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Sample Meeting Agenda

CEO welcomes employees and endorses campaign. 



2 minutes

Labor Representative endorses campaign (union companies).

United Way speaker makes presentation. 




5 minutes

Employee or other United Way beneficiary provides testimonial.


2 minutes

Show United Way DVD. 







6 minutes

Employee Campaign Manager distributes and carefully reviews

pledge forms and “asks” for the pledge.





3 minutes

Employee Campaign Manager collects pledge forms and thanks


2 minutes
employees.









     Total Time:  20 minutes

Tips for a Successful Meeting

1.
Make the meeting mandatory.  It ensures that ALL employees have the opportunity to hear the United Way message and make their pledge.

2.
Choose an appropriate meeting time.  Publicize group meetings well in advance, and send 
reminders to employees.  Remember to use your organization’s established communication channels, including e-mail and voice mail.

3.
Serve refreshments.  Refreshments lend a personal touch and establish positive social interaction.  Refreshments say “Thanks for Coming!”

4.
Involve labor leaders.  Labor has a long history of community service and partnership with United Way.  Union leadership should be included on the meeting agenda where appropriate.

5.
Arrange for a Speaker.  Agency representatives, United Way staff and volunteers, agency volunteers and clients who have received services from a United Way Agency are all available to speak to your organization, and are eager to share their stories.  A five-minute presentation by one of these speakers will personalize your employee meeting.

6.
Collect the pledge forms at the meeting.  If you let them get away, your job is harder.  Collecting the forms at the meeting prevents extensive follow-up and a campaign that extends longer than two weeks.  Some people may need a little more time to think about their gift, and others may not be present.  

7.
Hold a Raffle!  Use incentives to encourage employees to get involved.  Distribute tickets to employees as they turn in their pledge forms.  (See the “Using Incentives” page for more ideas.)
8.
Use the United Way “Key Talking Points” found with this manual to provide information.
9.
Leadership Giving:  Emphasize leadership giving (gifts of $500 or more).  Hold a separate group meeting with the CEO or manager for all management and professional employees to be asked to set the pace prior to the employee campaign.  If this is your first campaign, ask your United Way staff person for some extra assistance. 
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