
Assistance to children for Christmas and other times of need. 
 

Boy Scouts Suwannee River Council  850.576.4143 
Leadership and character building skills for boys participating in the scouting program. 
 

Boys & Girls Club of Colquitt County  229.890.8600 
Enabling all young people to reach their full potential as responsible citizens. 
 

CASA Kids Program   229.589.5175 
Providing advocacy for children involved in deprivation or domestic court proceedings  
 

Colquitt County Arts Center  229.985.1922 
Engaging arts education for children and adults. 
 

Colquitt County 4-H   229.616.7455 
Assisting youth to become self directing, productive and contributing citizens. 
 

Colquitt Food Bank   229.985.7725 
Food year round to those in need. 
 

Cross Roads Gospel Rescue Mission 229.985.7194 
Providing shelter and spiritual needs of transient individuals and families. 
 

Girl Scouts of Historic Georgia  229.299.5635 
Programs to inspire girls with character, patriotism and service. 
 

Green Oaks Center   229.891.7300 
Provide work and support services for developmentally delayed citizens of Colquitt County. 
 

Hero House     229.890.5549 
Assistance to child abuse victims and their families. 
 

Meals on Wheels    229.432.1124 
Provides meals for isolated, frail and handicapped elderly citizens. 
  

Moultrie YMCA    229.985.1154 
Quality childcare, health and fitness programs for children and adults. 
 
 

American Red Cross   229.985.6924 
Relief to victims of disaster and aid people to prepare for and respond to emergencies. 
 

Salvation Army    229.217.4086 
To assist those less fortunate with crisis needs. 
 

Serenity House    229.890.7233 
A temporary safe shelter for victims of domestic violence and their children. 
 

SW GA Community Action Council  229.985.3610 
Emergency Relief and Senior Nutrition Programs 
Assistance to families and individuals in financial crisis.  
Nutritious meals home delivered and congregate setting for senior citizens. 
 

SW Georgia Easter Seals Society 229.439.7061 
Apartment complex for young adults with disabilities. 
 

Special Olympics    229.891.4689 
Year-round training in sports competition in Olympic type sports for mentally & physically disabled individuals. 
 

 



KNOW YOUR UNITED WAY 
 
The more you know about what you’re raising money for, the more 
impassioned  you will become and the more credible you will be with         
co-workers.   Some fast facts: 
 

• United Way of Colquitt County is an independent and autonomous 
organization, a member of United Way Worldwide, NOT a chapter.   

• It is governed by a local board of 30 volunteers who make all funding decisions 
for our community.   

• It’s our mission to organize, coordinate and maximize the resources available 
to our diverse community to improve the quality of life. 

• Giving to United Way through workplace campaigns has been a Colquitt 
County tradition since 1957. 

• Check out our 2019 Annual Report for information on our work last year. 

• Money raised here stays here to work in Colquitt County. 

• 82 cents of every dollar raised goes directly to programming.   

• We have 20 member agencies providing 33 programs using United Way 
funding. 

DON’T FLY SOLO 

Participation of upper management is essential for a 

successful campaign.  We already have their support, 

or we wouldn't be conducting a campaign.  Ask them 

to personally endorse it with a personal letter or 

speech to staff members.  Ask them to approve 

incentives to be used for the campaign.  

 

Don’t feel like you have to “go it alone.”  Find a 

friend at work who is willing and able to help you    

co-chair your campaign efforts.  If your workplace 

has multiple departments or locations spread around 

town (like a school district), consider recruiting 

helpers from each department to serve on a 

committee.  Find people who are well-liked and 

respected by co-workers. 

  

  
 

1. Each employee in the company is asked to give.    
2. One or two “fun-raisers” are conducted to raise awareness 

about the campaign, but not too much to take the focus off 
pledge forms.   

3. A door prize is given away weekly from a drawing of those who 
pledged that week. Maybe one drawing is done strictly from 
Loyal Contributor donors. 

4. A “Thank You” celebration is planned with refreshments and         
United Way logo stickers for everyone.   

 

Marci Meadows and Dawn Blanton, with the City of 
Moultrie, gave us some great tips on partnerships and    
working together to have a stronger workplace campaign.  
 

FIRST OF ALL—MAKE YOUR PLAN!. 

United Way annually hosts “Day of Action”, 
where volunteers help with hands on projects 
and activities at local nonprofit organizations.  
Pictured below: Volunteers assist with painting 
one of the rooms at the Boys and Girls Club. 

A Sample Campaign:  



ASK AND YOU SHALL RECEIVE 
 

How do you plan to ask each individual associate to give 

to United Way?  Think about how effective your        

“point-of-contact,” moment is going to be?    Will you 

REALLY, blatantly, obviously, be asking each person to 

give to United Way?  How seriously will each associate 

consider making a gift when they first see their pledge 

form?  Will they even see the pledge form? 

 

People give to people.  The most effective “asks” include 

an educational piece along with the human element, the 

personal touch of a story, a presentation, an e-mail, or a 

letter from you or upper management, explaining why 

their gift is needed.  It’s best not to just leave a pledge 

form on someone’s desk. 

 

 

    DID YOU KNOW? 
The number one reason why people do not give to 

United Way is because they were not asked!  That’s 

why we are asking YOU to make sure EVERY person at 

your workplace returns a completed pledge form, 

even if they’re not giving this year—to ensure that we 

did OUR job of asking them. 

• BROCHURES.  It’s important to make sure that 

everyone in the workplace is given an informational 

brochure and pledge form so they can make an 

educated decision about giving. 
 

• PLEDGE FORMS.  Donors may designate to a specific 

Member Agency, or another community provided 

the pledge is at least $25.  Make sure to return the 

white copy to United Way, and the yellow copy to 

your payroll department so that deductions may be 

made. The pink copy is for the employee. 
 

• LOYAL CONTRIBUTORS. If they did not self identify 

last year, then ask them to check the box as a LOYAL 

CONTRIBUTOR on the pledge card. 
 

• REPORTING ENVELOPE.   PLEASE return all 

completed pledge forms (white copy), checks, and 

monetary donations in this envelope.  FILL OUT  

      THE FORM, which helps you “audit” your totals. 
 

• THANK YOU cards to give to all donors at your 

workplace. Be sure to have one for all donors.  

 

   EXTRAS!  EXTRAS! 
• POSTERS.  Don’t be shy.  Take extras and plaster the walls of 

your workplace the week BEFORE your campaign.  Hang them 
in high-traffic areas where staff, customers, and vendors can 
see them.     

 

• BROCHURES Have enough for all of your employees   

 

• DOOR PRIZE. Take two or three for your special events or 
celebrations. 

 

• LC STICKERS Recognize your Loyal Contributors. 
 
• THERMOMETER.  Track your campaign’s progress. 
 

2020—COORDINATOR  SPOTLIGHT 

Anne Swartzentruber stepped into 
being a campaign coordinator for the 
Medical Division as a Cabinet member 
for her first year in 2019. She hosted 
an amazing Medical Dinner at Ashburn 
Hill Plantation inviting anyone from the 
medical community to come and learn 
more about United Way and its many 
partners. Her innovative thinking 
increased the Medical Division by 42%! 
Awesome work, Anne! 



• DESSERT CART. Wheel a cart of cookies, brownies and 
candy through the office, collecting pledge forms in 
exchange for the goodies. Everyone needs that mid-
afternoon pick me up. 

 
• BALLOON POP. Employees donate or solicit prizes for 

this event-a variation of the traditional raffle. Before 
filling the balloon with helium, put a note inside with 
the name of the prize. Employees pay to buy a chance 
to pop the balloon. 

 
• CASUAL DRESS DAYS.  Allow employees to dress down 

as incentives to make a pledge.  If your business 
already has a casual or jeans day each week, try 
something different, such as Stupid Hat Day, 
Outrageous Socks Day, or Favorite Sports Team Day. 

 
• CHAIR MASSAGE.  Bring in a massage therapist for a 

day and allow all those who submit a pledge form to 
sit down to a relaxing chair massage. 

 
• CHILI COOKOFF CONTEST.  Employees cook their 

favorite recipe and enter it into the contest.  
Participants pay to sample all of the entries. 

 

• COIN WAR.  Have departments compete to see who 
can collect the most loose change for United Way.  
Collect it in large water jug.  Winning department gets 
a pizza party and bragging rights!   

 
• LOOK AT YOUR WORKPLACE. What kind of contest 

would be in line with your work and still fun for 
employees? 

 
• PET PHOTO CONTEST.  Employees post a picture of 

their pet(s) and co-workers pay an amount to vote 
for the cutest, ugliest, most unusual, and funniest. 

 
• COOKBOOK.  Collect recipes and helpful household 

hints from employees and publish them with pictures 
from staff members’ children. Sell them to benefit 
United Way. 

 
• DIET FOR UNITED WAY.  Hold a contest to see who 

can lose the most weight over a month-long period.  
Each person pays a set amount for every pound lost 
or gained.  

• FORMAL DRESS DAYS.  Tired of casual Fridays?  Dress 
to the nines instead with prizes for the fanciest dresses 
and snazziest tuxedos! 

 
• RAFFLES—raffle a gift item, raffle a CAR! For a fun way 

to raise money.                                                     
 

  
• KEY TO THE TREASURE  - All who submit a pledge form 

at a certain level get a key to unlock at treasure chest 
of prizes.  Only one key opens the chest. 

 
• Be healthy—have a 10,000 steps challenge at your  
       Workplace. 
 
• TRICYCLE RACES.   
       Set up a relay course in the parking lot and have   
       contestants race through while being timed.            
       

“FUN”RAISERS IN THE WORKPLACE 

    EASY INCENTIVES & PRIZES 

Sometimes, the best incentives or prizes don’t cost much.  
Here are some low-cost/no-cost raffle items you can use if 
you’re working on a shoestring budget.  Get them from your 
vendors, your own company, or local businesses. 
 

• Casual dress days   
• Extra paid vacation day  
• “Sleep-in” or “Long-lunch” passes  
• T-shirts, sweatshirts, company gear  
• Shares of company stock 
• Special parking spot   
• Babysitting and restaurant gift certificates 
• Sports/Show/Movie tickets 
• Free oil changes 
• Lottery tickets 
• Prepaid phone card 
• Unused corporate frequent flier miles or hotel 

stays 
• Open/FREE vending machines  



BE PREPARED 
That’s the motto of the Boy Scouts (a United Way 

Member Agency, by the way).  Develop a plan of action 

that ensures all associates are educated about what 

United Way does and are asked to give.  The plan should 

include obtainable goals for your workplace to achieve 

and to measure the success of our efforts. 

1. Understand your campaign’s untapped potential.   Use Workplace Campaign Planning Sheet 

included in this guide and find areas where improvement is possible in your workplace campaign. 

2. Set a participation goal.  To ensure that associates do not feel pressured, it is not recommended to 

set a participation goal above 80%.  Set a dollar amount goal by reviewing last year’s average gift and set a 
realistic monetary goal.  Increasing participation will help you reach the monetary goal. 

3. Set a goal of 100% ask.  Make sure that everyone receives a pledge form.  The most effective way  

is through distribution of pledge forms and brochures during United Way presentations at staff meetings.   

4. Set a goal of 100% pledge form collection.  This ensures that everyone has at least 

CONSIDERED a gift to United Way and made a decision.  It does not mean that they should be forced to 
give.  Set a deadline for forms to be returned and ensure that all pledge forms, even if not filled out, are 
collected.   

5. Establish your campaign dates and develop a realistic plan to achieve your goals.  
While the period of direct solicitation within your workplace should typically take one to two weeks,   

      (no more than three), the campaign doesn’t just “happen.”  Choose which of the best practices and       
       “fun”-raisers you will employ and prepare for them.  Schedule United Way presentations in advance and   
       plan the publicity efforts that will surround your campaign.         

      THE ENVELOPE, PLEASE       “FUN”RAISERS, BEWARE! 

Sometimes, campaign organizers get so caught up 
in planning their “fun”-raiser that they forget about 
the most important aspect of the campaign which 
is:  WORKING ON MAKING EFFECTIVE “ASKS,” 
ENCOURAGING GIVING THROUGH PAYROLL 
DEDUCTION, AND COLLECTING COMPLETED 
PLEDGE FORMS. 
 
Also note that often, a person will buy $5 in raffle 
tickets to win an item and then NOT make a pledge 
via payroll deduction because they consider that to 
be their donation.  Remember that “fun”-raisers 
should supplement the best practices that increase 
participation and average gifts.   

At the conclusion of the United Way campaign, the 
following criteria is used for determining corporate awards: 
 
Campaign Awards—United Way Campaign Awards are 
given at the Volunteer Celebration Meeting in November.   
 

Corporate Award categories are the following: 
Star Performers  
 Gold Star –     Per capita giving of $75 or more                             
 Silver Star –    Per capita giving of $50 or more      
 Bronze Star –  Per capita giving of $25 or more 
             
New Employee Campaigns 
Most Improved Campaign 
100% Fair Share Award 
Largest Campaign 

 
 
 

Please plan to join us for the  
Campaign Celebration! Date TBD. 



RECOGNIZE AND REWARD 

Mom always taught us to say “Please” and “Thank 

You.”  And saying “Thank You” may be the most 

important element in maintaining the long-term 

support you’ve worked so hard to achieve.  That’s why 

United Way has developed a number of ways to thank 

and recognize generous donors and the hard-working 

volunteers within workplace campaigns.   

• Have a gathering for all donors as a way to say 

Thank you.    

• Recognize your Loyal Contributors with a special 

sticker or small gift. 

• Give every donor a Thank you card from United 

Way.  

 

Will you help us thank donors internally for their 

participation?  Just a small token of appreciation is 

often enough to convey the message.  Perhaps a staff 

luncheon or pizza party can be coordinated.  Even a 

simple postcard-sized letter of thanks goes a long way 

toward making a donor feel appreciated. 

  

THANK YOU IDEAS 
• Distribute the Thank you cards provided by   

United Way to every donor.  Maybe add a Hershey 
kiss with the card. 

 

• Late afternoon reception with snacks for all those 
who gave. 

 

• Send an e-mail or thank you from your CEO. 
 
• Announce the total your organization raised on 

posters, in e-mail, in your company newsletter. 
 
• Call our office if you need more ideas. 

Everybody loves a winner and jumps on a bandwagon 

when things are going well.  Track your campaign’s 

progress and publicly report results to your co-workers 

as you move along.  When you are finished, complete 

the Reporting Envelope and call United Way at  

985-2627 to pick up or deliver pledges.  Please try to 

complete your campaign by October 31st. 

 

TRACK YOUR PROGRESS 



 
 
Your Name:  ______________________________ Workplace:  ____________________________________ 
 
Phone:  ___________________________________  E-mail:  _______________________________________ 
 
1.   GET HELP.  List the people, including management, you’ve recruited to help champion your campaign.   
 
        Management:  ____________________________________ E-mail:  __________________________________________ 
 
        Co-worker:  _______________________________________ E-mail:  __________________________________________ 
 
 

2.    BEST PRACTICES.  Which of the following best practices do you plan to use in your campaign? 
 

         _____  United Way presentation (Recommended. Please call Caroline Horne at 985-2627 to schedule.) 
        _____  Upper management endorsement/participation  
        _____  Loyal Contributor recognition program     
        _____  “Fun”-raiser (If so, what?)  ____________________________________________ 
        _____  Prizes/incentives for participation  (If so, what?)  ________________________________________ 
        _____  E-mail campaign  
 

4.   SETTING AND ACHIEVING GOALS.   
 Campaign dates  (Plan to complete your campaign by October 31st.  The main pledge form solicitation  period should last 
 no longer than two to three weeks.) 
  

  Start:  _____/_____/2020 End:  _____/_____/2020 
 

5. REPORTING RESULTS.   
 Use your United Way reporting envelope to audit pledge forms and monies before submitting. 
 
6.    DON’T FORGET TO SAY THANKS.  How you will help us thank those who make a gift? 
 
         ______________________________________________________________________________________________________ 
 

 
 

Campaign 2020 Total Gift: $ __________________________________               
 From Firm Fact Sheet  

 
Employee giving $________________            Corporate Gift $___________________________ 
   
 
 

Campaign 2021 Goal: $_____________________________________ 
 
Employee giving $________________            Corporate Gift $___________________________ 
 
   


