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	Completed
	TASK

	
	1.
	Plan a campaign that meets your unit’s needs and interests – kickoff/events, money-raising games. MAKE IT FUN!!


	
	2. 
	Line up your supplies:  posters, booklets, pledge forms, online cards, campaign envelope.


	
	3. 
	Contact every employee within first week of your campaign. Using the paper pledge form and/or online pledging card as a marketing tool for getting the message out.


	
	4.
	Follow-up with weekly reminders to employees – use dollar statements for a quick email message or bulletin board sign.


	
	5.
	Paper Pledges – verify information is legible, math correct; keep cash and check pledges separate from payroll deduction pledges.
ANY CHANGES MADE TO THE PLEDGE FORM MUST HAVE THE EMPLOYEE’S INITIALS NOTING ACCEPTANCE OF THE CHANGE. 


	
	6.
	Complete envelope:
a. Separate paper pledges by cash, payroll deduction, and special events. DO NOT INCLUDE ONLINE PLEDGES IN ENVELOPE
b. Total each category. 
c. Complete unit  information and employee count
d. Sign envelope and give envelope to Coordinator.


	
	7.
	Be sure to thank all who helped on your unit’s campaign. Happy volunteers return to help another day.
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