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A SUCCESSFUL CAMPAIGN TIMELINE
Planning is always important, but often hard to do. The following timeline can help you plan your
progress and evaluate it on an ongoing basis. Put your timeline up in a visible place and hold
yourself to your committee to your timeline goals. Good Luck!
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Plan Your Campaign Strategy:

Form a Campaign Committee.
Set Goals (dollars raised, % participation, etc.).
Establish campaign date(s) and timeline.
Identify campaign strategies and set the agenda to include rallies, agency
speakers, agency tours, etc.
Designate key individuals to help coordinate the campaign – i.e. committee
members, team leaders, donor representatives, et. al.

Get Your Department Head’s Support:

Ask your Department Head to write a letter to all employees announcing
your department’s commitment to the Charitable Campaign.

Spread The Word:

Use departmental newsletters/bulletins, campaign materials, electronic
mail, and/or voice mail to announce the campaign, key facts, goals, etc.
Decorate the walls with campaign posters.
Use agency success stories for employee newsletters.

Launch Campaign With Departmental “Kick Off Event”:

Build enthusiasm and generate goodwill.
For On-Site Employees: Distribute campaign brochures, Payroll Giving
Forms, and departmental letter from your Department Head.
For Off-Site Employees: Send a voicemail message, distribute campaign
brochures, Payroll Giving Forms and departmental letter from your
Department Head.
Invite & confirm 2 Charitable Agency Speakers to Kick-Off Event.

Ask and Collect Payroll Giving Forms:

Each employee should be asked to give voluntarily – either one-on-one or
in a small group meeting.
Communicate deadlines for submitting Payroll Giving Forms.

Thank Everyone:

Share the success and final results of the campaign with all employees.
Print a thank you announcement in your departmental newsletter.
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SPEAKER REQUEST FORM
CITY DEPARTMENT: ___________________________________________________________________

COORDINATOR: _____________________________Phone: __________________FAX: ____________

EMAIL ADDRESS: _____ ________________________________________________________________

LOCATION ADDRESS: _________________________________________________________________

CITY_____________________________________________STATE: ______ZIP:___________________

DATE OF EVENT:______________________ NUMBER IN AUDIENCE: __________________________

TIME MEETING BEGINS: AM / PM  TIME MEETING ENDS: AM / PM
IMPORTANT - Please circle AM or PM  IMPORTANT - Please circle AM or PM 

LENGTH OF SPEAKER’S PRESENTATION: __________________________

TYPE OF EVENT: o Employee Meeting o Agency Fair o Training o Other _________________

SITE CONTACT PERSON: _________________________ Phone: ______________ FAX:___________
  If different from “coordinator” listed above

LOCATION OF SPEAKER ENGAGEMENT:__________________________________________________

WHERE SPEAKER CHECKS IN: _________________________________________________________

WHERE SPEAKER PARKS: _____________________________________________________________

Please invite 2 or 3 of the following participating Agencies/FDAs:

o American Cancer Society

o Hispanic Scholarship Fundo Asian Pacific Community Fund

o LAFA / Meals on Wheels

o City of Hope o United Latino Fund

o Community Health Charities of California o UNCF

SPECIAL INSTRUCTIONS:
_____________________________________________________________________________________

REMEMBER:   Our speakers are in great demand – please allow 5 working days for scheduling.

Please FAX completed form to: Chris Baca at (310) 216-0307

United Way of Greater Los Angeles

o Brotherhood Crusade

o EarthShare California
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