Campaign Coordinator Checklist
Before the campaign

____1.  Attend United Way training and develop a campaign strategy.

____2.  Meet with CEO and Union Leader (if applicable) to confirm commitment.

____3.  Establish employee goal.

____4.  Determine the type of campaign best suited for 
your company:


____One-on-One Solicitation


____Group Meeting


____Combination

____5.  Establish campaign timetable.

____6.  Publicize campaign to your employees.

____7.   Personalize your campaign.

____8.  Train solicitors.

During the campaign

____1.  Kick off your campaign.

____2.  Conduct senior-management giving campaign with CEO.

____3.  Schedule employee meetings/rallies.

____4.  Plan events; make the campaign FUN!

____5.  Follow-up with absentees.

____6.  Issue weekly progress reports to United Way and your employees.

After the campaign

____1.  Tabulate results and submit report envelope and required forms to United Way.

____2.  Thank your committee, solicitors and contributors.

____3.  Draft a letter to be sent from the CEO/Union Leader to thank employees for their investment.

____4.  Evaluate your company’s campaign strengths and weaknesses and make recommendations for next year’s Campaign Coordinator.

____5.  Pat yourself on the back for a JOB WELL DONE!
