
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.

We hope this endeavor makes a difference in your life, as it has for so many others who have taken on 
this leadership role.

This guidebook is full of ideas and information to help you manage a successful campaign. Remember, 
your Account Manager is just a phone call or email away with additional support and direction

Thank you for making our ten-county service region a place where every child, individual and family 
thrives.

Sincerely,
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Deb Reiner
2026 Campaign Cabinet Chair
HCA Healthcare 

Erica Mitchell
President and CEO
United Way of Greater Nashville



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 UWGN 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

POSTERS BROCHURE

OTHER TOOLS INCLUDE:

TABLE TENTIMPACT ONE-PAGERS

Make a gift today at UNITEDWAYGREATERNASHVILLE.ORG or through your workplace’s giving campaign. 

THE SALVATION ARMY runs several programs that move entire 
families from crisis into supportive, stable housing. 

One family was a grandmother who had just taken custody of her three 
teenage grandsons. She was living in a one-bedroom apartment in a 
community for senior citizens. Once she had custody, she was going to lose 
her housing. Her case manager connected her to a voucher that allowed their 
family to move into a three-bedroom home. Also, the boys had not received 
medical care in a long time and with help, the grandmother was able to get 
them quality health care and even help her oldest obtain his driver’s license. 

“We made it a little bit easier for the grandmother … just to be able to provide 
the resources, things that she never really needed or never thought she would 
need. Our staff walked hand-in-hand with her and they’re all doing really 
well now.”

APRIL

Make a gift today at UNITEDWAYGREATERNASHVILLE.ORG or through your workplace’s giving campaign.

FANNIE BATTLE DAY HOME is the oldest child care center in 
Middle Tennessee. They have been serving children and families 
in our community since 1891. Many of Fannie Battle’s families 
suffer from financial stress and often live paycheck to paycheck. 
“For a lot of our families, education is really important and unfortunately, 
they can’t get a better job unless they have some sort of education 
behind them. And with that of course you need childcare.

“There are so many outside reasons as to why a family is struggling. It’s not 
just child care. It could be that they are displaced; it could be that their lights 
went out. There are so many pieces to this puzzle.”

MELISSA

Make a gift today at UNITEDWAYGREATERNASHVILLE.ORG or through your workplace’s giving campaign. 

NEEDLINK NASHVILLE, helps people pay their past due utility bills 
and access affordable, income-based rent. They focus primarily on 
the most vulnerable in our Nashville neighborhoods. Families with 
children, seniors, those with disabilities, veterans, those 
experiencing homelessness. 

“Obviously housing is such a big issue in our community: finding affordable 
housing and then keeping that affordable housing. If your electric gets cut off, 
that could turn into an eviction because that can be a lease violation. So even us 
helping with someone’s electricity is really keeping somebody in their housing.”

STEFANIE

Make a gift today at UNITEDWAYGREATERNASHVILLE.ORG or through your workplace’s giving campaign. 

Denise approached therapy at INSIGHT COUNSELING because 
she felt like her tank was empty. She’s naturally an encourager, 
the one that helps others get along. “But over the years, because 
of the way things didn’t turn out in my life like I thought they 
would, there seemed to be this sort of weight. When I went to 
therapy, it was like my hope got refurbished and filled up.”

Before therapy, life for Denise felt mundane. She needed peace. She knew she 
was repressing her feelings. Now there’s a growth and a desire now to know 
that everything’s okay. Everything that happened in the past is the past, and 
now there’s a future.

“It would be like a painting that you could see the images on, but there wasn’t 
any color. After therapy, there was color. There was movement.”

DENISE

WE’RE SEEING RESULTS

families have been housed 
through The Family Collective 
since its inception

referrals were made through 
United Way’s 211 Helpline

individuals received emergency 
financial assistance during a  
time of crisis

MEETING OUR NEIGHBORS’ BASIC NEEDS
We are here so no family goes without a stable place to call home,  
food on the table and support during times of crisis.

WHAT WE’RE UP AGAINST 
At any given time, more than 5,000 local students have no place to call 
home — they’re living in cars, at shelters or on friends’ couches. And families 
struggling to make ends meet are often one unexpected expense from not 
being able to pay their rent or utilities that month.
 

WE ARE HERE ...   

TO MOVE FAMILIES OUT OF HOMELESSNESS 
Through The Family Collective, we swiftly move homeless families  
into stable housing and prevent future homelessness. Overcoming 
financial barriers like security deposits and first month’s rent is crucial. 
Our network of coaches assists families in securing housing and planning 
for long-term stability through employment and financial coaching.
 
TO MAKE SURE NO ONE GOES HUNGRY
Our partner agencies, including food banks and meal providers, ensure 
access to nutritious meals for our neighbors. We collaborate with the 
community to offer food pantries and support children with meals 
outside of school hours. 

IN TIMES OF CRISIS  
Our 211 Helpline is available in times of crisis. We are here to help avoid 
foreclosure, utility cutoffs or repossession. We pool funds from various 
sources to help make rent or mortgage payments, pay outstanding utility 
bills, and provide relief from natural disasters like floods or tornadoes. 

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

funded partners

5566

WE’RE SEEING RESULTS

individuals increased their 
job skills through training 
opportunities

people received no-cost 
financial counseling to 
decrease debt and take  
control of their budget

individuals received  
SNAP Employment and  
Training support

funded partners

BREAKING THE CYCLE OF POVERTY
We are here so everyone has the opportunity to earn a livable wage, grow their  
savings and move toward greater financial stability.

WHAT WE’RE UP AGAINST 
Greater Nashville is thriving, but many are being left behind. One-fifth of our 
neighbors are living in poverty, and 30% of those are children. We owe it to 
our neighbors to provide clear pathways to more stable futures. 

WE ARE HERE ...   

TO EQUIP INDIVIDUALS FOR BETTER OPPORTUNITIES 
To escape poverty, individuals require better-paying jobs and 
opportunities for advancement, which necessitate postsecondary 
education, training or certification. Our SNAP Employment and Training, 
in collaboration with partner agencies, empowers individuals to attain the 
education and skills necessary for sustainable wages, paving the way for 
a financially stable future. 
 
TO MAKE SURE OUR NEIGHBORS KEEP MORE OF WHAT THEY EARN
A startling number of Americans find themselves on the precipice of 
financial ruin with no emergency savings to cushion the fall. We are 
tackling this vulnerability head-on through the Volunteer Income Tax 
Assistance (VITA) free tax-prep program. By putting money back into the 
hands of our neighbors, this program serves as a lifeline, preventing one-
off financial setbacks from cascading into a cycle of debt, poverty or  
even homelessness.

TO HELP FAMILIES INCREASE THEIR SAVINGS  
Individualized counseling at the Financial Empowerment Center 
aids those facing financial challenges in achieving greater stability. 
Professionally trained counselors assist clients in managing debt, 
enhancing credit, budgeting, establishing bank accounts and saving for 
the future, all at zero cost.

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

11,,886633

11,,000066

889933

3311

WE’RE SEEING RESULTS

BUILDING STRONG, HEALTHY COMMUNITIES
We are here so every person has access to quality health care, support  
for chronic conditions and connections to their community.

WHAT WE’RE UP AGAINST 
Too many of our most underserved neighbors struggle to access quality 
health care, supportive services and a strong community network. In fact, 
Tennessee ranks 40th out of 50 states for overall health — and roughly 10 
percent of our population is uninsured.  

WE ARE HERE ...   

TO HELP OUR NEIGHBORS ACCESS QUALITY HEALTH CARE 
We partner to provide affordable health care for the uninsured and 
support for those affected by HIV/AIDS through Ryan White Part B. 
Additionally, we collaborate with community-based clinics to connect 
individuals with medical and dental care, as well as supportive services.
 
TO ASSIST THOSE SUFFERING FROM MENTAL HEALTH ISSUES 
AND CHRONIC DISEASE
Living with chronic disease, mental health issues and addiction is a daily 
challenge for many. Our partner agencies equip clients with education and 
resources to manage their conditions for healthier lives. The Williamson 
Prevention Coalition and Robertson County Prevention Coalition 
collaborate to prevent teen substance abuse, fostering partnerships  
for a drug-free community. 

TO BUILD STRONG, SUPPORTIVE NEIGHBORHOODS  
We foster community bonds through Family Resource Centers, senior 
meal delivery and teen outreach programs, helping neighbors forge 
lasting connections. A supportive community enhances learning for 
children, improves quality of life for adults and significantly impacts 
isolated seniors.

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

2233,,664411

33,,661188

11,,558844

7766

individuals had their medical 
needs met to address a health-
specific emergency or  
crisis situation

individuals reported improved 
mental health and a decrease  
in feelings of depression  
or hopelessness

individuals were helped to 
make behavior changes to 
support improvements to their 
health and quality of life

funded partners

WE’RE SEEING RESULTS

HELPING KIDS LEARN AND SUCCEED
We are here so every child enters kindergarten ready to learn,  
develops the skills they need, and is supported in and out of school.

WHAT WE’RE UP AGAINST 
Education is vital for escaping poverty, but many students face challenges. 
In Davidson, Hickman, Houston and Robertson counties, 75% of third 
graders don’t read at grade level. Kids entering kindergarten without basic 
literacy skills are three to four times more likely to drop out later.
 

WE ARE HERE ...   

TO PREPARE STUDENTS FOR KINDERGARTEN 
Early brain development fosters lifelong learning. We support this 
through Imagination Library for book access, Childcare Nashville for 
quality child care and pre-K programs, and Read to Succeed for educator 
training to enhance early childhood education.
 
TO IMPROVE LITERACY RATES
If kids aren’t reading at grade level by third grade, they’re likely to 
struggle across subjects and fall behind. Raising Readers Nashville boosts 
third-grade reading proficiency through quality early learning, combating 
absenteeism, addressing summer learning loss and providing classroom 
book access.

TO MAKE SURE KIDS GRADUATE 
We’re partnering with agencies to ensure every student receives support 
to graduate and plan for their future. This includes promoting social 
and emotional education, offering mentorship and family guidance, and 
providing personalized tutoring through Raise Your Hand.

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

55,,669966

11,,223399
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3300

students increased their math 
and literacy skills

children showed improved 
social-emotional learning

children were enrolled in  
Read to Succeed

funded partners

One-pagers Videos Sample emails Email graphics



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, your Account Manager is only a phone call 
or email away. 

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 Greater Nashville
Serving Cheatham, Davidson, Dickson, Hickman, Houston, Montgomery, Robertson, 

Stewart, Sumner and Williamson Counties

UNITEDWAYGREATERNASHVILLE.ORG/DONATE | @UWNASHVILLE


