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ABOUT JUNIOR ACHIEVEMENT
THE NEED

In the US, nearly two-thirds
of companies report having
positions for which they
cannot find qualified
applicants.

By 2020, around the world,
83% of surveyed HR
The boom in robotics and
there is likely to be a
execs indicated personal automation is increasing the
shortage of approximately financial challenges had demand for professionals with
40M high-skilled workers
a large impact or some
STEM skills and eliminating
and 45M medium-skilled
impact on overall
many jobs currently held by
workers.
employee performance.
low-skilled employees.

THE SOLUTION
Junior Achievement of Dallas provides hands-on,
relevant, experience-based programs delivered by
volunteers from local businesses, connecting the
real world with education to fill an important
achievement gap. In the 2019-2020 school year, JA
of Dallas reached over 40,000 greater Dallas area
students.

THE IMPACT
Your support:

provides students with the tools
to own their economic success

helps students see the
relevance of school for real life

prepares students to excel in
the 21st century workforce
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C O O R D I N ATO R

What is the role of the coordinator?

•

Keys to success – stay organized, stay in touch with your participants and JA Special Events liaison, and have fun!

•

Serve as the main contact person with the JA Special Events team

•

Assign or recruit “team captains” who can energize and motivate teams to raise money

•

JA will provide a two year history of participation and fundraising, if applicable

•

Go over the “Coordinator Checklist” with your JA Special Events Manager at your initial Trivia Bowl meeting

•

Send out motivational e-mails to promote event. Use the fundraising thermometer on the poster to keep them motivated!

•

Ensure all participants are registered online including their name, email address, and t-shirt size

•

Keep participants informed on when and how to trivia bowl, what they will need, when to turn in cash/check donations,
etc. Reference Coordinator Timeline on the next page.

•

Communicate with participants the importance of fundraising early

•

Track, record, and collect cash and check donations from team captains, update the website, and deposit cash and
checks into the JA Capital One Bank account

•

Send a copy of the deposit ticket to your JA Special Events liaison

•

Complete paperwork for matching gifts program (if applicable) and send to JA

T E A M C A P TA I N

What is the role of a team captain (if applicable)?

•

Set your team goal; encourage your participants to raise $150 per person or $750 per team

•

Start your own fundraising by making a personal donation

•

Recruit co-workers, friends, or family to form a team of six participants

•

Provide each of your participants with a copy of the Trivia Bowl handbook and encourage them to set a goal of $150 and
start their fundraising!

•

Register yourself and your team online, or turn in registration form with names, emails, and t-shirt sizes to your
coordinator

•

Stay on task with timeline provided by your coordinator

PA R T I C I PA N T S

What is the role of a participant?

•

Join a team by registering online, having your Team Captain register you, or contacting your Coordinator

•

Start your own fundraising by making a personal donation

•

Fundraise through friends and family and don’t forget to request matching gifts (if applicable)

•

Dress in your favorite costume, log online, grab a beverage, and have a great time!

3

JA T R I V I A B O W L
C O O R D I N ATO R T I M E L I N E
8 WEEKS PRIOR TO THE TRIVIA BOWL:
• Pick Trivia Bowl date, time, and preferred online host services (ex. Zoom, Microsoft Teams, etc.).
• Complete “Coordinator Checklist” with your JA Special Events liaison
• Communicate Trivia Bowl date, time, and registration link with participants
• Recruit and motivate team captains, have them register online or collect registration forms
6 WEEKS PRIOR TO THE TRIVIA BOWL:
• Provide participants with registration form and the participant handbook PDF file
• Provide timeline and fundraising tips to all participants
• Send communications to encourage participation and remind participants of matching gifts (if applicable)
2 WEEKS PRIOR TO THE TRIVIA BOWL:
• Confirm total number of participants with your JA Special Events liaison
2 DAYS PRIOR TO THE TRIVIA BOWL:
• Remind team captains of the time and online host service of event and complete fundraising efforts
• Confirm event agenda with JA staff liaison
• Provide JA Special Events liaison with special announcements
DAY OF TRIVIA BOWL:
• Encourage everyone to log-in 15 minutes prior to designated start time
• Have fun… and let the JA staff do all the work!
1 WEEK AFTER THE TRIVIA BOWL:
• Send a communication to team captains, and participants thanking them for participating
• Finish collecting donations and matching gift forms (if applicable)
3 WEEKS AFTER THE TRIVIA BOWL:
• Final time frame to collect and deposit all Trivia Bowl donations
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C O O R D I N ATO R C H E C K L I S T
1. When do you wish to schedule (day/date) your Trivia Bowl?

________________________

2. Which online service (ex. Zoom, Microsoft Teams, etc.) do you want to host your event on?
________________________
3. What time do you want the Trivia Bowl to start?

________________________

We suggest participants to log-in 30 minutes prior to the event start time
4. Will a JA Board member and/or a high level executive be attending and will he/she wish to speak?
If so, who will plan to be there?

Yes or No

______________________

5. Do you want fundraising participants to receive event t-shirts?
6. What is your fundraising goal?
7. Does your company offer matching gifts?

Yes or No
________________________
Yes or No

8. Please list any other important details:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
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JA T R I V I A B O W L FA Q ’ S
What is the JA Trivia Bowl? The JA Trivia Bowl is Junior Achievement of Dallas’ virtual fundraiser. Companies from all over
the Dallas area participate by raising funds virtually for our mission. Participants raise $150 by asking their friends, coworkers, and family for donations. On a date selected by the company coordinator, everyone gathers via an online host
service to play some trivia and celebrate their fundraising accomplishments. The Junior Achievement staff keeps the
atmosphere fun and energetic, and takes care of all the logistics.
Where do my donations go? Your donations allow Junior Achievement to provide educational programs at no direct cost
to the schools and students we serve. These programs teach students the importance of financial literacy, work readiness,
and entrepreneurship. Our goal this year is to reach 40,000 students.
I’m pretty busy. What if I don’t have time to fundraise? Fundraising is easy with JA! Every participant has a personalized
trivia bowl website created for them when they register. Our fast and user-friendly online system allows you to collect
donations while eliminating paperwork. Use customized email templates to send out messages inviting your contacts to
donate on your behalf with a credit card on our secure website. You can track your progress and send follow-up messages
using your trivia bowl website. You can also post your personal URL on Facebook, LinkedIn, Twitter, or other social media
sites.
How do I know how and where to log-in? Your company coordinator will share all important details with you before the
event.
How much money do I need to raise? We ask each participant to raise a minimum of $150, which allows JA to impact 4
students in the greater Dallas area.
Is my contribution tax deductible? Your donations for the Trivia Bowl are tax deductible. Junior Achievement is an
organization exempt from federal income tax under Section 501(c)(3) of the Internal Revenue Code.
How do I register to trivia bowl? Let your coordinator know you want to bowl and they will provide a registration link.
Once you are registered, you will receive an email with event information and a link to your personalized fundraising page.
Do I need all of my participants' names? No, you can register yourself and as many team members as you have at the time
of registration. You can add additional team members after initial registration, and team members can also register and
join your team on their own. All participants need to be registered before the event.
How do I enter cash/check donations? You can enter your offline donations into the fundraising system from the “My
Donations” page. Once the money has been turned into your coordinator, the coordinator will verify the amount in the
system and a donation receipt will be sent to the donor.
What if I receive donations after the Trivia Bowl? We gladly accept money raised after the event. Please forward any
donations to your company coordinator or the JA office. Indicate on the check that it is for the Trivia Bowl and include your
name so we can credit you and your company.
Is my information secure? Yes. Our online system uses industry standard SSL encryption techniques to make sure your
credit card information, passwords, and personal information travel safely over the Internet. Your contact information is
only used by Junior Achievement for Trivia Bowl records.
What if I forget my password or username? From the login page you may click the “Forgot your Password” link.

Still have questions? Contact Junior Achievement Special Events team at ckauffman@jadallas.org
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JA T R I V I A B O W L
WEBSITE GUIDE
COORDINATOR ACTIONS
•
•
•
•

Login to www.qgiv.com with your email and password; your JA Special Events liaison will set up access

•

Verify offline donations via Constituents --> Donors; all cash/checks entered will have a status of
“Unverified” until you click the “Verify” link. Only verify cash/checks you have in hand from participants

•

Edit Donations by clicking Constituents --> Donors; search for and find the donation by Donor Name, click
Edit, and make the necessary changes to the Donor information or “Donate to” selection

Click on Go To A Form on the left menu and select your Trivia Bowl link

View fundraising and team progress on the event dashboard
View or edit participants and teams via the Constituents menu - from here you can modify email, t-shirt
size, team name, team captain, etc.

•

•
•

Example of donation edit: If a participant received a donation but it’s not showing on their page, the
donor may have donated to the Event or Team, and not the Participant. Find and select the donation,
click Edit, and change the “Donate to” selection to reflect the proper participant’s name

• For donation refunds, please contact your JA Special Events liaison
Pull Participant and Donation reports via the Reports menu item under the Charts icon on the left menu
Contact your JA Special Events liaison if you need any assistance with online Coordinator tasks

ONLINE FUNDRAISING
•

Select “Share My Event” from My Fundraising Tools on your personal Trivia Bowl homepage. From here
you can share your fundraising link through email or social media

•
•

You can also include your personal fundraising URL in your email signature
The link will take people directly to your fundraising home page

DIGITAL MATERIALS ONLINE
•
•
•
•

Can be found here

Event Overview
How to Guide
Coordinator Handbook
Event Logo
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FUNDRAISING IDEAS
•

5 STAR ENDORSEMENT From your CEO, JA Board member, Officer, etc. (e.g., a letter or memo to department heads
and/or employees). Secure top management support!

•

VENDOR CAMPAIGN Many companies have vendors and customers with whom they do a lot of business. These folks
love your business and would be happy to support your efforts in the Trivia Bowl. All you have to do is ask. Many vendors
will offer larger contributions and enable you to reach your goal. (We even have a template you can use.)

•

CASUAL DAYS Create several casual days or jeans day for all employees with a fee of $10-$20 to participate.

•

SELL FRONT ROW PARKING to the highest bidder! How many of us would love to have that prime reserved parking
spot close to the entrance at work that usually has the CEO’s name on it? Wouldn’t it be great to sell off that spot for a week
with the proceeds benefiting Junior Achievement?

•

MATCHING GIFTS Many companies will match employee pledges.

•

INCENTIVES Check with your company to see if you can work out an incentive arrangement. For example, for each $200
collected, offer a half day off.

•

NEWSLETTERS Advertise Trivia Bowl event in your company newsletter or on your company’s intranet.

•

SILENT AUCTION Collect items and hold an auction with all proceeds benefiting JA.

•

GO HOME EARLY/GET A DAY OFF The boss collects $25 at the front door from everyone who wants to leave work
early, or, for any bowler who raises $250 or more, the boss will grant you one paid day of vacation. This is a great way to
raise the average amount that bowlers raise.

•

TAX DEDUCTION Remind donors their donation is fully tax deductible.

•

PUBLICIZE YOUR TRIVIA BOWL GOALS Remember to set it high!

•

CELEBRATE THOSE WHO HAVE MET FUNDRIASING GOALS Share on your company newsletter or on
your company’s intranet for everyone to see.
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