
8-Plus Weeks: Start with the Basics – Set a Date
» Determine whether you will host an in-house blood drive or if you will

use the bloodmobile. 

» Schedule blood drive dates and times that are convenient for your 
organization’s work schedules, meetings, activities and events.

» Recruit a team of volunteers or representatives from different depart-
ments to assist with planning, educating, publicizing, recruiting and
thanking donors.

6-8 Weeks: Move into Action – Begin Organizing
» Generate a CEO letter (see Resources)

» Along with your field representative, establish an action plan to include
timelines, educational activities, publicity and recruiting strategies.

4-6 Weeks: Rally the Team – Educate and Ask!
» Publicize your drive

• Display posters
• Send e-mail blasts
• Post announcements on intranet and your website
• Include a story or information in newsletter
• Make announcements at meetings
• Include information with paychecks

» Schedule educational presentations. For efficiency and convenience,
consider using standing organizational meetings for BBH presentations.

» Recruit donors
• Schedule appointments for your donors. Your BBH field represen-

tative will provide a recruitment sheet with the specific appointment
times available for your drive.

• Post signs to track your goal and the number of sign-ups to date,
or send out e-mail updates so everyone can be a part of reaching
your organization’s goal.
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Countdown to a Successful Drive
Knowing the key tasks to a successful blood drive will help you stay on
track and hit your goal.



• Use “Questions to Ask Before Making an Appointment” 
(see Resources)

• Distribute Parent / Legal Guardian Consent Form to 17-year-old donors.

3 Weeks: Continue to Spread the Word!
» Continue education, promotional and recruitment efforts. Plan additional

educational activities, as needed.

» Goal – Submit first round of donor appointments (1/3 of appointment
goal), along with the necessary parental consent forms.

2 Weeks
» Continue education, promotional and recruitment efforts. Plan additional

educational activities, as needed.

» Goal – Submit second round of donor appointments (2/3 of appointment
goal), along with the necessary parental consent forms.

1 Week
» Display blood drive banner

» Continue education, promotional and recruitment efforts.

» Goal – Submit final round of donor appointments (3/3 of 
appointment goal), along with the necessary parental consent forms.
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Helpful Hint
In-house drives are suitable for companies or organizations that have a large, cool, well-lit
room, and tables and chairs available for blood drive use.

The bloodmobile is suitable for smaller organizations, or those without sufficient space
to host an in-house drive. These companies should have a level parking area large enough
to host a 40-foot vehicle (approximately 12 parking stalls).
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1-2 Days: Focus on Pre-Donation Details
» Remind donors of their appointment times and proper preparation

• Time 
• Date
• Location
• Bring valid photo ID with date of birth
• Eat (a hearty meal)
• Drink (at least 8-10 glasses of water throughout the 24 hours 

prior to donation)
• Rest (get a good night’s sleep)

» Confirm blood drive logistics with your BBH field representative

Day of Drive: Enjoy the Success of Your Efforts
• Be at the donation site one hour before the blood drive starts and

check in with the nursing team leader to ensure proper logistical
set-up, and to address additional or unexpected issues.

• Greet donors (volunteers are great helpers!) and direct them to
the registration tables.

• Keep track of appointments and contact individuals who are not
present at the time of their appointment.

• Provide assistance to nursing staff and donors, as needed.
• Thank all participants for giving the gift of life!

1-3 Days After the Drive: Thank!...and Wrap it Up
• Use e-mail and other available means to thank blood drive par-

ticipants, whether they were able to donate or not, and individuals
who assisted with making your blood drive a reality.

• Follow up with individuals who did not show up for their appointments
and encourage them to participate at your next drive.

• Announce drive results.
• Thank participants again for taking the time to help Hawaii’s patients!


