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Getting Started

Hawaii Island United Way’s (HIUW) Employee Coordinators are the key to a successful
workplace campaign. When you serve as a coordinator for your organization’s campaign,
you are joining hundreds of other committed volunteers on the Big Island. This tool kit is
and aid to help you enhance and promote your campaign.

Your Role as a Coordinator

Promote leadership and direction for the employee campaign within your
organization and motivate others.

Ensure all employees are provided with information and given the opportunity to
give.

Help folks understand that their contribution directly affects their family members,
friends, neighbors, co-workers and others in our communities.

Learn the importance of HIUW by reviewing HIUW materials and visiting our
website www.hiuw.org.

Key Messages -~ When you give, together we...

Create community solutions that help kids succeed, build strong families, promote
health and independence, and strengthen our communities.

Get results: Committed volunteer members study community needs and
resources- goals are set; funding targets programs that generate the most impact.
Improve lives: HIUW funded programs will touch the lives of two out of three
people in our community, at some point in their lives.

Make a greater difference than any single organization can - HIUW directly
Partners with 41 agencies and networks many more on the island.

Invest donations right here at home.

Make donations work harder and go farther!

Provide State-wide programs like 211 and Volunteer Hawaii

Join a world-wide movement to ADVANCE THE COMMON GOOD.

The mission of HIUW is to unite people, organizations and resources to build a

healthier community. That’s what it means to LIVE UNITED.
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Holding a workplace campaign increases employee morale, internal
communication and common purpose, and enhances good standing in the
community.

Steps to Success

1. Meet with HIUW representatives for information and support
2. Enlist help from your CEO and/or co-workers/team members
3. Set a realistic campaign goal and that encourages participation
4. Decide on a solicitation style of approaching fellow employees:
a) Group - employees are brought together to hear the message.
Use campaign DVD, HIUW speakers, and agency speakers.
b) Individual — One on one. Let them know why you give!

c) Electronic - Get creative, e-mail, voice mail, newsletters, website

5. Promote your campaign as a short, fun event. (See Fun Campaign
Ideas & Special Events)

6. Report Results to HIUW as soon as possible.(See Campaign Checklist)

7. Celebrate & share your success with co-workers/team members!

You may, on occasion, encounter people who object to contributing. Keep in mind that
objections are a natural part of the campaign and offer you an opportunity to present
more information. Objections are not personal, and they are not directed towards you.
They are often based on incorrect information. Please direct any further questions to
HIUW or ask them to visit our website: www.hiuw.org. Mahalo!

The mission of HIUW is to unite people, organizations and resources to build a
healthier community. That’s what it means to LIVE UNITED.
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Fun Campaign Ideas

The following ideas can be used to develop understanding about United Way, increase
volunteerism, build excitement and reward your campaign team or donors. They make a great
addition to, but do not replace employee meetings and the “ask”.

Themes

HIUW’s theme is “LIVE UNITED” and campaign materials
reflect this message. You may use this theme or create
your own. Weave your theme into your campaign
events and materials using the United Way Logo. Tie
your theme to your company’s logo, advertizing slogan
or industry.

Examples of themes might include:

e Football

e Halloween

e (Circus

e Sports

¢ Octoberfest
e  Olympics

¢ Have a contest to select a theme

Promoting your Campaign

Promote your campaign as a short, fun event that
happens once a year. Inform employees of campaign
dates and provide them with plenty of information
using the following resources:

e Group presentations

¢ lLetters from your CEO

e Posters/Flyers

¢ E-mail and/or voice mail

* HIUW & Agency Speakers (cal in advance)

»  Employee testimonials

¢ HIUW DVD

¢ Food and/or clothing drive for agency

e United Way quiz

» Company newsletter articles/ads, or a
special company campaign newsletter

o lLunchroom table tents

= Payroll inserts

o Screen savers

Incentives

Utilize incentives to get pledge cards in early or to
encourage participation, increase giving or department
competitions. Remember, people give when they are
educated about the needs and the impact of their gift,
but incentives are a fun addition to the campaign. Some
suggestions are:

e Angel Day (day off with pay)

¢ Reserved parking

e Tickets to sporting events

e United Way T-shirts and other
merchandise

e Movie/theater passes

¢ Company T-shirts

¢ Dinners for two

e Hotel stay giveaways

e Gift certificates

¢ Company merchandise

e Casual dress day

Campaign Activities

Activities, when accompanied by education and the ask,
make the campaign fun event — something to look
forward to. Utilize these activities to raise awareness
and morale:

* Employee rallies

e United Way recognition day to spotlight
employee’s volunteer involvement with
HIUW agencies

e Company campaign logo or poster
designing contest

e Baby picture guessing game

e Employee picnic

e Halloween costume or pumpkin carving
contest

* Bingo/Car Wash/Garage Sale

e Silent/Live auctions
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Special events are your opportunity to add a little something extra to the campaign. Not only do they
raise extra funding for United Way, but they can be instrumental in team development and great for
company spirit! Use this opportunity to further educate your employees about United Way and most

importantly, have fun!
Idea Gallery

Host a family event, a carnival or gala, include
the whole family. Employees are more likely to
attend if it's a family event.

Snack and desert cart. Employees donate items;

several carts travel around the building and offer
treats at a minimal cost. This adds a new twist to
traditional bake sales.

“Fear Factor” Game. Group of employees are
challenged to face off in events ranging from
eating food blindfolded to picking items out of
jars filled with worms.

Create themed qift baskets for Silent Auction.
Themes could include chocolate, coffee, book
lover, bath, relaxation, sports, photos, crafts,
etc. One especially creative basket for a
gardening lover could be a wheelbarrow filled
with garden tools.

On-line silent auction and subsequent live
auction. Employees and vendors donate items.

Jail and Bail. Warrants are issued for the “arrest”
of fellow employees and management. Person
arresting can determine the amount of bail to get
out of jail but must donate the same amount.

Cup sales. Sell cups and give free drinks in the
cafeteria for limited time.

Coloring contest. Artists participate in a coloring
contest centered around Hawaii Island United
Way. Images can be used to create posters and
calendars.

In bad taste. Wear your ugliest clothes, jewelry,
shoes, hats. Employees vote for the ugliest item,
paying $1 per vote. The person with the most
votes is the winner and receives a prize.

Look-A-Like. Employees are encouraged to dress
up like famous personalities. Co-workers then
pay to vote on the best costume with the
contestant with the most votes receiving a prize.

Department penny jar. Employees are
encouraged to fill their own departments jar,
each penny equaling one point. Opposing
departments may then add their coins to their
jars that are equal to their value only negative
(ex. A dime is MINUS 10 points) The department
with the most positive points at the end of the
week wins a prize.

Random pledge card prizes. Offer prizes for the
fourteenth pledge card turned in, the neatest

handwriting on a pledge card. The first card
turned in, etc.

Host an International Lunch. Have employees
bring ethnic dishes for a potluck. Charge $5 per
plate.

Fifties Fun Fest. Serve ice-cream floats, offer
karaoke, hold an Elvis look-a-like contest, play
rock-n-roll.

Chili Fest. Employees bring a pot of their favorite
chili on the day of the contest. Employees pay a
fee to taste and vote for the “Chili King or
Queen”.

Trash & Treasure. Have folks bring in good items
that they no longer want or use to sell at a
Treasure Sale. You can pick a theme, books,
toys, art, cooking items, etc. All proceeds go
toward the campaign goal and folks support
recycling.

Shorts/Jeans for the Day. Employees each pay
$1/45 to enjoy the opportunity to wear
shorts/jeans to work for a day.
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CAMPAIGN INTO HIGH GEAR!

A campaign that is fresh and fun makes your job more enjoyable and creates more awareness among your co-
workers. Below are a variety of ideas and events to help you make your employee campaign more exciting and

effective.

1. Company-wide “Garage” Sale
One man’s trash is another man’s treasure. Everyone has old stuff

they’d like to get rid of. Host a company-wide “garage sale” and sell o LIVE UNITED t-shirt
items coiieagues no ionger want while raising money for a great = Bonus vacation days
cause — United Way! * Dress down days

* Sports or event tickets

* Executive parking spaces

* Gift certificates

* Longer lunch periods

* Weekend excursions

* Spa packages

¢ Dinner for two

= Golf lessons

* One share of company stock

° Use of your organization’s car,

2. “Look at you!” Photo Guessing Contest

Ever wonder what colleagues or company executives looked like
when they were babies - or even better, when they were in high
school? Host an “executives’ prom night” guessing game! Charge a
small fee to play and offer a great prize for the most right answers —
how about a family photo shoot or an extra vacation day. This game
will raise funds as well as some good laughs along the halls at work.

3. Employee or Company Trivia Contest condo, lodge, etc
“Mystery” employees offer little-known and unusual facts about . Discou,nt entértai;1ment books
themselves for others to guess. All featured participants place a clue « Movie passes

in their office to help others guess their identity, or try a company « Lottery tickets

trivia contest to see who knows the company history best! Charge a « Family portrait by company
small fee, and award a prize to the employee who guesses the most photographer

correct answers. ° COmpany giveaways (mugs’

t-shirts, etc.)

4. Company Tricky Tray

Sell tickets for a company-wide tricky tray. All prizes would be donated so all proceeds would go to United Way.
items can be from vendors, local businesses, or donated by colleagues who have a special talent (hand-knitted
blankets, homemade jewelry, free tax preparation, etc.). Tickets can be purchased during the actual campaign

or leading up to pledge season.

5. Scavenger Hunt
Teams of colleagues, armed with a list of items that need to be found, collected, discovered, or answered, are

given an afternoon to collect the items and answer the questions. All entries are judged for accuracy, creativity,
and assigned points. Prizes are awarded to the winning teams.

6. Car Wash

Employees donate $5 to have their car washed by the organization’s VIPs.

_ LIVE UNITED.
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7. Hoop It Up Madness

Conduct an interdepartmental basketball tournament using a portable basketball hoop in the main lobby. Just
like college basketball’'s March Madness tournament, teams would knock each other out until the Final Four
compete for the office title. Employees all pick a team to take the title. All correct guesses are entered into a

raffle to win the portable basketball hoop.

8. Do Some Good for United Way...and Yourself
Each department in your organization would host a special event to raise money and better the health of your
employees. ldeas include: yoga classes, stress reduction seminars, personal trainer consultations, and healthy

heart cooking classes. Charge a small fee to attend the classes.

9. Dress Down Year Round (or for at least a day!)
Offer a “dress down for United Way” or a “Jeans Day” program where employees would purchase the right to

dress down. These small fees could really add up across the company.

10. Dollar Power
To demonstrate that all contributions make a difference, put together a sheet that shows the power of what one
dollar can do to help someone. The “Power of a Dollar” theme, combined when asking employees to return their

pledge cards, regardless of participation, resulted in a campaign increase of 500 percent.

11. Bake Sale
Each department would donate an item for a bake sale. All items would be sold in a main area with all proceeds

going to United Way - and maybe matched by the company!

12. United Way “Well Wishers”

A wishing well could be constructed in your company’s lobby where people could drop their spare change. The
change from the wishing well would be tallied and go towards the United Way campaign, proving that a little
change can make a lot of sense. A variation on this theme could be to collect household items and canned

goods for donation to a local food pantry.

13. Penny Wars

A departmental contest to collect the most pennies can add some fun to the campaign, and raise some money
too! Add a little twist to the game by making pennies “positive,” while silver change and paper money are
counted against you. Loads of fun-spirited cheating and late night penny bottle stuffing can help raise some
significant money!

14. Potluck Lunch
Individuals or departments can sign up to bring an item. Charge a small fee - for a delicious homemade lunch

and great company!

15. Get Creative!
Hold a Wii golf or bowling tournament. Employees may enter and compete for a prize... or just bragging rights!

Note: Special events should enhance your workplace campaign, not replace it. Not all special events need to be
fundraisers; it is equally important to educate and take the time to thank everyone.

'GIVE.  ADVOCATE. VOLUNTEE
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Supplemental
Materials
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Reasons to Give to your Hawaii Island United Way:

The Hawaii Island United Way, the HUL, is still the community chest- when you give to one, you are
giving to many!

Your gift is more than a donation- it is an investment in your community.

98% of the dollars raised on the island stays on the island. 1% goes to the United Way of America
and 1% to our Hawaii Statewide Association. That 2% comes back to us 10 fold in program support.

100% tax deductible.

HIUW is funding 55 programs developed and delivered by 41 agencies, island wide! These
programs touch the lives of nearly everyone form the cradle to the rocking chair! Listed in the
brochure-a valuable resource!

All funded programs have a strong component based on prevention and solution!

HIUW is a collaborative, networking agency with an island wide perspective. We work with
partner agencies and other human service entities to help identify gaps or overlaps in service -
maximizing our resources.

HIUW funds programs — programs generate measurable outcomes for results we can all see.

HIUW posts results of program delivery on our website at www.hiuw.org.

Qualified local volunteers representing all walks of life, spend countless hours reviewing program applications.
Applicants are interviewed by another team of volunteers and recommendations made to the Board of
Directors. The dollars distributed are based on their findings.

Living united, living aloha, we can accomplish anything!

For detailed information please visit us at

www.HIUW.org
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How Does It Work?

1. You contribute to HIUW’s Campaign.

2. Trained HIUW volunteers study local programs to determine where the money is needed and where it
can do the most good.

3. HIUW combines your gift with the gifts of your friends and colleagues to support needed programs.
HIUW - funded programs provide assistance wrapping services around individuals and families.

5. Positive changes begin to occur in people’s lives and our community becomes stronger and healthier.

You don't have to decide between helping children, seniors or individuals needing a warm meal and a place to
stay. Your gift helps meet all these needs. HIUW’s Community Care Fund wraps services around families and
individuals by funding programs addressing all these issues.

Your Investment in the Big Island Community Through

Hawaii Island United Way

EDUCATION

eStriving to
acheive our
fullest B
potential B

. Advancing
by the
4 Common
Good...

HEALTH INCOME

ePromoting
financial
stability &

independence

s|mproving
health &
wellbeing
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Explanation of Pledge Form, Report Envelope & Sheet

All forms can be accessed at our website, www.HIUW.org

Pledge Form
o Contact Information

= Please print the information and make sure they have completed the contact information including
name, mailing address and phone number.
o Gift — Payroll deduction is the easiest and most convenient way to give.
= Explain the importance of giving and reference the fair share giving guide (one hour’s pay per
month).
»  Other ways to make a gift:
 Electronic Funds Transfer — attach a voided check & indicate monthly or quarterly
withdrawals.
¢ Bill to home address — indicate monthly, quarterly, or give specific dates.
¢ Cash or Check — payable to Hawaii Island United Way (HIUW).
* Credit Card — provide card #, expiration date.
* Authorized Signature — Your signature completes your pledge, give authorization for the
payroll deduction and/or the credit card transaction.
o Form Distribution
= White/Original Copy
= For payroll deductions — goes to company payroll department by December 31% (State — by
October 31%).
= Forcash, check, billing, credit card, EFT — goes to HIUW for processing
= Yellow Copy goes to HIUW.
= Pink Copy stays with the donor.

Donor Choice Form
¢ Complete this form only if you wish to be more specific in how your gift is used. Donor Choice form can be
accessed at our website, www.hiuw.org
* Please submit with pledge form to the HIUW. Make sure donor has completed and signed.
* Please make sure mailing information is complete.

Report Sheet
» List donor’s alphabetically

¢ Check Donor Designation box if donor choice form is completed.
e An excel version is also available at our website, www.hiuw.org

Just a Reminder Form
Company Information
Along with the firm name, address and phone number, please include total number of people employed at
your company.

Report Envelope

Verification
* Please print the name of the Company Coordinator and the contact number (Step #3).

* Please verify all cash enclosed in the envelope.
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HIUW Pledge Form

PLEDGE FORM @]

YES! | WOULD LIKE TO DONATE: K

www HilW.ag

PAYMENT OPTIONS
Haxim: [ cash [0 Check CheekDate: ______ Check#
Addrass: OsutingorefT [JOnetme [IMothiy$__  [TOuaredy $
ChyfStateiZip: Plase b voidest chack FEFT
O Credi Card” (VmMCIMEX Discover)  Account 8:
™ Expration Date: [ One-tme [IMontity § Clouarterty §
Pronee( } [ Payroit Deduction” Employer:

[CPleate witkhold aty aame from publicadon

D Hest ! would Bkem A OeveryPayPerod: §_____ [Montly:$____ [JOnetime:$____
0 Yest Please amail ma updasa GNA * REQUIRED: ATE:
[J¥est Please sond me Flosed Glving hbomarion . : 7 9
! would fike to designate to the following Agency / Program:
eclfic HIL'W Partrier Agor ; : A SMo{3)NonFrall A aHILUW Padner ;
‘D&n Agaroy/ Program [JA501c{3) e mf:ﬁh : Agencyy DESIGNATED PLEDGE

* ‘ 4G } |

No goods ar sandces of more fhan e nomial vajue have boan given I s ot for fols contribution  White - Sxeml O o HLW YeDowe HEIW  Pink. oo Cooy




LIVE UNITED [»

ited 5
Way §

HIUW Report Sheet

@D REPORT G

Hawaii Island United Way, Inc.
142 Kinoole Street, Suite A ~ Hilo, HI

Phone: (808) 935-6393 www HawaiiUnited Way.org

__* For Office Use Onl
_DATE

CAMPAIGN YEAR

lVIS!ON

BATCH# |

SINESS 3 ¢ $ Z oD

PREPARED BY.:

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

TOTAL|$ - $ - $ & $ - $ - $ S $

$0.00

] o | [l esrer0vER COUND'S,
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HIUW Report Envelope

HAWAII ISLAND UNITED WAY, INC. No. 5001
Hio Office: 142 Kinook Street, Saite A Kona (ffice: P. O, Box 3318
P.O.Box 745 Hilo, HI 96721-0745 Kallus-Kona, HI 96745-3318
= Phone: (808) 9356393 Phone: (£08) 326- 7400
www.HIUW.org
Estractions:
A Chud Pt STEP #1 Team Captain take charge!
Orygiss? Fow s - A €3 ch Witk Samadicm
Huwb&i;:u-lﬁdlhﬂ%
S SR s I —
Ckarge, BiShs, Kot oval Prats
PRy iy B STEP #2 Team Captain deliver to:
YeDow Ciogy - Hawess el U died Wiy
Pk Crpy - Domse's Recoagt
- Be v sl ucigga] pledy: foomx mc snpd.
Fen :nm..., Pl stach vinded thad
with or qgad pledge faom
Baxsil Dedeetion Fores
Laiaty .ot Ocky bads
,;;';‘.T.‘.‘.:&’E:r‘.:.'.:‘:.
e oy s g )
Bl st oy O 10 STER#3 “Thank You” for your support!
St l I |
o -‘-:ul.“u Campuay Coordiastar Phase
Bt mt::‘:z‘:* " STEP#4 Call for Pick-up! Be aware of due dates.
e Team Captain OR United Way ot (808) 9356393 (Hio) (308) 326-7400 (Kona)
.kpu.."i?.,"“"‘.a..;.. v
""“"’.::“‘”:::‘:":‘M Any cesh? Please verify before sealing envelope!
14 s
oy e STEP#S  Return to the United Way
- Lok domz ¢ dplobtscally
- Lo Soems trym massniots €r¢ cach duer.
- -ﬁ"ﬁ.’!.:.&"&ri - IMPORTANT:
JOT 7S peviadesy byl oo et PLEASE DO NOT DISCARD ENVELOPE!
@ Teered W gy RET LURN TO HIUW WHEN COMPLETED,
THANK YOU.
HIUW RECEIZVED
FOR OFFICE USE ONLY AUDITED BY:| | AvoiT DATE: |
ln!autod
folll::\}':'cng? CORPORATE FLEDGES EMPLOYEE PLEDGES sEnr
CASH /(CHECKS
—Z/—— CASH
CHARGE CHECKS
D Comorate Leadee -
RILLING CHARGE
[[] community Building TOTAL {s BILLING / EFT
PAYROLL
D Caomorate Matching TOTAL |5
D Endowment Fund
FUNDRAISERS / SPECIALEVENTS DONOR DESIGNATIONS s My
[[] Leadership Giving CASH CASH / CHECKS
) CHECKS BILLINGS
[[] Ptannad Giving
TOTAL S PAYROLL
D Special Evens TOTAL |$
[ votunoor Opportunties [rorarLPLEDGES |5 ]

For auditing purpows, please return this original envelope, nat 4 capy.
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Hawan Island

Just A Reminder...

Please help us update our records ...

Company Name:

Contact Name:

Address:

City: State: _HI Zip:

Phone: (808)

Fax: (808)

E-mail:

Total Employee Count:

Please fax, e-mail or submit with your report envelope to:

Hawaii Island United Way, Inc.
Fax: (808) 935-2553

E-mail: hiuwayrine@hawaiiantel.net
hiuwcindy @ hawaiiantel.net
hiuwdana@hawaiiantel.net

Phone:  (808) 935-6393 ext. 221 (Ayrine)
ext. 225 (Cindy)
ext. 226 (Dana)
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United (@
Way

Campaign Checklist

o Report Sheet...List all donors and pledge amounts.
o Cash Pledges...Verify cash and check totals with report sheet for accuracy.

Billing Pledges...Return original signed pledge forms to Hawaii Island United Way.
o (Billing Pledges include Electronic Funds Transfer, Credit Card Pledges, and Direct Billings.)

o}

o Donor Designation Forms ...Please access Donor Designation form at our website,
www.hiuw.org. Please print and attach with pledge form.

o}

Payroll Pledge Forms ...Verify all payroll forms are signed.
o For County and State, return original payroll pledge forms to Hawaii Island United Way.
o State: Payroll Pledge Forms due: October 31,
o For all others, submit original payroll forms to your payroll department.

(o]

Employee Counts ...Record employee counts on report sheet and report envelope.

Address Changes ...Fill out "Just A Reminder" form.

o}

Company Goordinator...Provide the name of the primary coordinator for your company.

e}

Note: If you have any questions, please call Hawaii Island United Way, Inc.
(808) 935-6393, ext. 221 (Ayrine) or ext. 225 (Cindy).
E-mail: hiuwayrine@hawaiiantel.net or hiuwcindy@hawaiiantel.net




