Planning Your Campaign

Employee Campaign Chair Timetable











Assigned To:

Completion Date:
Getting Started

· Meet with United Way representative to discuss

campaign strategies.
_______________
_______________

· Meet with previous chair to review activities and 

results.
_______________
_______________

· Meet with CEO to discuss campaign goals and

obtain endorsement.
_______________
_______________

· Develop campaign strategy with Leadership Chair.
_______________
_______________

· Recruit campaign team.
_______________
_______________
· Establish Campaign timetable.
_______________
_______________
· Set goals to increase employee total, average gift,
gifts to the Community Impact Fund, Leadership

Givers, and participation.
_______________
_______________

· Develop incentive plan to support objectives.
_______________
_______________

· Order campaign supplies from your United Way 
representative.
_______________
_______________

· Request incentives from vendors, employees,
management, etc.
_______________
_______________

· Decide solicitation process (one-on-one, group, 
electronic).
_______________
_______________
· Select dates and reserve rooms for:

· Campaigner training
_______________
_______________

· Leadership meeting
_______________
_______________

· Employee meeting (s)
_______________
_______________

· Recruit campaigners / solicitors.
_______________
_______________

· Plan kickoff event, activities, special events, and closing
events.
_______________
_______________
· Plan publicity:  Newsletter, email, payroll stuffers 
& posters.
_______________
_______________

· Develop CEO support letter and review with CEO.
_______________
_______________
· Schedule agency tours / fairs / speakers.
_______________
_______________
· Establish record-keeping / reporting process.
_______________
_______________
· For electronic campaigns, test electronic pledge system.
_______________
_______________
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Running Your Campaign

Running Your Campaign


Stay involved and monitor the campaign process and results.











Assigned To:

Completion Date:
Putting the Plan into Action

· Conduct Campaigners’ training session.
_______________
_______________
· Schedule video, agency speaker, and time with Your 
United Way representative to answer questions
_______________
_______________
· Display campaign activities and information in 
prominent locations
_______________
_______________
· Send CEO endorsement letter
_______________
_______________
· Conduct leadership and employee meetings 
(include CEO)
_______________
_______________
· Conduct kickoff event (include CEO)
_______________
_______________
· Conduct activities, special event fundraisers, etc.
_______________
_______________
Wrapping up the Campaign

· Collect ALL pledge forms and check for 
completeness (calculations, date, signature, etc.)
_______________
_______________
· Sort forms or date by payment type: cash, checks, 
payroll deductions, credit cards, bill at home requests, 
or securities
_______________
_______________
· Notify United Way of results. Submit forms or 
electronic transfer to United Way for processing. 
Give copy to Payroll. Attach cash/checks to forms 
or issue company check
_______________
_______________
· At closing ceremony or through memo or letter:

· Thank and reward employees
_______________
_______________
· Recognize and reward campaigners
_______________
_______________
· Thank committee
_______________
_______________
· Publicize corporate/ employee results
_______________
_______________
· Distribute incentives and publicize winners
_______________
_______________
· Conduct a campaign review session and note outcome
_______________
_______________
· Organize your materials for next year’s campaign team
_______________
_______________
· Congratulate yourself for improving the quality of life in our community!

