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Nonprofit Giving Platform

Communication
Guilde

An interactive workbook to help you create,
plan, and implement your own Day of Giving
campaign for a successful 24 hours of
philanthropy!
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Twelve Weeks Before
Major Objective: Get Started and Get Excited

Checklist:

Task Owner Notes Status

Research direct mailer companies. Try to request samples.

Compile a list of local businesses you'd like to
approach about sponsorships, matches, an
in-person event, or other promotional
opportunities.

c
g Plan a Giving Day kick-off meeting with your

staff. Determine roles and responsibilities,

brainstorm fundraising goals, unique ideas to

reach those goals, and how to include the

Giving Day within your annual fundraising.

Sign up and customize your Giving Day

profile page.

Craft your Giving Day profile story. What's your goal? Why are you
fundraising? How will your goal help
you reach your organization's mission?

Q e o
-'6 Announce your participation in a Giving Day!
£
o
a. Draft your press release.
% Explain your reasoning for participation and Ask for their help in a variety of roles
@ planto board members. (donations, fundraising, promotions,
8’ sponsorships).
L
Notes:
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Eleven Weeks Before
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Major Objective: Engage, Engage, Engage

Checklist:

Task Notes Status
c
B Host a kick-off meeting.
o
Place the Giving Day logo on your website
and link it to your Giving Day profile.
9  Getashortened link to use in printed Use https://bitly.com/
o .
materials.
€
o
1S
25 Begin a blog or newsletter series around Include ways people can help spread
your Giving Day profile. the word and a link to your profile
page.
Send a handwritten note to major donors to Give them specifics and highlight the
let them know you're participating in a importance of the day.
Giving Day.
% Come up with a list of talking Determine a list of incentives the
@© points/sponsorship levels - how their businesses will get if they partner
g’ sponsorship will specifically help your with you.
L organization.
Design/write appeal letter, including different You can then use the direct mailing
ways your supporters can get involved. Use company to get the word out.
direct mailing company to get the word out.
Notes:
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Ten Weeks Before

Major Objective: Gear Up

Checklist:

Task

Owner
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Notes Status

Send letter off to direct mailer company.

c
©
o Download all of the promotional graphics
from the Giving Day website.
Design flyers to put up in your community. Include a shortened link for your
9 Giving Day profile.
o
S
° Begin creating graphics that help illustrate Make sure you incorporate the
& your story. Giving Day logo and your
organization's logo into your graphics.
Check in with your team to see how things Ask them to update their email
are going. signature with the Giving Day logo
and a link to your Giving Day profile.
o Email volunteers announcing your
% participation in a Giving Day and let them
g’ know how they can get involved.
L
Determine a list of supporters you want to
ask to be peer-to-peer (P2P) fundraisers.
Set up meetings over the phone with Meet with sponsors in person if
businesses over the next 4 weeks. you're able to. Otherwise, conduct
most business over the phone.
Notes:
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Nine Weeks Before

Major Objective: Put Your Work to Use
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Checklist:
Task Owner Notes Status
g Begin planning a P2P fundraising kick-off
o Pparty.

Promote

Write another blog or newsletter story
around your Giving Day profile.

Get flyers professionally printed.

Include ways people can help spread
the word and a link to your profile.

Engage

Invite volunteers to a mailer pizza party to
help stuff envelopes.

When you have a business that wants to
partner with you, announce it on social media.

Send an email to board members seeking
their support for donations or as
peer-to-peer fundraisers.

Notes:

Explain why you need their help on
the big day.
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Eight Weeks Before
Major Objective: Meet, Plan, and Discuss

Checklist:

Task Owner Notes Status
Send out your P2P Fundraising Kick-Off Party Include an RSVP, so you know
c invites. In your invites, include what a P2P who's on board.
g fundraiser is, why you are choosing them as
your P2P fundraisers, the date, time, and
location of the party, and how important they
are to you as a supporter.
Ask your board to update their social media Cover photo and profile picture are
profiles with the Giving Day promotional public and visible! Get them in
materials. Downloadable Goodies.
[0}
b
g Update your social media profiles with
o Giving Day branding.
o
Incorporate your Giving Day campaign story
into your press release. Make sure you link
to your Giving Day profile.
8., Get mailers back from the company, order a
g pizza, and have a mailing party!
c
1T}
Notes:
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Seven Weeks Before
Major Objective: Get the Word Out

Checklist:

Task Owner Notes Status
c
e
o
Ask volunteers to help put up flyers Cover photo and profile picture are
promoting your participation in a Giving Day public and visible! Get them in
around the community. Downloadable Goodies.
[0}
e
o
€ Mail the appeal for the direct mailer.
2
o
Write another blog or newsletter story around Include ways people can help spread
your Giving Day profile. Include ways the word and a link to your profile.
people can help spread the word and a link
to your profile.
g, Follow up with the local businesses that you When you have a business that wants
g had meetings with on the phone. See if you to partner with you, announce it on
u‘i can answer any of their questions, or come social media, within emails, and in
back in to chat more. Get their thoughts. your newsletters.
What makes sense for them
sponsorship-wise?
Notes:
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Six Weeks Before
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Major Objective: Prep to Start Soft Marketing

Checklist:

Task Owner Notes Status
c Check in with your team to see how things
w .
— are going.
o going
Send a "Save the Date" to past donors to let Give them specifics with the date,
them know you're participating in a time, and details about the Giving
Giving Day. Day. Tell them why it's important to
give on that specific date.
()
)
£ Add a page to your website that talks about Always include a link to your
O  your Giving Day profile. Include information donation page.
O about what you're raising money for, how
people can sign up to be a peer-to-peer
fundraiser, and other volunteer opportunities
(social media help, email marketing, day-of
events).
o Askyour staff, volunteers, and P2P Cover photo and profile picture are
% fundraisers to update their social media public and visible! Get them in
g’ profiles with Giving Day promotional Downloadable Goodies.
W materials.
Notes:
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Five Weeks Before
Major Objective: Soft Market Launch

Checklist:
Task Owner Notes Status
c Check in with your team to see how things
n_“_’ are going.

Ask volunteers to help put up flyers
promoting your participation in a Giving Day
around the community.

Promote

Ask donors, volunteers, benefactors, and Make sure when you make the ask,
others to send in photos of their experiences the contributor is ok with you sharing
with your organization. Use these photos their story and photo with others.

for social media posts and email content.

Most people will also include stories with

the photo!

Engage

Send kick-off party reminders.

Notes:

Nonprofit Giving Platform
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Four Weeks Before
Major Objective: Continue Soft Marketing

Checklist:

Task Owner Notes Status
c
iy
o
Send out your press release.
e
[©)
g Begin sharing stories about your organization Let them explain why what you do is
E from the perspective of donors, volunteers, so important.
staff, and benefactors.
Host your P2P Fundraiser kick-off. Provide Help them create their personal
your fundraisers with sample emails, social fundraising pages.
media posts, and a communication timeline.
Finalize partnerships with local businesses.
o Update your Giving Day content on your Include how they're sponsoring your
% website with your business partners’ logos. organization, how it will impact your
(o)) organization, and how your
UCJ supporters can contribute.
Notes:
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Three Weeks Before
Major Objective: Prepare for Final Marketing

Checklist:

Task Owner Notes Status
c Check in with your team to see how things
@© .
— are going.
o going
Begin drafting a press release to send out the
day after your Giving Day is done.
()
-5 Ask your volunteers to update their social Cover photo and profile picture are
£ media profiles with the Giving Day public and visible! Get them in
©  promotional materials. Downloadable Goodies.
o
Write another blog or newsletter story Include ways people can help spread
around your Giving Day participation. the word and a link to your profile.
8, Update your Giving Day profile with
g your business partners’ logos.
c
1T}
Notes:
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Two Weeks Before
Major Objective: Heavy Marketing Begins

Checklist:

Task Owner Notes Status
c Order thank you cards for your largest A handwritten note goes a long way!
8 donors.
o
Send out a "2 Weeks Away" email to your « Include ways people can help
donors, board, and P2P fundraisers. spread the word and a link to your
Encourage them to schedule a time to give, profile.
3 share, or volunteer. « For P2P: Make sure they include a
g link to their personal P2P fundraising
o page.
o
Update your social media profiles with
updated Giving Day branding that
incorporates "2 Weeks Away" messaging.
g, Announce partnerships with local businesses Post on social media, tagging the
g to all of your supporters (donors, board, staff, business in the post.
uﬁ P2P fundraisers).
Notes:
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One Week Before
Major Objective: Heavy Marketing Continues

Checklist:
Task Owner Notes Status
c Begin drafting a newsletter or blog post to
g send out the day after your Giving Day
is done.
Add "1 Week Away" messaging on your
9 website.
o
€
ELQ Update your social media profiles with
Giving Day branding that incorporates
"1 Week Away!" messaging.
(0}
(o))
©
[®)]
c
1T}
Notes:
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Days Before

Major Objective: Gear Up for the Big Day

Checklist:

Task
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Notes Status

Host a Giving Day Prep Party. Remind your
staff of what their role is. Go over the
schedule of the day. And remember to have

Remind them why it's important they
support this day.

% fun!
o
Make a test donation to ensure all messaging
is accurate, and so you'll be able to answer
donor questions about the process.
- Send out a "Tomorrow's the Big Day" email. Remind them why it's important they
« Remind donors how they can give. support their organization on this
« Remind your board of what their role is. date, and how it will benefit your
« Remind your volunteers what their role is. organization. Include a link to your
« Remind your P2P fundraisers of what their Giving Day profile or more
role is. information about an in-person event
you might be hosting.
(0}
© Update your social media profiles with Add a large button or banner on the
€ updated Giving Day branding that front page of your website that links
nx_c-’ incorporates "Tomorrow" messaging. to your Giving Day profile for
donors to find easily and donate.
Have a special blog or newsletter edition Include ways people can help spread
story around your Giving Day profile for the word and a link to your profile.
the day of.
Call and send personal emails to key
supporters to remind them that tomorrow is
when you need their support and donations.
()
(@)}
©
o)
c
L
Notes:

Nonprofit Giving Platform




Communication Plan | Page 15

The Big Day!!
Major Objective: Hit Your Goals

Beginning of Day Checklist:

Task Owner Notes Status

Enter your direct mail appeal donations on
your Giving Day profile to show the
total you've raised.

Plan

Have a special blog or newsletter edition
story around your Giving Day profile.

Include ways people can help spread the
word and a link to your profile.

Promote

Invite volunteers to a mailer pizza party to
help stuff envelopes.

Update your social media profiles with
updated Giving Day branding that
incorporates "Today" messaging. Add
"Today!" messaging on your website.

Engage

Send out a celebratory email announcing the Re-send the communication schedule
giving has begun to P2P fundraisers, donors, to P2P fundraisers.
board members, volunteers, and staff!

Notes:

Nonprofit Giving Platform
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The Big Day!!
Major Objective: Hit Your Goals

Midday Checklist:

Task Owner Notes Status
< Tell your staff to take a stretch/coffee/lunch Make sure you recharge over the
g break! course of the day, so you don't burn

out.

3 Hours In: Thank everyone for their

support so far.

6 Hours In: Post a story about your
) organization with an engaging photo Halfway
"5 Point Post an update about the progress
€ you've made.

o
L S
B 6 Hours To Go: Post a story about your

organization with an engaging photo.

3 Hours To Go: Post another update about

the progress you've made.

Call major donors and thank them for their

support. Ask if they can give today (if they
o haven'talready given during the Giving Day).

c
g’ Check in with P2P fundraisers and board. Include totals so far, and how much.
w this will help your organization.
Encourage them to share on social
media, send out an email, or make
personal phone calls.
Notes:
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The Big Day!!
Major Objective: Hit Your Goals

End of Day Checklist:

Task Owner Notes Status

Order dinner in and allow staff to go home.

Plan

1 Hour To Go: Post a "Final Hour" message.

Post a “Thank You” message with final totals
on social media, in your press release and
on your website.

Promote

Make thank you calls to all donors during the
day. This extra touch on the day could spur
an additional donation or share.

Send out a "Final Hour" email to donors,
board, P2P fundraisers, and volunteers.

Engage

Thank all donors, board members, staff,
volunteers, P2P fundraisers, and businesses.

Notes:

Nonprofit Giving Platform
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One Day to One Week After
Major Objective: Thank Everyone

End of Day Checklist:

Task Owner Notes Status

Ask volunteers for help in writing “Thank You”
notes for your donors, board, and P2P

C .
© fundraisers.
o
Get some rest!
Publish your celebratory newsletter/blog post
© and press release, talking about your success
5 and how much your supporters mean to you.
£
o Update your social media profiles and
O website with updated Giving Day branding
that incorporates "Thank You" messaging.
% Reach out to businesses and other nonprofits Continue to engage and thank your
g you partnered with. supporters after the Giving Day is
c over by visiting the 'Engagement' tab
Lu of your GiveGab dashboard and
clicking on 'Supporters..
Notes:

Nonprofit Giving Platform




	Text3: 
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text32: 
	Text33: 
	Text34: 
	Text35: 
	Text36: 
	Text37: 
	Text38: 
	Text39: 
	Text40: 
	Text41: 
	Text42: 
	Text43: 
	Text44: 
	Text383: 
	Text384: 
	Text385: 
	Text386: 
	Text45: 
	Text46: 
	Text47: 
	Text48: 
	Text49: 
	Text50: 
	Text51: 
	Text52: 
	Text53: 
	Text54: 
	Text55: 
	Text56: 
	Text57: 
	Text58: 
	Text59: 
	Text60: 
	Text61: 
	Text62: 
	Text63: 
	Text64: 
	Text65: 
	Text66: 
	Text67: 
	Text68: 
	Text69: 
	Text70: 
	Text71: 
	Text72: 
	Text73: 
	Text74: 
	Text75: 
	Text76: 
	Text77: 
	Text78: 
	Text79: 
	Text80: 
	Text81: 
	Text82: 
	Text83: 
	Text84: 
	Text85: 
	Text86: 
	Text87: 
	Text88: 
	Text89: 
	Text90: 
	Text91: 
	Text92: 
	Text93: 
	Text94: 
	Text95: 
	Text96: 
	Text97: 
	Text98: 
	Text99: 
	Text100: 
	Text101: 
	Text102: 
	Text103: 
	Text104: 
	Text105: 
	Text106: 
	Text107: 
	Text108: 
	Text109: 
	Text110: 
	Text111: 
	Text112: 
	Text113: 
	Text114: 
	Text115: 
	Text116: 
	Text117: 
	Text118: 
	Text119: 
	Text120: 
	Text121: 
	Text122: 
	Text123: 
	Text124: 
	Text125: 
	Text126: 
	Text127: 
	Text128: 
	Text129: 
	Text130: 
	Text131: 
	Text132: 
	Text133: 
	Check Box134: Off
	Text135: 
	Text136: 
	Text137: 
	Text138: 
	Text139: 
	Text140: 
	Text141: 
	Text142: 
	Text143: 
	Text144: 
	Text145: 
	Text146: 
	Text147: 
	Text148: 
	Text149: 
	Text150: 
	Text151: 
	Text152: 
	Text153: 
	Text154: 
	Text155: 
	Text156: 
	Text157: 
	Text158: 
	Text159: 
	Text160: 
	Text161: 
	Text162: 
	Text163: 
	Text164: 
	Text165: 
	Text166: 
	Text167: 
	Text168: 
	Text169: 
	Text170: 
	Text171: 
	Text172: 
	Text173: 
	Text174: 
	Text175: 
	Text176: 
	Text177: 
	Text178: 
	Text179: 
	Text180: 
	Text181: 
	Text182: 
	Text183: 
	Text184: 
	Text185: 
	Text186: 
	Text187: 
	Text188: 
	Text189: 
	Text190: 
	Text191: 
	Text192: 
	Text193: 
	Text194: 
	Text195: 
	Text196: 
	Text197: 
	Text198: 
	Text199: 
	Text200: 
	Text201: 
	Text202: 
	Text203: 
	Text204: 
	Text205: 
	Text206: 
	Text207: 
	Text208: 
	Text209: 
	Text210: 
	Text211: 
	Text212: 
	Text213: 
	Text214: 
	Text215: 
	Text216: 
	Text217: 
	Text218: 
	Text219: 
	Text220: 
	Text221: 
	Text222: 
	Text223: 
	Text224: 
	Text225: 
	Text226: 
	Text227: 
	Text228: 
	Text229: 
	Text230: 
	Text231: 
	Text232: 
	Text233: 
	Text234: 
	Text235: 
	Text236: 
	Text237: 
	Text238: 
	Text239: 
	Text240: 
	Text241: 
	Text242: 
	Text243: 
	Text244: 
	Text245: 
	Text246: 
	Text247: 
	Text248: 
	Text249: 
	Text250: 
	Text251: 
	Text252: 
	Text253: 
	Text254: 
	Text255: 
	Text256: 
	Text257: 
	Text258: 
	Text259: 
	Text260: 
	Text261: 
	Text262: 
	Text263: 
	Text264: 
	Text265: 
	Text266: 
	Text267: 
	Text268: 
	Text269: 
	Text270: 
	Text271: 
	Text272: 
	Text273: 
	Text274: 
	Text275: 
	Text276: 
	Text277: 
	Text278: 
	Text279: 
	Text280: 
	Text281: 
	Text282: 
	Text283: 
	Text284: 
	Text285: 
	Text286: 
	Text287: 
	Text288: 
	Text289: 
	Text290: 
	Text291: 
	Text292: 
	Text293: 
	Text294: 
	Text295: 
	Text296: 
	Text297: 
	Text298: 
	Text299: 
	Text300: 
	Text301: 
	Text302: 
	Text303: 
	Text304: 
	Text305: 
	Text306: 
	Text307: 
	Text308: 
	Text309: 
	Text310: 
	Text311: 
	Text312: 
	Text313: 
	Text314: 
	Text315: 
	Text316: 
	Text317: 
	Text318: 
	Text319: 
	Text320: 
	Text321: 
	Text322: 
	Text323: 
	Text324: 
	Text325: 
	Text326: 
	Text327: 
	Text328: 
	Text329: 
	Text330: 
	Text899: 
	Text331: 
	Text332: 
	Text333: 
	Text334: 
	Text335: 
	Text336: 
	Text337: 
	Text338: 
	Text339: 
	Text340: 
	Text341: 
	Text342: 
	Text343: 
	Text344: 
	Text345: 
	Text346: 
	Text347: 
	Text348: 
	Text349: 
	Text350: 
	Text351: 
	Text352: 
	Text353: 
	Text354: 
	Text355: 
	Text356: 
	Text357: 
	Text358: 
	Text359: 
	Text360: 
	Text361: 
	Text362: 
	Text363: 
	Text364: 
	Text365: 
	Text366: 
	Text367: 
	Text368: 
	Text369: 
	Text370: 
	Text371: 
	Text372: 
	Text374: 
	Text375: 
	Text376: 
	Text377: 
	Text378: 
	Text379: 
	Text380: 
	Text381: 
	Text382: 


