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Introduction Ideas and Themes 
Overview Pantry Fact Sheet 
Planning the drive Donation Suggestions 
Promoting the drive Sample Posters & Signs 
Collecting Food Monetary & Credit Card Donation Coupons 
Delivering The Food Sample Appeal Letter 
After the Drive Food Drive Flyer 
 Sample Brochure and Master for Reproduction 
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Weymouth Council for the Hungry, Inc. – P.O. Box 890009, Weymouth, MA 02189 
Phone: 781-331-7682 – Fax: 781-331-9794 – info@WeymouthFoodPantry.org – www.WeymouthFoodPantry.org 

Feeding the Hungry of Weymouth since 1987 
�
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Thank you for volunteering to conduct a food drive on behalf of the Weymouth Food Pantry. As 
you may know, more than 500 families in Weymouth rely on us for supplemental groceries year 
round. In 2009, The Weymouth Food Pantry serviced 5,711 families (14,908 individuals) an 
increase of 28.2% over 2007, and provided approximately 48,000+ bags of groceries with a store 
value of more than $600,000. Given the state of the economy, those numbers continue to grow. 
We would not be able to continue to meet this need without the help of volunteers like you. 
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There are four phases to a typical food drive: 

·  Planning the Drive 
·  Promoting the Drive 
·  Collecting the Food 
·  Delivering the Food 

This guide provides information on how to conduct each phase and includes tips and tools to 
help you be successful! 
Remember, these are only suggestions. Every drive will be different. Make your drive unique! 
 

�
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The planning phase will be slightly different depending on whether you are conducting the drive 
with an organization or a company, with a small group, or independently. The following list 
summarizes the basic steps needed for all cases. 

1. If you feel you need to – organize a planning committee. 
2. Decide the type of drive (collect door-to-door or hold drive at one or more collection 

sites), the location, and the theme. Also, consider setting a goal for your drive. You can 
base it on a number of bags or pounds or on a goal of filling up a certain space, such as 
an office or a particular type of container. (Tool: See list of Ideas and Themes for ideas to 
get you started) 

3. Decide on the date and length of the drive. 
4. Decide how to accept monetary donations at the drive. You can collect donations in a 

container or provide your donors with a coupon that they can mail directly to the Pantry. 
The coupon can be used to forward a check, or the donor may provide credit card 
information. (Tool: We will provide you with pre-addressed envelopes to make this as 
easy as possible.) Donors may also support your drive by securely contributing on-line 
by using your specific link on the Food Pantry’s website which you would note on your 
donation coupon. (Tool: We have provided a sample donation coupon that you can 
customize.) 

5. Gain support from a leader in your organization, corporation, or community, or from 
friends, co-workers, or fellow associates. (Tip: Consider asking your company to make a 
matching gift or challenge grant in conjunction with the drive. For example, they could 
donate a dollar for every pound or perhaps every item of food collected. Tool: We have 
included sample letters to use as models.) 

6. Develop a plan to promote the drive. Refer to the section��������������������������������������������������������������������������������  for tips on 
how to do this effectively. 

7. Gather the necessary materials: boxes an/or bags for groceries, container and/or 
coupons for monetary donations, promotional materials, and a list of current Pantry food 
needs, which we have included in this kit. 

8. Designate a specific contact who will work with the Pantry to arrange for the food 
delivery once the drive is complete. 

9. Kick off the drive with a meeting or special event. Tip: Consider inviting a representative 
from the Pantry to speak to your group prior to the drive.) 
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If you’re running a drive at your workplace or within an organization, encourage participation by 
displaying posters and flyers, sending email, posting information on your website or in your 
bulletins, and announcing the drive at meetings. 
Publicize the drive within your community with posters and flyers. If you’d like to announce the 
drive using local newspapers, please contact us for assistance in preparing a press release. 
(Tools: We’ve provided a copy of our flyer, and brochures. As an alternative, the flyer could be 
enlarged and mounted on poster or foam board.) 
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As you plan how you’ll collect the food, focus on making the donation process as easy as 
possible. If you are collecting door-to-door, consider dropping off bags at each house ahead of 
time with a note attached. (Tip: Be clear about the date, and even the time if possible, when you 
will return to collect the food, and where you would like the donation left.) 
 
If you are holding a drive at a collection site, place sturdy, well marked containers in a visible 
location. Check the site frequently and remove some of the donations periodically. (Tip: If you 
are conducting the drive within your own organization or business, consider providing bags ahead 
of time that people can take home.) (Tool: We’ll provide you with “Banana Boxes” to pack the 
food for transport to the Pantry.) 
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Contact the Pantry to set up a specific day and time when you will drop off the food and any 
monetary donations you have received, and also provide a rough estimate of the amount of food 
that will be delivered. Be sure to provide directions to the Pantry for all of your volunteers who 
will help with the delivery. (Tool: See our web site. www.WeymouthFoodPantry.org/location) 
 
When you come to the Pantry we will ask you to fill out a Donation Information form. You will 
receive a follow-up thank you from us in acknowledgement of your food drive. (Tip: Consider 
combining your food delivery with a brief tour of the Pantry for your volunteers.(Please call first if 
you are considering this option.)) 
 

������������������������
Thank your volunteers and celebrate your success. Consider having a party to show your 
appreciation. Publicize the results of your drive within your company, organization, and/or 
community. 
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Here are some suggestions on how to set up your food drive: 

·  Establish a collection point in a central location at your workplace, business or your 
organization’s headquarters, such as a reception area, cafeteria, break room, waiting 
room, or checkout counter. 

·  Hold a food drive at your swim club, local Y, summer camp, or as part of a sports event. 
·  Work with community leaders to hold a food drive in conjunction with another event. 
·  Throw a Block Party or BBQ and collect food. 
·  Talk to your library to see if they would accept food in lieu of overdue book fines. Or, see 

if they could tie a “Read to Feed” program into their reading clubs, where they as 
participants to bring food for each book read. 

·  Ask for food as “Admission” for a company or school event. 
·  Ask for food donations in lieu of gifts at your next special event. Establish a theme that 

fits with the type of the gathering. 
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Here are some ideas for creating a theme for your food drive: 

·  Create a slogan and/or theme that relates to your organization or business such as 
“Make Every Bean Count” – a canned beans drive for an accounting firm. 

·  Tie your drive to a Holiday 
·  Designate theme days, such as Macaroni Monday (plain pasta and macaroni and 

cheese), Tuna or Tomato Tuesday (canned tuna or tomato soup or any canned 
vegetables), Wheaties Wednesday (cereal), Thirsty Thursday (juice and Parmalat milk) 
and Fruity Friday (canned fruit). 

 

���
��������������� ���������������
The following are some ideas on how to create interest in your food drive: 

·  Be creative with collection containers – Set up playpens for collecting baby items, fill a 
car for a Food DRIVE, etc. 

·  Set creative goals – collect food to reach a certain height or weight, or to fill a specific 
container or room. 

·  Create competitions – departments, classes, teams, etc. 
·  Set up a calendar where you suggest a specific item for people to set aside each day of 

the drive and bring to the collection point at the end. 
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Some Facts About The Weymouth Food Pantry: 
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 The sample text in the following samples can be enlarged, or perhaps printed 
in landscape format for a larger sign. Visibility counts! (The script font we use 
and is as shown in the first example is ParkAvenue BT, but any script font will get 
the message across.) Feel free to customize your sign to tie-in your 
organization’s name as well as your theme if you have one with ours. 
A full page – landscape version – of the sign is included, and is suitable for 
copying. 
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[Your Organization Here] 
 

will be conducting a 
 

[Adjective?] Food Drive 
 

From: [ Date or Dates] 
 

 To Support the 
 

���������������
�������������������
�������������������
�������������������
����� ���
Please bring your donations to: 

[Location] 
 
The Weymouth Food Pantry provides supplemental groceries for more 
than 500 Weymouth families each month, and that number continues 
to grow. With your help and support, the pantry will be able to continue 
to feed the hungry of Weymouth as it has done since 1987.  
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Suggested sign for food collection containers. 

 
The text below may be customized 
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Feeding the Hungry of Weymouth Since 1987 

Thank you for your donation. It will help the Weymouth Food Pantry 
provide emergency food for more than 500 Weymouth families every month. 

www.WeymouthFoodPantry.org 
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CONTRIBUTE WITH CONFIDENCE 

�
Because of the extraordinary support the Weymouth 
Food Pantry receives from donors like you, we are able 
to keep our expenses very low. When you donate to the 
Weymouth Food Pantry, your gift goes where it is 
needed most . . . to feed the hungry of Weymouth. 
Each month we provide emergency food to more than 
500 Weymouth families.     Thank you! 
 

�
�

It is the policy and practice of Weymouth Food Pantry not to sell nor to 
provide information about donors to any other organization. Weymouth 
Food Pantry does not store donors' credit card numbers in any database 
on or off line. Once your donation is securely processed, we destroy your 
credit card information. �  

 

You may also make your gift at:  
www.WeymouthFoodPantry.org/donate�

CREDIT CARD DONATIONS 

Please charge my gift to: 
 
� �0��
�����D*�
��� � � �E�30 �
� �?����
6�
� � � �5������
 �

�
�����������������������������������������
ACCOUNT NUMBER                          EXP. DATE 

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
NAME ON CARD 

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
SIGNATURE 

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
EMAIL  ADDRESS  
(SO YOU WILL RECEIVE A CONFIRMATION & RECEIPT) 

�

COMMENTS? 
�

�

�
�
�

CONTRIBUTE WITH CONFIDENCE�

�
Because of the extraordinary support the Weymouth 
Food Pantry receives from donors like you, we are able 
to keep our expenses very low. When you donate to the 
Weymouth Food Pantry, your gift goes where it is 
needed most . . . to feed the hungry of Weymouth. 
Each month we provide emergency food to more than 
500 Weymouth families.     Thank you! 
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It is the policy and practice of Weymouth Food Pantry not to sell nor to 
provide information about donors to any other organization. Weymouth 
Food Pantry does not store donors' credit card numbers in any database 
on or off line. Once your donation is securely processed, we destroy your 
credit card information. �  

 

You may also make your gift at:  
www.WeymouthFoodPantry.org/donate�

CREDIT CARD DONATIONS 

Please charge my gift to: 
 

� �0��
�����D*�
��� � � �E�30 �
� �?����
6�
� � � �5������
 �

�
�����������������������������������������
ACCOUNT NUMBER                          EXP. DATE 

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
NAME ON CARD 

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
SIGNATURE 

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
EMAIL  ADDRESS  
(SO YOU WILL RECEIVE A CONFIRMATION & RECEIPT) 

�

COMMENTS? 
�

�

�
�
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CONTRIBUTE WITH CONFIDENCE 

�
Because of the extraordinary support the Weymouth 
Food Pantry receives from donors like you, we are able 
to keep our expenses very low. When you donate to the 
Weymouth Food Pantry, your gift goes where it is 
needed most . . . to feed the hungry of Weymouth. 
Each month we provide emergency food to more than 
500 Weymouth families.     Thank you! 
 

�
�

Mail your donation to: 
Weymouth Food Pantry 
P. O. Box 890009 
Weymouth, MA 02189-0001 
�

You may also make your gift at:  
www.WeymouthFoodPantry.org/donate 

 

YES, I’LL HELP THE  
WEYMOUTH FOOD PANTRY 

I want to help feed the hungry of Weymouth. 
I’m enclosing my gift of: 
 

� �G& � � �G$ �
� �G�$ � � �+���
�GFFFFF �

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
NAME  

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
STREET ADDRESS 

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
CITY                         STATE                 ZIP 

�
�

�
�
�
�
�
�

 

CONTRIBUTE WITH CONFIDENCE 

�
Because of the extraordinary support the Weymouth 
Food Pantry receives from donors like you, we are able 
to keep our expenses very low. When you donate to the 
Weymouth Food Pantry, your gift goes where it is 
needed most . . . to feed the hungry of Weymouth. 
Each month we provide emergency food to more than 
500 Weymouth families.     Thank you! 
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Mail your donation to: 
Weymouth Food Pantry 
P. O. Box 890009 
Weymouth, MA 02189-0001 
�

You may also make your gift at:  
www.WeymouthFoodPantry.org/donate 

 

YES, I’LL HELP THE  
WEYMOUTH FOOD PANTRY 

I want to help feed the hungry of Weymouth. 
I’m enclosing my gift of: 
 

� �G& � � �G$ �
� �G�$ � � �+���
�GFFFFF �

�

FFFFFFFFFFFFFFFFFFFFFFFFFFFFFFF�
NAME  

�
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Appeal Letter to Leader in Organization or Communit y 
  

Date 
  
Dear [LEADER],  
Although the 2008 median income for Weymouth households is slightly above the 
Massachusetts average, the town’s households below the poverty rate is 8.2% with 
4.2% of those households having incomes of less than 50% of the poverty level. As 
residents grapple with the disparity between low wages and the escalating costs of 
living, hunger and food insecurity continue to grow.  
 
In light of this issue, [NAME OF GROUP OR INDIVIDUAL RUNNING FOOD DRIVE] 
will be holding a food drive on [DATES] to benefit the Weymouth Food Pantry. 
 
We are contacting you today to ask for your support to help ensure there will 
widespread participation and awareness of this event. If you have any questions or 
would like to discuss how you can champion this effort, please contact me at 
[CONTACT INFO].  
 
Regards,  
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