








































Best Practices Check List 
 
*Team Players:            ___  Human Resources       ___ Marketing     ___ Information Technology 
                                     ___  Divisional Representatives  
        ___  Loaned Executive (include LE in team meetings) 

                       (# of Team Players depend upon company size: Teams vary from 1-10) 
 
*Payroll Deduction:    ___ Check w/ HR or payroll processor to ensure pledge cards (including 

         electronic) capture all needed information for internal processing. 
 
*Campaign analysis:  ___  Identify past Strengths/Weaknesses   ____ Past Campaign Results 

  ___ Leadership dollars as % of campaign total 
                              (Analyze % Payroll Deduction vs. one time pledges; % Leadership Participation, etc.) 
 

COMPANY DATA FOR ANALYSIS 
  
Total number of donors Average employee gift 
  
Non-leadership donor count Total non-leadership gift (less than $1,000) 
  
Non-leadership average gift Total leadership gifts (between $1,000 and $10,000) 
  
Leadership donor count Leadership average gift 
  
Tocqueville donor count Total Tocqueville donors’ dollars (gifts $10,000 and greater) 
  
Tocqueville average gift Corporate gift 
  
Special events proceeds Matching dollars 

 
*Develop strategies:  ____ Campaign timeline   ____Campaign needs    ____ Solicitation methods 
 

                                     ____ Campaign goal        ____ Campaign focus    ____ Follow-up solicitation 
 
Most companies can run within a 2 week timeline depending on the size of the company. If collecting 
results takes longer, the events can at least wrap up in 2 weeks. 
 

 

                                                       WAYS TO GROW YOUR CAMPAIGN: 

 
Increase the % of employees participating: Increase the amount of the average Gift: 

• Care Day in a UW Partner or Initiative • Leadership Meeting/Solicitation 
• Testimonial by an Employee • Incentives to those who increase their gift 
• Company incentive for Certain Level of 

Participation 
• Join Young Philanthropists, Women United  

• Start Internal Recognition Program 
• Convert cash to annual payroll deduction 

pledges 
       or J. Mason Davis Leadership Society  

 



Best Practices Check List 
 
*Identify ways to implement: 
____  LIVE UNITED & other themes   ____  Incentives 
____ Appropriate method for CEO support (letter/address employees at meeting)                                     
____  Dates for Company events 
 

*Promote campaign and events: ____ Posters ____ Emails  ___ Newsletters                                                                                                                                                                                             
___ Intranet ____ Social Media 

 

Events Include: Kick offs, Volunteer Days, Tours, Leadership Meetings, Employee meetings and   
Victories/Celebrations 
 

*Educational Opportunities: 
____ Tours (set up through LE)   ___Volunteer activities   ____ Intranet stories     
____ Electronic Newsletters (emails) ___ Kick off      _____ Social Media posts 

Incorporate in your company needs:  

___Guest Speakers   ___LE ___ Brochures ___ UWCA Video 
 

*Engagement Opportunities: 
____ Young Philanthropists Society  ____ Diamond Donors  
____ Lunch N Learn for UWCA focus area ____ J. Mason Davis Leadership Society  
____ Visiting Allocation Team recruitment  ____ Women United 
____ Food/book/clothing/school supply drive   

____ Volunteer / Serving Opportunity  

 
*Types of Meetings and Solicitation to include: 
 

LEADERSHIP MEETINGS (invite Company Leadership) 
____  Hosted by CEO or high level manager ____ Held over Breakfast/Lunch 
____  UW Major Gift staff present to thank donors & share matching opportunities 
____  Show UWCA Video ____ LE speak about United Way of Central Alabama 
____  Invite a Leadership Speaker (set up through LE) 
____  Ask leadership to lead the campaign by contributing today at a Leadership Level 
 

EMPLOYEE MEETINGS 
 ____ Hold employee meeting with entire group or by division/department 
 
 

 

 

 

 

 

 

Sample UWCA Meeting Agenda 

 

Welcome  Coordinator 
Endorsement  CEO or upper management  
United Way Education  Loaned Executive 

  *if an additional speaker, insert here 
United Way Ask  Loaned Executive  
LIVE UNITED/giving testimonies  Employees 
Thank you  Loaned Executive & Coordinator 
 

*video can be used after Welcome or during UW education or testimonies 
Coordinators can share pledging & incentive details in the meeting as well. 



 

Best Practices Check List 
 
 OTHER SOLICITATION IDEAS 

____ Retiree Letter Campaign ____ After Hours Social for retirees 
____ New Hire Packets are available year round for new employees 
____ Peer to Peer 

 

*Campaign Process: 
Designate a team member responsible to: 
____  collect pledge cards  ____  submit cash/checks to UW LE throughout timeline 
____  compile results ____  confirm the corporate pledge 
____  submit payroll copies to HR  ____  announce status of pledges throughout timeline 
____  enter data on spreadsheet (Many companies use a spreadsheet—please use the 
example below from the website if submitting results electronically) 

 

*Process for turning in results: 
Prior to LE Pick-Up or Electronic Submission: 
___ Gather all pledge cards 
___ Sort by pledge type (payroll, cash/check, credit card, stock, etc) 
___ Total $ and # of pledges for each type 
___ Finalize corporate dollars (including company matches) 
___ Provide the following information when applicable 
(See sample below or go to www.uwca.org/campaignmaterials for electronic template) 

 
First 

Name 
Last 

Name 
Street City ST Zip Email Pled

ge 
Type 

Donor 
Pledge 

Company 
Match 

DesgAmt1 Agency Name 1 Agency Cdde Recognition 
Name 

Young 
Philanthropists/Diamond 

Donor? 
Mary Smith 123 

Main 
St 

Leeds AL 35111 Mary1@gmail
.com 

Payroll $50 $50 $50 Children’s 
Hospital 

A0024124 Mr. and 
Mrs. John 
Smith 

Y-Diamond Donor 

 

Turning in Results (3 options): 

 

*Paper *Electronic *Epledge 
  ____  Fill out provided envelopes 
____  Have LE pickup signed/sealed  
          envelopes 

  ____  Fill out provided Spreadsheet 
  ____  Submit results to:         
              campaignresults@uwca.org 

    ____  Follow the instructions from         
              the demonstration 
 

  
 

  

*Thank everyone for participation: 
____ THANK YOU Victory Celebration ____  THANK YOU hand-written notes 
____ THANK YOU e-mail ____  THANK YOU letter from CEO 

  

* Debrief for next year: 
 ____ save file or binder to pass on to co-coordinator for next year 
 ____ meet with team & UW staff representative to debrief for next year 

















mailto:snesbitt@uwca.org




http://www.bbb.org/charity
http://www.bbb.org/charity
http://www.charitynavigator.org/
http://charitywatch.org/
http://www.guidestar.org/
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