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2011 Governor’s State Employees Food Drive

Site Coordinator Sample Letter

Dear Site Coordinator,

Thank you for becoming a Site Coordinator for the 2011 Governor’s State Employees Food Drive. Your contribution of time and talent will help feed hundreds, if not thousands, of Oregonians as state employees work together to be the change we would like to see in our communities. 
This year, the food drive runs January 31 to February 28, and the statewide goal for the drive is 4.5 million pounds of food. Last year, our department raised over [INSERT AMOUNT] pounds of food. Let’s see if we can top that this year.
While food donations are always welcome, the easiest way to support the Oregon Food Bank Network is through cash donations. The network is able to buy in bulk and use the funds to distribute donated goods to regional food banks. Employees can make donations via cash, check, credit card, or payroll deductions using the attached forms.

Payroll deductions (Doc J) should be collected and sent to me by February 28. I will then send them to payroll for processing (please do not send directly to payroll). Cash and check donations (Doc K) should be collected and sent directly to the designated regional food bank.  Please do not send cash in the mail—hand deliver or send via money order or cashier’s check. Automatic Donation Methods (Doc L) allow employees to have money deducted from a checking account or credit card on a one-time or monthly basis. Please direct employees to contact a specific regional food bank to determine which methods are available.  Receipts (Doc M) can be given for both funds and goods. Please be aware that no value should be indicated for donated goods.

Any employee who meets the Governor’s Challenge (Doc N) will be recognized at the end of the food drive. Please keep track of those people and notify me at the end of the food drive how many thank you cards you need.

One way Site Coordinators help raise funds is through events such as bake sales and silent auctions. I have attached a list of fundraising ideas (Doc H). If you hold an unusual and/or successful event, please let me know.

Posters will be sent to you soon. You will also want to post the list of Foods We Need (Doc O) near the posters and any food collection containers. 

At the end of the food drive, you will need to deliver all donations (including food) collected from your office to the designated or local regional food bank (Doc Q). The food bank will weigh your food donations and give you a receipt for the food and any cash donations. Not all regional food banks have change counters, so it would be helpful to convert loose change into dollars before you take it to the food bank. 

The Agency Report Form (Doc G) is for you to use to keep track of food and monetary donations. Please complete the form and send it to me as soon as your Food Drive events have finished and your totals are complete. 
For additional information, please see the General Food Drive FAQs (Doc E), the Agency Coordinator FAQs (Doc F) and www.oregon.gov/fooddrive. If you have any questions, please feel free to contact me at [INSERT PHONE NUMBER] or via e-mail at [INSERT E-MAIL ADDRESS].

Thank you again for helping us be the change we would like to see in our community,

[INSERT NAME]

Agency Coordinator
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