Food Drive Guide
As a “team captain” you can customize your team page, determine the overall team fundraising goal,
and recruit fundraisers who will work to reach their individual, and the team’s fundraising goals.

Getting Started
As the food drive coordinator for your organization, you will serve as the liaison between your
organization and Northern Illinois Food Bank.
We love to help. If you have any additional questions or need guidance in setting up your virtual
food drive, please contact Kate Thomas, Special Events and Promotions Coordinator at 630443-6910 ext. 117 or via email at kthomas@northernilfoodbank.org.

Registration Options
Click here to start virtual a food drive: www.SolveHungerToday.org/FoodandFundDrive. Before
you register, please take a moment to become familiar with the registration options below. If you
are unsure of how you should register, just give us a call and we will help.
1) Register as an Individual. Pick this option if you plan on setting up one fundraising page
and want everyone to donate to that page. Example: A company that wants to set up a
virtual food drive that all their employees donate to during the holidays, summer, or
employee giving campaign or someone who wants to fundraise in lieu of gifts for their
birthday. You can customize your page and you will be provided a unique URL to send out.
2) Start a team. Make your drive a team effort! Us this option if you are going to have multiple
people raising money for you and want to track their progress. This is excellent for team
competitions. Example: A company registers their team and all of their departments or
branches join their team and compete to see who can raise the most funds.
3) Join a team. This option allows you to join an existing team and fundraise to reach the
team’s goals!
Want to only collect food and not funds? No problem! You will follow the same food drive
registration process below and will automatically receive a Virtual Food Drive fundraising link.
You do not have to use the portal to fundraise.
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6 Easy Steps to Starting your Food Drive
Step 1: Register as individual, starting a team, or joining an existing team.
Step 2: Do you want to start your fundraiser with a personal donation? Do so at this step.
Otherwise set your fundraising goal and associate your participation with a company, if
applicable.
Step 3: Register as New User or a Returning User
*If you receive our e-newsletters, have registered a virtual food drive or fundraiser using
this site, or registered as a participant or volunteer at one of our Foodie 5Ks then
REGISTER AS A RETURNING USER using the same email and password.
Step 3: If you are collecting physical food, setting up a virtual food drive, or doing both, register
your food drive.
Step 5: Complete Registration. Unless you started your drive with a donation in step 2, you total
will be $0.00.
Step 6: You are complete! You will have received an email confirmation and are ready to
access your participation and start fundraising.

Click the above link to access your
participation center

Click to access your participation center and add your
personal story, photos, or videos
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Participation Center
After you register your drive, you will receive an email with a link to your participant center. Click
on the link and log in or go to www.SolveHungerToday.org/foodandfunddrive and log in at the
top.

You can manage your drive form the participant center.






Email: Use our powerful email tool to let your supporters know about your virtual drive.
We have included sample emails that you can send out to ask for donations and to thank
your supporters.
Progress: Track fundraising progress, update goals, and check the status of offline gifts
that were mailed or delivered to the Food Bank.
Personal page: Make your page stand out. Add your company/organization logo or
personal story.
Team page: If you are the captain of your team, you will have the ability to edit your
team page and email your team members. This is a great place to rally your team behind
the mission.

Snapshot of the Participant Center: “Home” Tab

Team captains: Change the above
message for all of your team
members to read.
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Snapshot of the Participant Center: “Team Page” Tab

Share your story about why
you’re supporting the Food
Bank

Add your company logo,
picture, or upload a video
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Snapshot of the Participant Center: “Personal Page”
Use the “Email” tab to access
pre-written thank you, recruiting,
and solicitation emails.

Use the “Progress” tab to view
and track progress of your Virtual
Food Drive

Customize URL to send to friends and
family and share on social media

Use the above tabs to change
your picture or upload a
video

Share your story about why
you’re supporting the Food
Bank

5

Tips for Success
A successful virtual food drive can be easy and simple to organize with a little thoughtful
planning. We’ve come up with a checklist for you to make sure that all your bases are covered:












Set a goal. If this is your first drive, set a goal you think is attainable. Goals are a fun
way to get people excited about your drive. You will also have the option to change your
goal at any time in your participant center.
Set a date. Giving people a deadline creates urgency and will encourage donors to
support your drive in a timely manner.
Update your Personal Page. Personalize your food drive with your
company/organization/personal photo and story about why you are supporting the Food
Bank.
Send emails out to at least ten of your family and friends asking for support. We’ve
provided you with ready-made messages, asking your contacts to donate to your virtual
food drive.
Share your page via your social medial channels. Encourage your
friends/family/supporters to share your page after they donate.
Thank supporters. Log into you participation center and thank your family, friends,
employees, supporters for donating to your virtual food drive.
Mail checks with the offline donation form so we can update the amount raised on your
personal or team page.
Once your drive is over, don’t forget to share your success of with us.

Cash and Check Donations
Online Donations to your virtual food drive are the most efficient. These don’t require delivery,
generate instant receipts to the donor, and eliminate the handling of any money on your end.
If you receive cash or check donations, you will need to complete and submit an offline
donation form. Please do not mail cash. In order for us to give you credit (move your
thermometer up) for your donations, you need to complete and submit this form.
Please include the offline donation form with your check donations payable to Northern
Illinois Food Bank to:
Northern Illinois Food Bank
Attn: Kate Thomas
273 Dearborn Court
Geneva, IL 60134
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