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DRAFT: Sample Voicemail Messages for Employees

Here are examples of voicemail messages you can use to remind employees of activities and deadlines, and to thank them. There are fill-in-the-blanks throughout the messages for you to add your own personal information.

1.) Reminder about the Macy’s Arts Sampler, presented by ArtsWave
VM Message: What if I told you that your family could sample a wide range of arts—from theater to African drumming to puppet performances—all free of charge? You can! Mark your calendar and plan to attend some of the dozens of FREE arts events offered during the Macy’s Arts Sampler on February 11th, February 25th and March 10th.  Visit www.TheArtsWave.org for a full schedule of events.  

2.) Reminder about company kick off 

(this should go out a day or two before the kick off):

VM Message: Looking for a pick-me-up in the middle of the day? Come to ________ (insert location for kick off) on _____ (insert day) and help us kick off the 2012 ArtsWave Community Campaign, formerly known as the Fine Arts Fund! We will get things started at _________ (insert time) with _________ (insert CEO) announcing our company goal. We will unveil our raffle prizes and fun giveaways, along with a guest from ___________ (insert name of arts speaker and/or entertainment). Keep your eyes open for our calendar of events and get ready for some fun! This will only last about 20 minutes and we guarantee you’ll enjoy yourself. Hope to see you there!
3.) Reminder about deadline for turning in pledge cards (or making your e-pledge) 

(this should go out a few days before the end of your campaign):
VM Message: As you know, we are wrapping up our 2012 ArtsWave Community Campaign on  (insert end date). If you have already made your donation, thank you for your support.  If you haven’t, please take a few minutes to make your pledge and return it to me (or go on our e-pledge site).  Our campaign is ending soon and I want to be able to put your name in the raffle for (mention a prize/incentive). Also, plan to join us for our finale celebration on (insert date and time). With your support, I know we will make our campaign goal. Thank You!

4.) Thank You and Results Announcement (recorded by CEO if possible):

VM Message: This is _______ (insert CEO name) and I wanted to send out a sincere THANK YOU to all of you who participated in the 2012 ArtsWave Community Campaign. As you know, the arts are vital to this region and make it a great place to live, work play, and stay. XYZ Company supports ArtsWave and I am pleased that you joined your colleagues to support this worthy organization. Thanks to you, we successfully reached our goal of $______ and so the company will be thanking all of you properly with a celebration on ___________ (insert party details & date/time; or describe reward for goal). (ECC name) and I thank you again for supporting this important cause.

5.) Voicemail message for ECC to record on own phone to use during the internal campaign:

This could include the basic “away from phone” info that you typically include in your message, with an extra line about being off raising $$ for ArtsWave. It’s a good way to use a little humor while reminding colleagues about your campaign efforts.

VM Message: This is ___________ (insert your name), __________ (leave your normal message). I’m sorry I missed your call.  I’m probably out creating community through the arts by raising money for ArtsWave.  Please remember to support the campaign this year by turning in your pledge card by ________ (date).  

