
New Trier Township 
How to Run a Food Drive 

 

 
 
Food drives are a fun and easy way to 
support your neighbors in need in New 
Trier Township.  We appreciate your 
willingness to meet the needs of our 
pantry visitors.   
 
There is no donation too small, and all 
are appreciated. We do ask that if you 
are conducting a larger food drive you 
contact us.  While the way you decide to 
conduct your food drive is up to you, we 
can provide some basic tips and inform 
you of our greatest need at the time of 
your drive.  
 
Here are a few guidelines to follow: 
 

Planning 
 Select a person to be in charge of planning the drive. 

 
 Create a theme, if desired.   

 

 Decide on the type of drive (collect door-to-door or hold the drive at one or more 
collection sites).   
 

 Decide on dates, length of drive, locations, and supplies (boxes and/or bags 
groceries, promotional materials).   
 

 Determine if you will accept monetary donations.  The Township can provide you 
with a donation form that can be mailed directly to the Pantry.   
 

 Learn what items are accepted by the New Trier Township Pantry and the most 
needed at the time of your drive.  Contact the New Trier Township Social Service 
Administrator or visit http://www.newtriertownship.com/pantry.html.   

 

Promotion 
 Promote your drive to the participants (employees, customers, members, 

classmates, party guests, etc.).  
 

http://www.newtriertownship.com/pantry.html


 Build awareness and visibility by creating flyers, posters.  Recruit friends, family, 
or colleagues to help you distribute the materials.  Send out email and/or voice 
mails. Register your drive online and New Trier Township will help you promote it 
on our website.  
 

 Create contests between groups (department against department, class against 
class, team against team, men versus women, and teachers against students).   

 
Collection 
 As you plan how you’ll collect the food, focus on making the donation process as 

easy as possible.   
 

 If you are collecting food door to door consider dropping off bags at each house 
ahead of time with a note attached.  Be clear about the date when you will return 
to collect the food and where you would like the donation to be 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.  If you are conducting the drive within your organization or business, 
consider providing bags ahead of time that people can take home) 
 

 Start collecting food.  Financial contributions are also welcome.  Checks can be 
made payable to:  New Trier Township. 
 

 No matter what length of time you choose, plan on getting items in after your 
deadline. 
 

Delivery 
 Contact the Social Services Administrator at 847-446-8201 to set up a specific 

day and time when you will drop off the food and any monetary donations you 
received, and also a rough estimate of the amount of food that will be delivered.  
For directions to the Township office, located at 739 Elm Street in Winnetka, visit 
our website at www.newtriertownship.com   

 
 Consider combining the food delivery with a tour of the Pantry for your 

volunteers. 
 

 

Celebrate Success  
 Thank your volunteers and celebrate your success.   

 
 Publicize the results of your drive within your company, organization and or 

community.  Share your photos with the Township. Email them to 
kespillers@ameritech.net and we’ll recognize your efforts in our on-line volunteer 
gallery. 
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