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Suggestions for Campaign Prep & Execution
We hope you will take the time to fully review the 2020 Campaign Planning Guide provided. We also wanted to make sure to equip each campaign manager with a general checklist for campaign prep, execution, and wrap-up. 

Each workplace runs their campaign differently, so please note this is not a one-size-fits-all checklist, but it should help keep you organized as you progress through your campaign details.
Before the kick-off of your campaign

· Meet with the United Way team to review campaign materials and plans
· Obtain necessary number of pledge forms, posters, folders, etc.
· Determine any prizes/items that will be ordered as incentives and/or for promotion

· Set a campaign goal (participation, dollar total, percent increase from 2019, etc.)

· Schedule time for the United Way director to speak to your staff (virtually) and/or schedule time to show the Welcome, Join Our Efforts & Week of Caring videos
· Determine timeframe for campaign (send dates to United Way, if possible)

· Meet with any necessary staff to update them on the campaign and request their involvement
· Prepare/gather any information from management that will be shared with employees

· Send a short “teaser” to staff that the campaign is coming (great way to use a video!)
· Hang United Way posters or other marketing items throughout your office and/or share online
Sample of a TWO-WEEK campaign
Monday:
Kickoff letter or announcement about the campaign; share details on how people can donate; widely share video links; promote early birds
Tuesday:

Share a marketing piece: Top 10 video, annual report, etc.
Wednesday:
Share reminder information on any fundraisers you are hosting during your company’s campaign
Thursday:
Share a success story from one of our partner agencies or a quote from a partner agency director regarding their United Way grant support 
Friday:

Announce winner of “early bird” prize(s); reminder of one week remaining
Monday:

Remind your staff to “like” our United Way Facebook page and to subscribe to our



monthly newsletter via our website – www.uwjnwc.com 

Tuesday:

Provide a teaser and/or update on any incentive offerings through your campaign
Wednesday:

Send an update to staff on the status of reaching the campaign goal
Thursday:

Send one final reminder (with some info about United Way) that the campaign is ending 
Friday: 
Thank you to staff for participating; announce final fundraising total; share our “Thank You” video
Questions to review during your campaign: 

· Does your staff know when the United Way campaign will run?
· Has your staff been made aware of the company’s campaign goal?

· Has someone from your leadership team promoted the campaign?

· Has your staff received their pledge forms?

· Has your staff received information about United Way beyond simply the pledge form?

· Has your staff seen any of the marketing materials that educate them on United Way?
· Have you posted updates of your campaign on your company’s Facebook page and tagged United Way (uwjnwc)?

· Have you sent any pictures taken during your campaign to United Way?

After the completion of your campaign
· Total up donations and enter the totals into the corresponding categories on your envelope cover sheet

· Confirm all pledge forms (that don’t have a check attached) have a signature on them

· Contact the United Way office when all materials are ready to be picked up & schedule a picture
· Update your staff on the total amount raised, level of participation, if they reached their goal, etc.
· Announce winners of any raffles/incentives/etc. 
· Have management/boss send a thank you to the staff
· Advise your staff they can “like” United Way on Facebook to stay updated on campaign progress! 
· Distribute thank you’s once received from United Way 

