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Marketing/Communications Plan
The following is a suggested schedule that you can follow to advertise your campaign in the workplace.
	Time to Campaign
	Activity

	1.5 to 2 months before
	Send e-mail to managers and above to raise awareness and solicit support


	1 month before
	Advertise campaign for volunteer recruitment


	1 month before
	Publish campaign “teaser” (e.g. countdown timer) in company newsletter and/or on internal website


	2 weeks before
	Publish official announcement of campaign in company newsletter and/or on internal website (general information only)


	2 weeks before
	Distribute posters and other printed materials announcing campaign (general information only)


	1 week before
	Publish schedule for campaign online and in print


	Weekend before
	E-mail reminder of campaign taking place next week


	Day 1
	E-mail schedule of campaign


	Day 1
	Unveil thermometer (in print and/or online) of campaign goal and funds raised to date


	Each evening of campaign
	Update thermometer


	End of each week of campaign
	Send e-mail detailing money raised to date, events running next week


	End of campaign
	E-mail company-wide announcement with final funds raised, thank key supporters and volunteers


	End of campaign
	Issue press release


	End of campaign
	E-mail and/or write cards for managers and above to thank for participation in campaign and support


	End of campaign
	Write thank-you card to Executive Champion


	End of campaign
	E-mail thank you to all volunteers
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