2009/2010 Mile High United Way
Campaign Toolkit

Thank you for contributing your time and effort in the 2009-2010
Mile High United Way campaign. By volunteering to be a Campaign
Leader, you have taken on an invaluable responsibility, and we
appreciate your leadership.

Your role is vital to helping us maximize the power of collective
generosity in our community.

We Can Do More Together

School Readiness Youth Success

Adult Self Sufficiency
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Introduction

Throughout this toolkit Mile High United Way will be noted as MHUW and your Donor
Relations Representative will be DRR.

What exactly constitutes a Workplace Campaign?
A workplace campaign is an organized, company-sponsored fundraising drive where
employees are asked to contribute to MHUW.

1 Campaigns make it easy for 1 Campaigns educate employees and
employees to give i through payroll organizations about community
deduction. A gift can be made over Issues i connecting them with their
the course of a year or at one time. community and allowing them to

make informed decisions.

1 Campaigns maximize the impact of
giving 7 your gift supports MH U W6 s 1 Campaigns ensure that community
three initiatives. charities get the support they need.

(Q

Tip!

work from as you plan your campaign.

Good planning usually starts with good questions. Your
\ answers to these questions will give you a strong base to

T Learn mor e a hloee nitiaMesU B¢bo®! Readiness, Youth

Success and Adult Self Sufficiency. Giving to all three initiatives is the best
use of your investment.

Who in your company®ds management i s

Is your company structured by departments, work groups, geography, other?
Consider structuring your campaign team along similar lines.

What would be the best incentive to get employees to participate in the
campaign? A day off? Special events? Prizes? Corporate match of their
gift? An opportunity to volunteer?

What techniques can you use to engage Leadership contributors? One
simple tactic is asking donors who currently give between $700 and $999
to increase their gift to a Leadership level. Many may not be aware of how
close they are already, and of the added benefits of Leadership giving.




Mile High United Way
Contacts & Links

For most questions, contact your Donor Relations Representative.

Mile High United Way
2505 18" Street
Denver, CO 80211
(303) 433-8383

For general questions or if youdre not sure w
contact;

Arlene Guillen

Administrative Assistant, Workplace Giving

303.561.2356

arlene.quillen@unitedwaydenver.org

For pieces from this toolkit and more resources, go to:
www.unitedwaydenver.org
Click on How to Give, then Campaign Toolkit

For community dialog at the Mile High United Way blog, go to:
blog.unitedwaydenver.org

For arranging for the use of the Mile High United Way campaign video, contact your Donor
Relations Representative.
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Why Mile High United Way - fast facts about Mile
High United Way

Counties We Serve
Your contributions help people in Adams, Arapahoe, Denver, Douglas, and Jefferson.

What We Do

Building stronger communities through Mile High United Way.

For more than 120 years Mile High United Way has successfully tapped into the
power of collective generosity to provide creative, long-term solutions to meet the
most pressing needs in the metropolitan area. At Mile High United Way we see the
full circle of life and concentrate on helping people of all ages, in every stage of their
life, through three interconnected areas of change: School Readiness, Youth
Success and Adult Self Sufficiency.

How We Do It
Three Interconnected Initiatives:

School Readiness: Set the Course for Success! Young children are more likely
to succeed throughout their school years if they attend high-quality early
childhood care and education programs beginning at birth. MHUW invests in
programs that ensure young children in low income families enter school ready
to succeed and are prepared for a lifetime of learning.

Youth Success: Engage and motivate in school. To make it to graduation, at-
risk youth need more guidance and support to help them make wise choices,
stay in school and graduate. MHUW invests in programs that help school-age;
low-income and under-served youth succeed academically and graduate from
high school and go on to higher education opportunities.

Adult Self Sufficiency: Empower individuals and families to succeed. We
provide opportunities for hardworking individuals to become financially stable
and provide a better future for their families. MHUW invests in programs that
ensure low income individuals and families are afforded the opportunity to move
toward economic self-sufficiency.

Three Investment Strategies:
1. We invest in a network of over 100 nonprofits throughout the
metropolitan area to deliver direct services every day.
2. We convene nonprofit, government, corporate and community partners
to work together on vital large-scale programs that touch even more
lives. Programsinclude: Denver 6 s R dights OiAften &chool

and L:earn.
3. Mile High United Way-led programs that meet the metropolita n ar ea d s
most pressing needs. Programs include: Mi |l e High-1United Was

Bridging the Gap and Making Connections Denver.



What to do first, next and last i a campaign timeline

The Weeks Leading Up to Your During your Campaign
Campaign
Distribute pledge forms or information about
Attend Mile High United WwalipsgvingghionghgWay.n
Leader Training.
Send follow-up emails once a week to keep

Meet with your Donor Relations up the enthusiasm. Include community facts and
Representative. success stories that you can get from MHUW.

Map out your Campaign Timeline with dates Hold additional events and meetings (bake
and targeted campaign goals. sale, raffle, food drive, volunteer day, etc).

Ask about setting up your online giving tool, Before Your Campaign Concludes
United eWay.

Support your campaign success with Send .reminder emails that your campaign is
materials that you can order through your donor concluding and pledge forms need to be
relations representative contact including submitted.

brochures, pledge forms, and campaign posters. .
After Your Campaign Concludes
Request the MHUW Campaign Video to show

at your kickoff. A limited number of guest Collect pledge forms. Your Donor Relations
speakers are available as well but must be Representative will supply you with the
requested in advance. Campaign Reporting form and a cash
confirmation form, and will assist you in finalizing
Meet with your CEO and/or senior the campaign (see pages 12-13 for form details).

management support on the campaign and

targeted goals. Finalize targeted campaign Announce pledge results to all staff and thank

goals including: total dollars, number of employees with a letter, email, or event.
leadership givers, and desired percent of This is a great time to remind them of the MHUW
employee participation. Recruit and train your website where they can learn about how their
campaign team! investment is working in the community.

. Thank your campaign team, those who gave
Ask past MHUW donors or members of senior at the Leadership level and/or other special

management to fiset the pacsr@upsby announcing
their renewed gifts and announce any company
matchor NEW giftss ot hat t her eds a baathe? feeiiiadk land notes for next year.

Congratulationsi Youdve just compl et e
successful campaign! Look out for an invitation
Tip! in early summer to our annual campaign

To create a meaningful giving experience, Celebr_atlt_)n event where we celebrate the
d | . h . collective investment and impact to our
eve Qp a. campaign theme unique to your community.
organization.



10 Steps to Success

Our experience tells us that the most effective and rewarding campaigns follow the ten best practices
outlined below. Your Donor Relations Representative is available to help you achieve each of these steps.

Stepl:Ut i lize Mile
Experienced Staff and Resources

AAttend the Campaign Leader Training.

Hi gh Un

AKeep in touch regularly with your Donor
Relations Representative.

ARefer to our online toolkit and the MHUW

website for up-to-date news on our work in the
community.

Step 2: Secure Support from the Top

AAsk your CEO to actively support the
campaign by renewing or increasing their
corporate gift.

ADeveIop a budget for events and incentives.

Step 3: Build a Strong and Diverse
Campaign Team

Recruit a campaign committee that includes
representatives from as many departments as
you can throughout the organization.

ATrain and educate your team(s) about Mile
High United Way, then assign responsibilities.

Step 4: Develop a Campaign Plan

Review your campaign history with your Donor
Relations Representative to identify growth
strategies and techniques.

ASet your campaign goal, timeline and theme.

Step 5: Promote and Educate

APuincize your campaign through your
company newsletters, with posters, emalil
reminders, etc.
AContributors who understand or experience
important issues in the community are more
eager to get involved and give.
Consider creative ways t
a s k paycheck stuffers, emails, bulletin boards.

AAsk employees who have given in past years

to speak about their experience at kickoff or
have them write a short
you could use to support the campaign.

(0]

pa

BtepesdMakeéKiclost Exciting
Make your own pledge to the campaign.

ACommunicate:
AManagement support
Acampaign goals and activities
AHow to make a gift
Awnhen the campaign ends
APlay the Mile High United Way campaign
video.

Step7:Make fithe Ask?o
ADistribute pledge forms & brochures to all staff.

AMake sure everyone is asked for a gift through
group rallies and/or one-on-one conversations.

Step 8: Establish a Leadership ($1,000+)
Giving Program
AHoId smaller, more targeted events to educate
prospective Leadership contributors about
community needs and the unique benefits of
investing at the different levels.

sk your Donor Relations Representative about

other 1l ocal c¢ompeshipes?d
challenges that can provide incentive.

annual

Step 9: Monitor Progress and Report
Results
AHoId a mid-campaign review with your Donor

Relations Representativet o s ee i f
track with goals.

ATransmit all pledge forms to MHUW within two
weeks of closing your campaign.

AShare your results with employees and thank
them for their support.

youodr e

Step 10: Stay Involved Year Round

A&ﬁ@meﬁenw puchaas Eurkey rat@nd the
Womendés Leadership Luncheon.

ARefer to our website for current Success

Stories (Initiatives in Action) about recipients of
FhgrapmmAnesydPmonbhl 8ctive
these success stories in
newsletter, or email the stories to all staff.

y ou.



Who toinvolve in your campaign

You

As Campaign Leader, you will lead the planning, implementation and evaluation of youror gani zat i onés

annual campaign. Because you will be asking others to give, it is important that you understand Mile High
United Wayds wor kandare abldte cornnoumaate the benefits of giving, based on
personal experience. Your MHUW Donor Relations Representative will guide and assist you with all your
campaign needs and keep you informed about community issues and successes throughout the year.

As the Campaign Leader, you will be asked to:
1  Work closely with your Donor Relations Representative in creating a campaign strategy that
includes:
AVisible support from top management
AGoals to increase giving
ALeadership Giving
AEducating employees about Mile High United Way
AGiving everyone a chance to give;
1 Assemble a campaign committee that represents all levels of your organization;
1 Prepare and submit pledge forms and campaign reports;
1 Evaluate your campaign and make recommendations for next year.

Your Company CEO and members of Senior Management

Visible support from company leadership is vital to your success. Ask your CEO and Senior Management
to endorse the campaign personally to all staff in a presentation, e-mail or letter (templates are available on
pages 21-23 of this toolkit and online at www.unitedwaydenver.org). A corporate gift provides a strong
example of your organizationds commitment to the

Tip!
Provide training for your entire campaign team before kickoff. Successful asks
require knowledgeable campaigners who are comfortable asking for a pledge.

Ask your CEO or Senior Management to host Leadership group meetings and invite individuals from your
staff who have the ability to contribute $1,000 and above.

A Campaign Committee
Recruit volunteers from all areas of your organization to participate in the following activities:

Campaign oversight of your company team

Educate employees about the collective power of generosity and MH U W dhsee initiatives
Conduct employee and Leadership group meetings

Organize special fundraising events

Track campaign results and report success

=A =8 =8 -8 -4

Tip!
A gr oup r abhvktprequoeean extbatmeeting. You can easily build it into a
regularly scheduled meeting by asking for 15 minutes on the agenda.

commu |
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Other resources and ways to participate.

Ongoing News

Check out www.unitedwaydenver.org on a regular basis for the latest in events and news. Engage in
interactive communication with the community with the Mile High United Way blog at:
blog.unitedwaydenver.org

Alnitiatives in Actiono

Ever wonder exactly who your dollars are helping in our community? Initiatives in Action are current stories

that highlight an individual you have helped through your investment in Mile High United Way. You can

click on a link on our homepage to view the story, or go to the Campaign Toolkit for a Word version of the

story that you can cut and padgete into your ownh company ¢

Womends Leadership Luncheon

Mil e High United Wayds Womends Leadership Council ( WL
and encouraging women to become agents of change in our community through philanthropy and
leadership

September 24, 2009 - Sheraton Denver Hotel
Keynote Speaker: Victoria Rowell - Actress/Foster Care Advocate/ Author of the book The
Women Who Raised Me

This luncheon hosts over 800 community and business leaders.

The money raised at this luncheon will benefit Mile High UnitedWay 6 s Br i dging the Gap Pl
Recent data show Colorado had 13,000 children in foster care in 2007; of those 4,867 are

between the agesof 14and21. Annual | vy, in Colorado, an average of 3
out o of the f ost eramies,yangpgoplamasmout owihe chnafarttand f

security families provide, they additionally lack models for creating resilient families, successful

work lives, and strong cultural and ethnic identities.

Join us at the 36" Annual Turkey Trot

Form a Turkey Trot Team

y The 36" Annual Mile High United Way Turkey

Mile High United Way's # Trot on Thanksgiving Day. You can highlight

36th Annual your companyds commitment to
by forming a team for Turkey Trot. Teams can

TU rkey TI'Ot ! win awards for the most participants. Team
Thanksgiving Day, Thursday, November 26th registration will be available on our website
starting in late August.
Washington Park, Denver

SAVE THE DATE A

Volunteer for Turkey Trot

Volunteering at the Turkey Trot is a
tradition for many Colorado families and businesses that spend Thanksgiving morning giving
back to the community. Volunteers are vital to this community-wide event at Washington Park
that raises money for our three life-changing initiatives. Volunteers are needed at food and water
stations, runner registration and t-shirt distribution. To Volunteer at Turkey Trot contact Kara
Joseph at (303) 561-2254 or kara.joseph@unitedwaydenver.org.
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MILE HIGH UNITED WAY CAMPAIGN VIDEO

A key ingredient for a successful campaign is to show the Mile High United Way
campaign video during or kickoff or at other events. This video provides an opportunity
for employees to see and hear about how their investment changes lives in our
community.

United eWay

Simplify your campaign by using Uni Thisdnline Way o6 s
pledge tool can help increase the efficiency and effectiveness of a local, regional or

national United Way Campaign. Donors have a secure, confidential and easy way to

donate. You have real time reporting and stats at your fingertips. For more information or

a demo, call Cat Thomas at 303.561.2324 or email cat.thomas@unitedwaydenver.org.

Campaign Training T PowerPoint Presentations

We have created easy to use PowerPoint presentations that will help you with your

campaign. These ar e equi pt with voice overs from son
Staff. To download these please visit www.UnitedWayDenver.org and click on

Campaign Toolkit.

Downloadable Logos and Images

Images and logos are available in all file formats for use in your company
communications. Please contact Acacia Madorin at (303) 561-2253 or
acacia.madorin@unitedwaydenver.org

==

Mile High L8} 0(i R /
United Way IEV &/

Mile High United Way

Success Stories T Initiatives in Action

The MHUW website will always have the most current success stories and news available
for you to use. If you would like to have detailed information or other materials on who we
help in the community please contact Robert Thompson (303) 561-2256 or
robert.thompson@unitedwaydenver.org

Campaign Materials

Your Donor Relations Representative will provide you with free brochures, pledge forms
and campaign posters. They can help you determine number of materials needed and
schedule a delivery date and time.

Thumbnails of collateral here.

1C
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NHow mudculnd 1 give?o

When you contribute to Mile High United Way, you help create a better future for more
people than you might imagine. We coordinate the collective investment of our individual
donors, local businesses, non-profit partners and numerous community resources to
invest in programs which i mprove peopl eds

Your Gift Of:
$84 per month or $1000 per year

)l
l

)l

Match a youth with a caring adult mentor for six months.

Place a youth in a high quality full day after school program for
six months.

Provide 78 nights of safe shelter for a victim of domestic
violence.

Provide a full month of rent assistance and other support for a
struggling family.

Offer support and friendship to a homeless senior.

$72 per month or $864 per year

)l

With 11 other donors, you could provide a full year of quality
early childhood education for an aspiring preschooler.
Provide 28 nights of shelter for a homeless family.

Support a young person to advance to the next grade level
instead of giving up on school.

$20 per month or $240 per year

)l

)l
f

Invest in 134 hours of academic support for a low income
student.

Teach a teen to avoid violent and delinquent behaviors.
Provide 35 nights of shelter for a homeless individual.

$12.50 per month or $150 per year

)l
f
f

Provide 28 meals for homeless seniors.
Provide 11 medical visits for a child to a school based clinic.
Provide 10 persons with needed food and clothing.

11
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Tip!

Themes and Fun Ideas for your Campaign

Iron Chef

Give your companyo6s gourmeks

chance to show off. Host a cooking
competition, and ask participants to
bring a crock-pot filled with their
favorite recipes to be judged by a
panel of judges.

Reality Campaign

Get "real" with your employees and
host a campaign with a theme
centered on Reality TV. Activities

Team Spirit Tailgate

nvite employees to wear their favorite
eam geéar on a Friday. Host a
AfTail gate Partyo
asking employees to bring their
favorite dish to share. Host a sports
trivia contest.

Executive Chair or Tricycle

Race
Set up an office relay course for
participants to go through, either sitting

might include a fAiWho Want s N#ghargeontkcycles. Let
Millionaireo trivia contesEMPLOKGERQMOBHRGI T
obstacle course, an fAAmazi ROJESRYSIEWN
scavenger hunt, or predictions for who
wi || win the AAmerican | doW&‘ff'%/%arP?aé(%W?akfaSt
Sell tickets and have people sign-up
Book, Music and Video Sale for their choice of pancakes or waffles.
Have employees donate books, CDs, Cook breakfast in your company
videos, or DVDs for a company or cafeteria and_ have each departmer_1t
department-wide sale, with proceeds donate a toping. Include a raffle with
earmarked for Mile High United Way. prizes like lunch W|t_h the CEO, coffee
and newspaper delivery for a week, a
Back to School vacation day, or casual dress day.
Collect school supplies for a Mile High . .
United Way partner. Hold a spelling Au_Ct'on Hotline
bee or email community pop quizzes Invite employees, vendors and local
to employees and award prizes. busmesses to contrlbut_e items for an
auction. Set up a special voice
. mailbox or web page with weekly
Ice Cream Social ) ) messages announcing auction items.
Set up an ice cream bar with a variety Update the recorded message daily,
of favorite toppings. Make it a announcing the highest bids received
fundraiser by charging a dollar a to date. Each Friday announce
Scoop. auction results for the week and next
we e kténs.
The most engaging theme for employees

three initiatives: School Readiness, Youth Success and Adult Self Sufficiency.

12
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Consider having three different activities, events, or drives that relate to the three initiatives
throughout the year. Or focus on one initiative each campaign year.

of t en



Reporting your data

Once you reach your goals or reach the campaign close date and collected all pledges, there are a few
housekeeping items to take care of:

9 Call your Donor Relations Representative to set up a reporting meeting

=A =a =4

S

Tip!

resul ts

to all

contribute and will give you the list of who to follow up with next year.

Her ebs

Breakout
pledges by

gift type.

a quick overvi

Banh Mo Rear

Employee Campaign C-5 Report Fo

Praye pred wad prevs b vm s bebam

T R PN AN

e

T

ew of

Company name

& address

e ...c...m.\

T

Are you re porting Cs
FINAL numbers?
O & 1 e O & W OO0

T R TAT T R

t he

Mile High LUl
United Way

Fill out the requested reporting forms and return to your Mile High United Way representative.
Report your campaign
Thank your donors via letter or e-mail and distribute incentives and/or invites to a thank you event

of your

Ask everyone in your company to return a signed pledge form, even if they enter zeros
and choose not to give. This gives you the confirmation that everyone was asked to

necessary for ms

Farty rrgsrrebie Fos parped blleng 4 3eemd in 1o

Company

BILLING
address

T W i

Todal Sumiber of Emplryess Final  ves ™ Fladyps Casds Enclosed? Yer ™
¥ cash or checks are snclosed, you must nclude o cash conflrmatien form,

| tmomE Gang oraims oD, BALANGE B9

[ 1) Payroil Beductions
Rrtu® tap copy of Sledips Karma B United Wiy

¥) Direct Billing by United Way
{Return sigaad pledge forms Bs Uniked Way.]

¥) CresiR Cards.
(Retuin sigaed copy of pledpe farms to United Wary))

4] Chiek Contrilbutisns.
{Retum bap copy of pled g Sorms o Unfied Wy

IF cash or checks are
encleyed, you et

5} Cash Contributions
(Return top copy of pledpe forms 1o United Wiy

&) Fund Ralser = (Sptcinl Events)

TOTAL ALL COLUMNS

BLSURE THAT THIS REPORT IRCLUGES OMLY PLEDGES AND PAYMENTS ERCLOSED IN REPORT ENVELOPE

Payeodl Authonzanan (Agres me nt that phedpe forms toted 1o the Bbove numderns.]

inchsde & cash
cenfitmation farm

Are the

pledges
forms
attached?

Remember
[ Gunnesiy [ ] sarmi Anessai tos

[T 3
Eerrp—— =T

Firat payment will be made on -  Frequency of Payment i iately | Meghly

Planse vl puiryroll deduclion saments b Mk High Unibid Warg, PO. BOX 9547, Davrent, OO BIOU-040
_FOR MILE HIGH UNITED WAY USE ONLY FOR AUDIT USE ONLY

EICENTD Y | DATE (V0. 1Y)
| ctnrroan | sccount musesen CRISHT CARDS
| g aupeTms | womzm SRR
L 1 LT

BILLASE DATE DEROSITRAT

Fnl LA MH |- R L —

cyan Digtribution of Copses — White, Pisk, Yellow & Gold - Beturn to Mile Mg Linited Wey [ Green - Bessiced by Company
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Banch o, Vear Frogras

Corporate Commitment Form

Company name

Fislds shased are requiesd lnbsmmation, & address

IPisans poine Sty and prean Rasd i paces Belew.)

NV AN RTHON MANY CD n1p a nv
BILLING
address

RO 55

Enter pledge
amount, amount
enclosed and
balance

Check frequency box e

FOR MILE HIGH UNITED WAY U
and enter in first AMOUNT ENCLOSED 5

payment date \lﬂ-u

3 .
Corporate Gift/Match
Fragquuacy of Paymeat: Ommedately  OlMesthly Oquamerty O jasus o
Paymaat Will B2 Made O Mile High United Way
[

Final OYES DONO

O Othar.

Wiy irm erpanization 2 matching smztryes gt at the fosowing et

O Corporate follows smpboyes designations.

Enter in match e Obtain authorization

signature

percent if applicable

[T

IF CHECK AND/OR CASH ARE INCLUDED YOU MUST PROVIDE A CASH CONFIRMATION FORM.
Please remit payments to: Mile High United Way, P.0. BOX 5547, Denver, CO 30217-9425

FOR MILE HIGH UNITED WAY USE ONLY ] FOR AUDIT USE ONLY
IR I [ AT (MMTDD YY)
| . wnL
CRIDTEATE AT AUMBER
| earaems | auomen v | CRECIR/ENE,
| eruase ame | porosmoam 0 B LD

BTN TN O o Ry LR, P, T, G - BT V) VLI R P W R - LN Y (R (8 (SN

ceon Thank you for making a lasting impression on our o ity. We can do more Logether,”

CAMPAIGN CASH CONFIRMATION J . U : d
Plecse do not enclose cash or checks in the ottoched envelope. Mile High nite @
United Way [R\F\'f /

Fill out Company Company Heme o Mail yellow copy
D InsTr!
Information and sign Strest/Suite ¥ "::::“ h :‘unonsi s and attach white
. T attac! machine tepe o
the form along with [ Sl PR, il Nigh Unitod Woy i the stsched postage paid saveiops. copy to your
yourphone number Neme 'WHITE COPY: batch with cash, checks and (5 report form sad paperwurk

send to Mile Nigh United Wey in separate Report Eavelope.
Signature

Direct ati questions to: CONFERMATION DATE
Accounting, 303-5613313
Phone Number
(<3 DATE, AMOUNT OF CASH §
AMOUNT OF CHECKS §
Num2ER OF CHECKS TotaL S

Mile High United Way, 2504 18th Street, Denver, Colorade o211

Fill in amount of
money you are giving
to MHUV/. Remember

to separate cash and
checks.
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FAQS

Handling Objections and frequently asked
guestions.

You have just delivered the most flawless campaign presentation in the history of
philanthropy. Your case was convincing. You 6ve made the ask.

And then, in the back of the room, a hand goes up...

The first thing you should remember about objections is that they are not
personal. The objection is not directed at you, rather at the idea of giving. Relax
and give people time to express their objection. Given the opportunity and
encouragement to talk, potential contributors will provide you with a better
understanding of their concerns.

How much of my donation goes to services versus administrative costs?
We believe that a donation to Mile High United Way (MHUW) is the best way to
help the most people. In addition to putting your dollars to work helping people in
need, we are committed to keeping our administrative expenses low. Over the
course of our current Five-Year Plan, as in the past, we are investing 85% of all
donations toward programs and projects, exceeding the Better Business Bureau
guidelines which suggest that 65% of total expenses for charitable organizations
be spent on program activities.

| prefer to give to XYZ organization. Why should | switch to MHUW?

You always have the option of designating your MHUW gift to any 501(c) (3)
organization. However, here are three reasons why giving directly to MHUW can
make your gift go further:

1) If your company has a matching gift program, your gift can be multiplied.

2) MHUW provides a convenient service by deducting a little money from your
paycheck at a time 1 allowing you to possibly contribute more than you might be
able to with a one-time gift at the end of the year. This gives you a chance to
make a bigger difference for people in need.

3) Through various MHUW partnerships, the money you donate may bring in
additional funds through leveraging or matching dollars. For example, a
partnership with the State of Colorado may bring a one-to-one match in funds for
early childhood care and education activities. Over the past four years, $7.7
million of MHUW funds have been leveraged as matching dollars.

| candét afford to give.

Perhaps the most common objection to giving is perceived financial inability to
contribute. For many, these objections are real. Remind the person that every
bit helps, and whatever they can give is appreciated even if it is $1 per

15



Paycheck. Also, time is just as valuable as money, so encourage
them to volunteer.

| feel pressured to give.

MHUW does not condonetheus e of coercion to influence a
decision. If an employee does feel pressured, please assure them that giving is

a personal choice.

| do not believe in giving money to those who are not trying to
improve their situation in life, such as drug and alcohol abusers.
Mi | e Hi gh Ucore initatives\Wgpoad grojects and programs that
ensure we create self-sufficiency, by giving a hand up, not a handout. Our Adult
Self Sufficiency initiative specifically focuses on helping people who are working
hard but still not able to get ahead. Building financial assets allows these
individuals to live with dignity and respect and saves our community thousands of
dollars each year in emergency medical and social services costs.
(S Tip!
/' Always thank the donor for being concerned enough about their
\ / community to ask the question.

What is the difference between a gift to MHUW and a designated gift to an

agency?

There are issues and problems within our community that are bigger than we are

as individuals. No single organization or individual can tackle these issues

withouthelp. By gi ving to one or all of MHUWGs t hr e
designating your gift to one agency, you can
most pressing needs all at once, with one single gift. That 6 s t he power of
collective generosity.

How much of a donation will make a difference?

MHUW and our community depend on each person making a gift based on his or

her income or financial assets. For new donors, a good starting point is one or

t wo hour sodé pay( Seeer tphaey cihHtocvk .Muc h Shoul d | Gi
page 10).

Is MHUW typically involved in relief efforts for natural disasters and
community emergencies?

Yes. United Way of America and MHUW play a unique role in relief efforts for
natural disasters and community emergencies. Uni t ed Warguddssuppod a r
for organizations like the American Red Cross, the Salvation Army, and the

Catholic Charities meant that these organizations are ready to provide immediate
and long-term relief. United Ways across the country also provide for the short-

term needs of those hardest hit by these events.
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How can | contact MHUW about helping someone | know?

Simply dial 2-1-1 7 our free, confidential, English and Spanish call center

available to anyone 24 hours a day, 7 days a week. Our 2-1-1 referral

specialists help connect people to a variety of health and human service
resources, including child care, food, shelter, and counseling. They also help

find volunteer opportunities and match in-kind gifts, such as furniture or used
cars with many of -profitergacizatonsuni t y6s non

What is the value of running a workplace campaign?

A workplace campaign can be of value to your company in many ways. First and
foremost, a workplace campaign provides an opportunity for your employees to
support their local community through pre-tax payroll deductions. Many say this

is the most convenient way for them to make a meaningful gift. A workplace
campaign can also be a team-building opportunity. Many groups set up internal
contests or friendly competitions around the campaign. | t 6 s a wuni que
everyone to come together for a common purpose, interact with each other and
learn more about each other and the community.

What will it cost me to run a campaign?

Running a workplace campaign does not cost your company anything. Many
organizations match their employees giving with a corporate gift as an incentive
for their employees and as an easy way to give back to the community, but doing
so is entirely your choice and not a requirement of running a campaign.

For objective questions that are not on the above list, contact your Donor
Relations Representative.
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Accounting FAQO s

Tip!

?‘C 7/ Keep answers short, sweet, and to the point. When possible, always

begin with a direct answer (fiYes, 0 fANO«
elaborate).

How is MHUW held accountable?

The most valuable asset we have is the trust and confidence people have in our
ability to meet community needs. We are audited each year by an independent
accounting firm to ensure we are in compliance with generally accepted
accounting procedures and laws. We strive to meet the philanthropic goals of
our donors and offer a donor satisfaction guarantee. We are long standing
members of the Better Business Bureau.

How do | check status and/or verify if my gift was paid out correctly?
You can receive personalized service on the status of your gift by contacting
MHUW.

Can | make more than one gift using two or more payment options?
Yes, just indicate this on your MHUW pledge form or by contacting your DRR.

If I currently give through payroll deduction, do | have to complete a new
pledge form each year for my gift to continue?

Yes, you need to complete a new form confirming your pledge amount and your
contact information each year.

| give through payroll deduction each year. How is my gift credited from
year to year?

Most MHUW campaigns run on a 12-month cycle but this does vary by company,
so check with your Campaign Leader for the specific dates.

How often do you pay out designated gifts?

Monthly. MHUW disburses gifts to designated agencies on the 15th of each
month for all payments received by the 15th of the previous month. Agencies
receiving less than $100 in a given month may receive distributions quarterly
instead.

What agencies can | give to, and can | give to more than one agency?

You can give to one or more agencies that hold a valid 501(c)(3) certificate or to

any agency that qualifies as an exempt organization as defined by the IRS.

Please note that each designated gift must be $24 or more. Gifts less than this

amount will be treated as a donation to MHUW. The best use of your

invest ment is to give directly to Mile High
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What if | make a mistake and want to change my gift once | submitted my
donation?

Not a problem; simply ask your Campaign Leader to put you in touch with your
Donor Relations Representative and they will assist you with the change.
Changes to an original pledge can only be made once a year.

Do you release my personal information to my designated agency(ies)?
Yes, MHUW shares your information with your designated charity so they can
thank you for your gift, unless you indicate on the pledge form that you wish to
remain anonymous. Companies that use their own pledge form or pledge
capture system may have different options for release of personal information.

How do | receive documentation of my gift for tax deduction?

MHUW and all non-profit organizations are required to provide receipts for one-

time gifts of $250 or more if the gift is made by check, credit card, cash, or stock.

This process excludes payroll deduction gift
pledge form will satisfy the IRS regulations for claiming charitable gifts by payroll

deduction. For all gifts under $250, MHUW will issue tax documentation by

request only. If you have further questions on this, feel free to contact your DRR.

What Tax Credits am | eligible for?

If you give a minimum of $500 via payroll deduction to an eligible United Way

agency or project, you may receive either a 25% or 50% tax credit from the state,

but only if your company provides your personal donation information and

contact information to MHUW. Some companiespr ef er t o keep their e
information anonymous. To ensure your gift of $500 or more is eligible for a tax

credit, ask your company to send confirmation of your individual payroll

deductions to Accounting Customer Service. Please refer to our website for the

complete list of Tax Credit options. Go to www.unitedwaydenver.org, click on

How to Give, then click on Tax Credits.

Please do not consider the information in this toolkit to be tax advice. We recommend
you consult a professional tax advisor when it comes to filing taxes, and consult the IRS
website at www.irs.gov. If you have questions not covered in this section, please contact
Accounting Customer Service at 303.561.2313 and email at cs-
accounting@unitedwaydenver.org.
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New Tax Laws FAQO s

The Pension Protection Act of 2006 includes a number of provisions specifically
targeted at the non-profit sector.

What do these tax laws mean to me?
When you make a contribution by payroll deduction, you must have two forms of
documentation to prove the tax deduction at the end of the year:

1 A pay stub, W-2 Form, or another document furnished by the employer
that indicates the amount withheld during the tax year for payment to
MHUW. AND

1 A copy of your pledge card, or other confirmation letter prepared by
MHUW.

1 If you make a one-time contribution (not using payroll deduction) of less
than $250, then you only need one form of documentation for your tax
deduction at the end of the year, which can be:

1 A bank record, such as a photocopy of the check, or a bank statement.
OR

T A copy of your pledge card, or if
confirmation letter prepared by MHUW.

I n all cases, the documentation you
information:

1 The date of the contribution

1 The amount of the contribution

1 The name of the non-profit organization

By when should | receive a tax receipt?
For the documentation to be considered a tax deduction, a donor must receive
the acknowledgement by the earlier of:

1 The date on which you file the tax return. OR
1 The due date (including extensions) of the tax return.

Please do not consider the information in this section to be tax advice. We
recommend you consult a professional tax advisor when it comes to filing taxes,
and consult the IRS website at www.irs.gov.

If you have questions about the history of your gift, please contact your DRR.
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