6 steps to success

1. Establish leadership

a. Involve your CEO and Union Representative (if applicable).  Their leadership, support and enthusiasm can be contagious.  Ask them to personally solicit senior management/union leaders in advance of the company-wide kickoff. Encourage them to endorse the campaign in a letter to all employees.  Finally, ask them to share their own LIVE UNITED stories:  personal reasons why they GIVE, ADVOCATE or VOLUNTEER!

b. Form a campaign committee.  Don’t try to do it all alone!  Recruit a campaign committee.  Include management as well as hourly and Union employees.  Include people with special talents who are committed to United Way.

2. Set a challenging goal... and develop your strategy

· Include a leadership giving campaign.

· Create a plan to increase participation.

· Offer incentives.

· Check if your company will be giving a corporate gift.

· Have everyone turn in a pledge card, even if they decline to give.

3. Plan carefully.  Develop a timetable for your campaign, including:

· The time and place for your workplace kickoff.

· What materials / speakers you will need.

· How to inform employees of United Way’s message.

· How to generate publicity.
b. Know your United Way.  Your job will be easier if you know some basic facts about United Way of Inner Wisconsin.  Attend a United Way training and events and review your campaign materials.
c. Establish a record-keeping and reporting system.
d. Plan promotions and publicity utilizing e-mail, bulletin boards, newsletters, payroll stuffers and memos as forums for your campaign message.  Personalize your campaign approach by holding a special kickoff breakfast or luncheon.  Offer incentives for donors such as participation in drawings.
4. Select solicitation approach

a. Group solicitation:  This doesn’t have to be more than 20 minutes and is a successful way to ask employees to contribute.  Bring employees together to view the United Way campaign video, hear a speaker, receive United Way literature and generally, have fun.

b. One-on-one solicitation:  This approach provides a more personal touch and involves the asking of one employee by another - preferably a peer.  One-on-one solicitation often results in greater participation rates.

· Recruit one solicitor for every ten employees.

· Recruit solicitors who are committed to 

· United Way.

· Train recruits on United Way.

· Follow up on absentees, part-time employees and new hires throughout the upcoming year.

5. Report results

· Make sure all pledge cards are returned.

· Relay final results to the entire company as soon as possible.

· Summarize employee gifts on the campaign report form/envelope.

· Evaluate your results and make notes for next year’s campaign and coordinator.

· Turn in results and pledge forms to United Way of Inner Wisconsin.

6. Thank contributors

· You and your fellow employees made it happen;  give everyone credit for coming through!

· Have an employee reception for all contributors with the CEO and labor leader (if applicable) offering personal thanks.

· Blanket bulletin boards, newsletters, e-mail and cafeteria with “thank you” messages  (Remember United Way thank you materials).

· Don’t forget your campaign team; they’ll  appreciate the thanks and recognition too.

