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FOR NATIONAL AND REGIONAL CAMPAIGNS

While this guide applies to all campaigns; National and Regional multi-locations require planning on a different scope. Additional documents to help you develop your national campaign can be seen in the link below.

Link: 	English National Pledge Forms
	French National Pledge Forms
	National and Multi-Locations Campaign Checklist
	National Location Final Results Form
	New Hires Letter – UW Generic
[bookmark: _Toc231870603]


NOTE: This is an interactive guide; you can click on any links to open up supplementary documents.



		
[bookmark: _Toc94429073][bookmark: _Toc132098013][bookmark: _Toc233775481]United Way of York Region (UWYR) Overview

I.  OUR MISSION AND VISION STATEMENTS

Mission
We are a trusted organization that leads in uniting donors, volunteers, human service providers and their clients to improve the quality of life in the communities of York Region.  We ascertain and address critical human needs by fostering innovative, responsible and inclusive partnerships of financial and other resources.

Vision
Uniting people and resources to improve our communities.

II.  WHAT IS UNITED WAY?

United Way is a heavily volunteer driven, non-profit organization that pulls our community together by matching social service needs with financial and volunteer resources. Through a region-wide, co-ordinated fundraising drive with individuals, corporations and workplaces – UWYR funds close to 100 programs which are provided through 41 member agencies. These funds are used to address identified community priorities.
	 

III.  WHAT DOES UNITED WAY DO?

[bookmark: _Toc132098014]Fundraising
Fundraising is at the core of UWYR’s service to the community and is best known for its public campaign that kicks off every September with a focus on workplace campaigns, corporate gifts and special events. UWYR has one of the lowest fundraising and administration costs of any Canadian charity – 84 cents of every dollar raised is invested in vital community programs.
[bookmark: _Toc132098015]Link: Where the Money Comes From 

Community Investment
United Way strengthens our community by investing in 3 priority areas. 
1. Helping people move from poverty to possibility
2. Building healthy people and strong communities
3. Helping kids be all they can be

Ensuring donor dollars are put to work, effectively and efficiently, is the hallmark of United Way accountability. Every request for funding goes through a rigorous review process led by qualified community volunteers.

Link: Website – Community Investment 
Link: Community Review Panel Volunteer Opportunity 



Raising Awareness
UWYR provides a voice for current and emerging critical social service issues, raising awareness, rallying together various community groups and advocating for positive change.

[bookmark: _Where_the_Money_][bookmark: _Toc233775482]


[bookmark: _Where_the_Money][bookmark: _Toc233775483]Where the Money Comes From




[image: pie chart2]

[bookmark: _Toc233775484]
PLAN
[bookmark: _Toc233775485]1.1 BUILD YOUR TEAM

Objectives
· Build a campaign team that is reflective of your organization
· Share the workload

Actions
· Start recruiting your committee and canvassing team early
Link: Sample United Way Committee Structure
· Seek out past volunteers
· Leverage senior management and labour leader support to rally new volunteers and resources for campaign activities like kick-off events and wrap-ups
Link: Labour UW Partnership
· Use the committee descriptions to fill specific positions and help volunteers understand their roles
Link: Campaign Committee-Volunteer Position Descriptions
· Create a succession plan to cultivate campaign volunteers
· Recruit canvassers
Link: Role of the Canvasser 
Link: The Reluctant Canvasser Video

[bookmark: _Toc233775486]

1.2 LEARN ABOUT UNITED WAY AND YORK REGION

Objectives
· Gain an understanding of UWYR to build your own involvement and commitment
· Analyze goals, value, mission of your own company and compare to UW’s
Actions
· Attend the Volunteer Conference(s) offered by UWYR
· Meet with your UWYR staff partner 
· Invite an agency speaker to your first committee meeting
Link: Guidelines for Requesting an Agency Speaker
Link: Agency Speaker Request Form
· Organize an agency tour for your committee and canvassers
· Visit www.york.unitedway.ca
· Read the employee brochure
Link: UW Employee Brochure 	
· Read this guide and become familiar with the supplementary documents
Link: Frequently Asked Questions
Link: Impact Statements
[bookmark: _Toc233775487]
1.3 ANALYZE PAST CAMPAIGNS

Objectives
· Set realistic goals
Actions
· Ask your UWYR staff partner  for assistance
· Meet with past committee members
· Conduct a Success Session as your first committee meeting
Link: Benefits of a Successful Success Session 
Link: Campaign Success Factors
· Identify your campaign’s strengths, weaknesses, opportunities, threats
Link: S.W.O.T 


[bookmark: _Toc233775488]

1.4 DEVELOP A CAMPAIGN PLAN

Objectives
· Put goals into a common plan
· Communicate objectives 
Actions
· Work with your UWYR staff partner  
· Learn more about campaign best practices
Link: Campaign 101
Link: Increase and Energize
Link: Campaign Success Factors
Link: Campaign Building Blocks
· Establish a timeline
· Determine your campaign start and end dates to run a short, focused campaign (two weeks)
NOTE: UWYR’s official campaign period is September 1st to November 30th, in that all employee campaigns should be completed and have all pledge forms, donations and information submitted to UWYR before the end of the campaign period.
· Set financial and participation goals and identify tangible strategies to achieve these goals – consider a target based on the participation award levels for participation
Link: Participation Awards Criteria
· Share your plan with senior management and labour leaders to obtain early buy-in
· Schedule CEO and labour leaders for key events
· Decide how you will inform, ask and thank your colleagues
· Consider the Spirit Award criteria 
Link: Spirit Awards Criteria
NOTE: To be considered for a Spirit Award, campaigns must be completed and have all envelopes and campaign information submitted to UWYR by November 30, 2011.


[bookmark: _Toc233775489]1.5 PLAN A COMMUNITY LEADERSHIP AND MAJOR INDIVIDUAL GIVING (MIG) CAMPAIGN

Objectives
· Grow this group of donors through effective identification, awareness building, targeted asks and recognition strategies
Actions
A Community Leadership donor is anyone that contributes $1,000 or more annually. This is an increasingly critical group of donors, as they now make up more than $1M of UWYR’s annual campaign. Anyone can be a Community Leadership donor, so it’s important that everyone is made aware of this level of giving – it’s only around $12 per week after taxes!
Link: Lead the Way, Leadership and MIG Campaigns
Link: Tax Breakdown				
Link: Leadership Case




For information about the effect of how to maximize your leadership campaign see the Campaign success Factors document
Link: Campaign Success Factors

· Identify a Leadership and MIG Chair
Link: Campaign Committee-Volunteer Position Descriptions
· Determine how your campaign plan will work with the Leadership campaign plan
Link: Leadership Chair Checklist
· Book a Community Leadership/MIG Speaker
Link: Leadership/MIG Speaker Request Form
· Book a Leadership/MIG Agency Tour
Link: Leadership/MIG Agency Tour Request Form
· Attend the Community Leadership/MIG sessions at any Volunteer Conference(s) offered by UWYR.


[bookmark: _Toc233775490]1.6 PRE KICK-OFF LIST

Objectives
· Book resources and coordinate with stakeholders to ensure a successful and smooth running campaign
Actions
· Book rooms
· Recruit and train canvassers, ensuring they are armed with relevant information
Link: Campaign Success Factors
Link: How to Make the Ask
· Personalize your pledge forms
Link: Personalized Pledge Form Guidelines 
Link: Pledge Form
· Arrange agency speakers, agency tours and Day of Caring®
Link: Guidelines for Requesting an Agency Speaker
Link: Agency Speaker Request Form
Link: UWYR – Day of Caring®
Link: Campaign Success Factors
· Order campaign supplies
Link: Supplies Order Form
· Build awareness of UWYR, the issues in the community and the impact donations make every day
Link: Impact Statements
· Ask your CEO or senior management team to send out a letter endorsing the campaign
Link: Sample Endorsement Letter
· Promote your upcoming campaign






· Secure incentives for volunteers and donors
Link: Incentive Procurement Letter
NOTE: When securing incentives, please refer to the document below about charitable tax receipts and check with your UWYR staff partner before offering tax receipts to individuals or organizations making contributions. Not all donations are eligible for a tax receipt.
Link: Charitable Tax Receipt Guidelines
[bookmark: _Toc233775491]
EXECUTE
[bookmark: _Toc233775492]2.1 INFORM 

Objectives
· Inform your colleagues about the issues facing our community, the work of United Way and the impact that their donations make every day
Actions
· Provide awareness raising opportunities such as:
· Agency speakers
· Agency tours
· Day of Caring®
· Kick off your campaign
Link: An Example of a United Way Campaign Kick-off Meeting
· Provide everyone with an employee brochure and other information about United Way and charitable giving
Link: UW Employee Brochure
Link:  Campaign Poster 
· Promote your campaign and United Way throughout your workplace using videos, posters, intranet site, e-mail, etc. You may use UWYR’s logos and our tagline “Change Starts Here.”.
Link: UWYR Logos and Tagline Guidelines
  	Link:  United Way of York Region coloured logo
Link: United Way Tagline
Link: UWYR Campaign & Testimonial Videos 
· Use a campaign thermometer to publicly display and track your participation and/or dollar goal
Link: Tracking Thermometer ($ or % participation)
· Run special events that build awareness and morale
Link: Special Events Guide
Link: How to make Special Events work for you
[bookmark: _Toc233775493]2.2 ASK 

Objectives
· To provide all of your colleagues with an opportunity to ask questions, learn more about United Way and be invited to be part of making a difference in our community
· To obtain support which allows United Way to make a difference every day by working to advance the common good and be at the forefront of change, building a better future for all
Actions
· Canvass—one-to-one, peer-to-peer canvassing or group canvass
· Ensure everyone is invited to be part of making a difference in our community. This includes new hires and retirees.
Link: New Hires Letter
Link: Retiree Letter
· Re-canvass / Follow-up
· Participate in United Way events i.e.) Toromont CAT Dragon Boat Festival (August 20th), Day of Caring® (September 22nd) and United Way Week (kicking off September 19th).
· After all employees have been canvassed, run fundraising special events
Link: Special Events Guide
Link: How to make Special Events Work for you
NOTE: When running special events, please note for the majority of events, participants are not eligible to receive charitable tax receipts. See the link below for further guidelines, and speak to your UWYR staff partner.
Link: Charitable Tax Receipt Guidelines
NOTE: Many events that have prizes or elements of chance require a gaming or lottery license. If you are running an event that requires a license, such as 50/50 draws and raffles, it is your responsibility to abide by any laws/policies that have been set by the municipal, provincial and federal governments. Please check before running such an event – more information can be found on the Alcohol and Gaming Commission of Ontario (AGCO) website at http://www.agco.on.ca/en/h.home.html. 

[bookmark: _Toc233775494]
2.3 REMIT CAMPAIGN ENVELOPES

Objectives
· Monitor your progress
· Securely handle funds
· Process donations
Actions
· As soon as completed pledge forms and/or and special event money is submitted, remit to United Way for tax receipts and additional processing by UW. Campaign envelopes are provided.
Link: Campaign Envelope – $500+ Donations 
Link: Campaign Envelope Standard 
· Conduct a mid-campaign review
[bookmark: _Toc233775495]

WRAP UP
[bookmark: _Toc233775496]3.1 END YOUR CAMPAIGN BY THANKING DONORS AND VOLUNTEERS 

Objectives
· Recognize contributions and build loyalty to maintain positive life-long relationships with UWYR, volunteering and your organization’s campaign
Actions
· Thank committee members, canvassers and other campaign volunteers. UWYR can provide recognition certificates for campaign volunteers upon request.
[bookmark: _GoBack]Link: Campaign Volunteer Request for Recognition Certificates
· Thank senior management and labour leaders
· Thank donors and share your campaign results
Link: Sample Donor Thank You Letter 
· Thank suppliers of incentives
· Use vehicles that are effective for your workplace (parties, letters, e-mail, presentations, and newsletter articles) to communicate your thanks. 
· Attend UWYR’s Celebration Dinner, January 2012
[bookmark: _Toc233775497]
3.2 EVALUATE RESULTS AGAINST GOALS AND STRATEGIES

Objectives
· Lay the foundation for an even more successful campaign next year
Actions
· Include United Way in a wrap-up session to analyze the campaign
· Compare results with goals set
· Identify what worked and what didn’t—this will aid in campaign planning for next year
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