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Tips for Running a Special Event

1. Decide Your Strategy:  Often employees see their contribution towards the special event as their donation to United Way.  As a result, special events can be a great way to get new donors, but can also distract from payroll deduction (where employees tend to give more because their donation is broken down by pay period).
So, here are some ways to think about special events:

· Host special events as a thank you to donors.  Instead of having a silent auction, enter donors’ names for different prizes.  Turn a bake sale into a snack break to thank everyone who completed their pledge cards.  This way, you can keep the excitement of the event and encourage more participation in the campaign.
· Run special events after the formal campaign.  Once employees turn in their pledge forms, do a fun special event to wrap up your program.  This can engage the employees who didn’t participate and let everyone have some fun.  Special events can also be a great way to engage your employees year-round – some companies hold Casual for a Cause days.
· Use a great event idea as a kick-off.  Turn a special event into a morale booster!  If you have a themed cook-out or BBQ, bring the food to a rally instead.  This will attract more attention to your campaign and United Way’s message.
2. Consider the Details:  Think through how the event is going to work.  Make sure you plan enough time to organize and to get it on employee’s calendars.  Check with the appropriate staff members for approvals and find other co-workers to assist.
3. Inspire Excitement:  Everyone gets excited about taking a break from their desk.  Make fun, creative posters or flyers and start talking it up!  Once the event comes, everyone will want to participate.
To help you, there is a customizable special events poster on this website that you can print out and put in visible areas (restroom, refrigerator, pop or snack machines). 
4. Have Fun!  Enjoy the event – you made it happen! 
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