Sample Workplace Campaign
See how a campaign comes together from start to finish

United Way workplace campaigns bring together employees in all departments of a company, and give them an
opportunity to donate and volunteer for causes that matter to them. Successful United Way campaigns have two things
in common: good planning, and wide participation. The heart of fundraising are donations and pledges, and the cherry on
top is the extra campaign fun and funds generated by hosting special events.
To help as you plan the workplace campaign for your office, we are sharing how we ran our internal staff campaign
below. For questions or additional assistance, please contact UWNSV Development Manager Hilary Legge at (540) 5361610 or hlegge@unitedwaynsv.org.

PART 1: PLANNING
1. SET DATES: Choose a campaign kick-off time when you know your fellow employees and leadership will be most
engaged. Keep holidays and your organization’s seasonal busy periods in mind. At United Way NSV, we typically
hold our internal workplace campaign in August, prior to our busiest time of year. Since we are such a small team, we
hold our campaign over the course of about a week. This year, we held ours from Aug. 24 – Sept. 1.
2. DETERMINE DISTRIBUTION & NOTIFICATION: Not being asked is one of the top reasons for not giving. Personal
contact and a positive attitude are critical to your campaign team’s success. The best way to spread the word
will depend on the size of your staff and whether or not you have multiple locations or employees working
remotely. A team meeting or kickoff event is the gold standard for reaching employees and encouraging
participation, but for many companies that may not be feasible. Reach out to coworkers through email, company
intranet, newsletters, bulletin boards, or payroll stuffers.
3. PLAN EVENTS: Our experience shows that when these activities are used, it enhances team building and creates a
sense of unity within the organization. We have also found that companies that plan fun activities along with their
fundraising campaign have experienced a much higher success rate and have increased their percent of participation
dramatically. For our 2020 workplace campaign, we planned a theme and group activity for each day that would
culminate in our staff auction. Having a mixture of special event fundraisers and fun, team activities allows for
employees to come together and have fun without it all being about asking for money. In the next section, we’ll show
you each activity we held over the course of our campaign.
4. NOTIFY STAFF: Once you have your events set, you have to let your team know the plan! If you are holding dress up
or dress down days, or are requesting employees to bring or supply anything for group activities, it’s important to
give them enough notice to participate. The week before our campaign, Hilary sent an email to our staff listing the
activities for the week and when we would fill out our pledge cards.
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PART 2: CAMPAIGN TIME!
MONDAY, AUG. 24: We started our week off with a fun appreciation
event – “Poppin’ Monday!” Hilary brought plain popcorn and an
assortment of popcorn seasonings to share with the team. She set up a
“popcorn station” in her office where the team could stop by, pour some
popcorn into a cup and season it with whichever flavors they wanted to
try.
TUESDAY, AUG. 25: On Tuesday, we held a team lunch where we all
filled out our pledge cards together. Hilary provided each team member
with what they gave last year and a suggested increase option. This
makes decision-making easy for employees and led to every member of
our team increasing their gift from last year! To add some fun to the day, we made it “Turn It Up Tuesday” and had staff
members submit songs for a playlist we jammed to during our lunch.
WEDNESDAY, AUG. 26: We dubbed Wednesday, “Work It Out
Wednesday” and employees wore their favorite and most comfortable
workout gear. In the afternoon, we went on a team walk down the
Walking Mall. It was a great way to get the team together and provide
a little extra exercise.
THURSDAY, AUG. 27: We had Crafternoon on Thursday. We set aside
an hour in the afternoon for a group painting session in our office.
Each employee painted one letter on their own canvas to spell out
UNITED. This activity was so much fun and gave us the chance to
create some fun art for our office walls.

FRIDAY, AUG. 28: We are still working remotely on Fridays, so at 4:30 pm we held a Zoom happy hour! Each employee
brought their favorite cocktail or mocktail and we had a scavenger hunt of sorts. One staff member served as game show
host. They had to name an item and the first person to bring back the item received a point. Example: Find a wooden
spoon - whoever shows their wooden spoon first receives a point.
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PART 2: CAMPAIGN TIME!
THURSDAY, AUG. 27 – TUESDAY, SEPT. 1: For the second
year, we held a staff yard sale auction over the course of
our campaign. Staff were asked to bring in new and like
new items from their home that they didn’t use or want to
serve as our auction items. Instead of bid sheets, each
item had a bucket for tickets. Staff could purchase tickets
in varying increments from Hilary and then placed their
tickets into the buckets of items they wanted to win. If
there was an item someone really wanted to win, they
could add as many tickets as they liked to that item’s
bucket to increase their chances.
On Tuesday, Sept. 1, we drew winners by picking a random
ticket from each bucket. From our staff of six, we raised
$100 in special event funds for our campaign and each
employee got some fun new things!

PART 3: WRAP UP
Once you have finished your events and collected all money and pledge cards, it’s time to turn in your results to United
Way and thank your employees! A few ways to recognize supporters and participants include:
•
•

•
•

Say “thank you” when you pick up pledge cards and send out thank you emails.
Send a CEO communication. Draft a thank you message for your CEO to send to all employees who participated
in your campaign. Whether it’s an email, intranet announcement or keepsake letter, the CEO’s support can be key
to success.
Hold a thank you event. It can be part of another company gathering or an event all its own. Either is a great
opportunity to publicly honor participants, highlight results and showcase year-round engagement opportunities.
Give certificates of appreciation. UWNSV Development Manager Hilary Legge can provide you with certificates
that employees can proudly display in their workspace.

Let the spirit live on! Opportunities to LIVE UNITED don’t end when your campaign does. Let your colleagues know about
ongoing, year-round opportunities to volunteer in the community and advocate for issues through United Way.
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