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Make Your Pledge First
If your co-workers know that you have already 
pledged your support, they are more likely to give.

Be prepared to share your story about why you 
support the campaign, or how a charity has benefited 
you or someone that you know.

Know the Facts
Thoroughly review the materials and the website: 
(www.secctexas.org).

This will help you feel more comfortable when you 
tell the story. Make personal contact, even virtually: 
PEOPLE GIVE TO PEOPLE. It’s important that every 
campaign volunteer reaches out to their assigned 
employees one-on-one.
 

Be Positive
Explain the benefits of charitable giving. 

Stress the importance of each person’s contribution. 
None of us can do it alone. Every gift makes a 
difference! 

Ask Co-Workers You Know
Approaching people you know first.

It is helpful as you refine your “ask”. Positive responses 
will help to improve your presentation and boost your 
confidence regarding your presentation skills. 

Make It a Two-Way Street
The ask should be a dialogue, not a monologue.

Be prepared for questions and comments. If you don’t 
know the answer to a question, that’s okay! Say you 
are unsure but will find out — then circle back with the 
answer when you get one. Be sure to listen with care 
and sensitivity to any concerns that come your way. 

Why Do You Give? 
Connect the dots between a donor’s interests and 
the campaign’s work.
  
Part of your dialogue should include asking potential 
donors about their interests. 

Say Thank You 
Whether your co-workers indicate that they intend 
to make a gift or not, thank them sincerely for their 
consideration and time. You can never say thank  
you enough! 

Pre-Campaign
  �Campaign Committee chairperson is named

  �Top management and committee chairperson identify committee 
members (campaign team members, Leadership Giving chair, 
volunteers,etc.)

  �Attend training

  �Develop campaign strategy

  �Set campaign goal

  �Leadership Giving campaign strategy developed, prospects 
identified, events scheduled

  �Develop internal training schedule for volunteers/coordinators

  �Identify department/division/campus coordinators at a ratio of 1:25

  �Hold a coordinator training, or volunteer meeting, to discuss 
campaign plans

  �Distribute campaign materials to coordinators

  �Conduct Leadership Giving campaign two weeks prior to the 
general campaign kickoff

During the Campaign
  �Campaign kickoff event

  �Host employee education meetings
	 • �Utilize campaign coordinators and team leaders to conduct 

meetings for different areas within your organization
	 • �Distribute pledge forms and campaign materials during 

meetings
	 • �Present facts about the campaign
	 • �Schedule charity speakers to make presentations
	 • �MAKE THE ASK!
	 • �Collect pledge forms and give a deadline for those who wish to 

discuss giving with their families

  �Get employees excited about the campaign
	 • �Put up campaign flyers and posters
	 • �Promote the campaign goal and advertise progress
	 • �Conduct department/division/campus events to raise 

awareness and increase participation

  �Follow-up with all employees to ensure that everyone is offered the 
opportunity to give if they choose to.

Post Campaign
  �General campaign celebration

  �Leadership Givers thank you event

  �Volunteer appreciation letter/event

  �Distribute incentive/recognition items

  �Tabulate results

  �Evaluate your organization’s performance and determine campaign 
strengths and areas for improvement

  �Make campaign recommendations for next year’s lead campaign 
coordinator

  �Ensure all copies of the pledge form have been sent to the payroll 
office, as needed  

  �Post/announce final campaign results and thank donors

Quick Tips Campaign Timeline Checklist

You are one of the most important people 

in this year’s fundraising effort. You are the 

“go to” person for educating, motivating, 

and inspiring your fellow employees. 

For going above and beyond on behalf of 

others and making a real difference in your 

workplace and community...
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Thank you!
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While each campaign is unique, these 10 steps are the building blocks for an effective campaign and should be followed 
as closely as possible. Your campaign staff will help you to develop a plan that works best for your organization. 

Develop a Plan
By looking at where you have been, you can better 

determine where you are going. Analyzing past  

campaigns will help reveal areas of opportunity and 

provide clues for improvement. 

To build a solid campaign you will need to...
	 • �Review your organization’s giving history and  

analyze campaign data.

	 • �Establish a campaign timeline — campaign  

committee meeting dates, trainings, leadership 

giving campaign dates, campaign kickoff, employee 

meetings and special events (virtual and/or in person).

	 • �Implement strategies to meet your campaign goals.

Establish Support From the Top
The success of your campaign depends on the 

commitment and involvement of your top management 

and senior leadership. Keep them informed of the 

campaign progress.

Work with your top management to:
	 • �Set up a CEO call with campaign staff.

	 • �Help determine campaign goals and objectives.

	 • �Endorse the campaign.

	 • �Appoint a campaign steering committee that includes a 

campaign chairperson and a Leadership Giving chair.

	 • �Attend campaign events (virtual and/or in-person).

	 • �Conduct a Leadership Giving campaign among top 

management or those with the capacity to give at the 

leadership level ($1,000+ annually).

	 • �Provide thank you recognition to volunteers and donors.

Set Your Campaign Goal
Establishing a target serves as a motivator to achieve 

better results.

Your campaign goal should be:
	 • �Based on past campaign results.

	 • �Realistic yet challenging.

	 • �Set for both dollars raised and percent participation 

(not 100%)

Recruit and Train Your Campaign Team
The campaign committee and coordinators will organize 

efforts to educate fellow employees about the campaign. 

They build excitement for the campaign, answer questions 

and ensure that everyone is asked to give. 

To get the most from your volunteers...
	 • �Seek out employees with various skill sets that 

represent departments throughout your organization.

	 • �Find employees who support the campaign to serve 

on the committee and as coordinators.

	 • �Recruit one coordinator for every 25 to 30 employees.

The campaign committee needs to:
	 • �Attend a virtual or in-person training facilitated by 

campaign staff.

	 • �Assist in all stages of campaign planning.

	 • �Have specifically-assigned roles.

	 • �Review the prior campaign plans and share new 

ideas.

• �Speakers, Charity Tours, 

Charity Fairs

• �Internal Newsletters  

With Campaign /  

Charity Success Stories

• �Charity Video

• �Campaign Materials

• �Campaign Website

• �Campaign Staff / Team

• �Create Pre-Campaign Communication

• �Hold A Kickoff Event/Call

• �Use Group Presentations/Calls

• �Contact Every Individual Personally

• ��Keep The Campaign as Short as Possible

• �Encourage Payroll Deduction

• �Promote A Team Effort

• �Make The Ask

• �Say “Thank You!”

• �Welcome and Remarks by Coordinator (3)

• �Remarks By Top Management  

Or Senior Leader/Manager (3–5)

• �Introducing Guest Speaker(s) (1)

• �Guest Speaker Presentation (5–10)

• �Present Campaign Information:  

Goal, Events, Contests, Etc. (5)

• �Show Charity Video, If Applicable (5–7)

• ��Say “Thank You!”

Campaign Tools Strategies That Work

10 Steps to a Successful Campaign

Sample Presentation (with suggested 
timeframe in minutes)

1 3

4

2
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Run a Leadership Giving Campaign
Leadership gifts of $1,000 or more are the organization’s 

best opportunity for increasing average gift and campaign 

growth. An employee campaign that strongly encourages 

leadership giving is likely to be a successful campaign. 

Peer-to-peer solicitation and personal asks are critical to 

the successful cultivation of leadership gifts.

How to make it a success... 
	 • �Appoint a Leadership Giving chairperson to  

organize the leadership giving campaign.

	 • �Host a Leadership Giving campaign among your 

organization’s management prior to the overall 

campaign kickoff.

	 • �Conduct additional virtual or in-person Leadership 

Giving events throughout the campaign.

	 • �Personally ask current givers to consider  

increasing their gift.

Communicate
Education and information are keys to reaching your 

campaign goals. Create an atmosphere of enthusiasm 

as you inform employees about how their contributions 

improve lives in our community.

Successful promo strategies include...
	 • �Employee testimonials, campaign facts and articles 

(distributed via print, email or video).

	 • �Endorsement letters from top management and  

labor leaders.

	 • �Virtual and/or in-person kickoff rallies and contests.

	 • �Large and small group in-person and/or virtual 

meetings (consider including speakers from 

participating charities).

	 • �Graphics, charity stories/videos to include in  

emails and communications.

	 • �Posters, banners, and displays that include  

campaign posters and banners.

	 • �Incentives for turning in pledge forms.

	 • �Campaign brochures and pledge forms.

Educate Employees and Make the Ask
This is by far the most important step. The major reason 

people do not give is because they were never asked, so 

ASK EVERYONE! Giving is a personal decision, but please 

be sure to allow everyone the opportunity to contribute.

	 • �Provide coordinators with a list of employees they  

are responsible for soliciting.

	 • �Educate through employee virtual and/or in-person 

meetings within department / division workgroups.

	 • �Invite every employee.

	 • �Follow up with one-on-one communication.

Your meeting should include:
	 • �Campaign staff.

	 • �A charity speaker or employee that connects with  

the message of the campaign.

	 • �Promotion of payroll deduction.

	 • �An opportunity to address donor concerns.

Report Your Results
Regular reporting allows the team to monitor the progress 

of the campaign, while keeping you from having to hold 

cash, checks, and pledge forms.

	 • �Develop and communicate a plan for coordinators 

to return pledge forms weekly, in person or 

electronically.

	 • �Ensure the pledge forms are filled out completely, 

signed and that the math is accurate.

	 • �Provide weekly progress reports to organizational 

leadership and campaign staff.

	 • �Ensure report envelope totals are accurate.

	 • �Report the final campaign total to the entire 

organization.

Say Thank You!
The importance of thanking everyone who helped you to 

accomplish your goals cannot be over-emphasized.

	 • �Send personal thank you cards or emails to the 

campaign team.

	 • �Have top management send an organization-wide 

thank you and acknowledgement. 

	 • �Have the campaign chairperson host a final virtual  

or in-person thank you event for campaign  

volunteers and leadership givers.

Evaluate Results and Plan for Next Year!
Be sure to keep the momentum of your campaign and 

learn from your experience to improve future campaigns.

	 • �Host a debriefing session to evaluate your campaign’s 

plan and results with the campaign committee and 

coordinators.

	 • �Solicit feedback on the campaign from top 

management.

	 • �Identify next year’s lead campaign coordinator.

	 • �Establish a timeline for next year’s campaign 

planning.
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