ECM meeting checklist

ECM/Campaign Team
· Who is the ECM? What is his/her contact info? What is his/her preferred method of communication/time of day?
· Who is the CEO? What is his/her contact info?
· Do you have managerial buy-in for the campaign? 
· Do you have a campaign team/committee?
· If so, who is on the team/committee? Who are the points of contact?
· How is the campaign team/committee structured (if applicable)?

Feedback 
· What are your feelings about last year’s campaign (if applicable)?
· What would you do differently?
· Where can United Way improve? 

Timetable/Campaign Events
· Campaign dates?
· Campaign events? When are those events?
· What company representatives will be present for events? CEO? Management? 
· Leadership kick-off?
· Special Events?
· Volunteer activities?
· What is needed from United Way for campaign events?
· Review prior campaign numbers and discuss goals with ECM 
· Specific Questions about a rally:
· Meeting Date/Time
· Company and company contact (name, email, phone number)
· Location of meeting
· Approx # in audience
· Time allowed 
· Setting (office, warehouse, factory)
· Special Instructions (parking, security, etc.)
· Do you want a speaker from a strategic partner? (if so, submit speaker request form and email Marie)
· Do you have time for an interactive campaign activity? Can we show a video
· Is there A/V equipment for a powerpoint/video/etc?
· Is this a meeting just for UW or are we part of another agenda? Front or end of agenda? 
· Are people required to be there? If not, how are you getting people to come? Food is a recommendation!)

Company Details 
· What is your company’s CSR or philanthropic interest (if any)?
· Current number of employees?
· Would you solicit retirees?
· Can you share retiree data?
· Would you solicit your vendors?
· Would you solicit new hires? When?
· What is your email policy (are we allowed to email employees)?
· Have there been any changes to the billing/mailing address of the company?
· Who is the HR/Payroll contact? 
· Give ECM a corporate pledge card and verify the type of corporate gift/match
· Is your company open to consider sponsorship opportunities? 

Other
· Review ePledge process, schedule and train (if applicable) 
· Review financial/campaign closing procedures (envelope, employee data file/listing sheet, etc.)
· Let ECM know that we will do lapsed donor outreach
· Ask ECM if they have a plan for lapsed donor follow up 

GCLs – checking for new Evergreen campaigns
· Account managers go through UWWs GCL profiles in summer
· Ask local contacts when campaign planning key questions (is processing, Pledge collection, and/or giving portal changing?)
· Make assumptions based on red flags we’ve noticed (no longer being allowed in, no longer getting contact information)
· Tell Julia, put Evergreen code on account
· Don’t put on projection/goal // or take projection off - then go speak with SLK, Brian, Julia and Nadine about next steps / implications for campaign


