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Checklist, in Chronological Order, of Necessary Steps to Take When Faced With a Significant Fundraising Task:
· Brainstorm with your BOD the purpose(s) of your fundraising task.
· Determine the specific, dollar goal.
· Build a Case Statement.
· Conduct a survey of who you think your donors are.
· Identify, research, evaluate, and rate individuals as major gift prospects.

· Build a Gift Chart which includes levels of giving commensurate with your donor ratings.

· Develop attractive materials for distribution to donor prospects which include:

· Brochure, flyer, or simple page with photographs and text which express your Case.

· Annotated list of current BOD members.

· History of the organization and its successes.

· Letter from the BOD Chair, personalized if packet is to be sent to prospects with whom you will visit face-to-face.

· Financial page which brings clarity to the effort.

· Identify volunteer “Leaders” and “Team Mates” for cultivation and solicitation of donor prospects.
· Develop a Timeline for cultivation and solicitation activities: face-to-face visits/events/mailings.

· Will you write a grant proposal for a lead gift?  Will you visit one, two or three major donors for leadership gifts/challenge grants/matching funds grants?
· Plan one or more events, if not for major gift solicitation, then for community “buy in.”
· Budget the campaign.

· Review Gift Chart, Timeline and Team Mates’ schedules, then send packets to donor prospects, follow-up with phone calls to arrange visits, cultivate prospects, and ask: “…the right person asks the right prospect for the right gift for the right program at the right time in the right way in the right place.”
· Know the prospects interests and priorities.

· Know how a contribution will benefit the prospect.

· Listen to the prospect.

· Determine who, of the two Team Mates, will be the best solicitor.  The other Team Mate should express passionately the value of the program.
· Will you need to cultivate (develop a more thorough relationship) before you return at a later time to ask?

· Ask.
· What personal attention will you have to do follow up?
· Follow up with a personal letter even if the prospect said “no” to a gift.  Thank the prospect for their time and interest.

· Conduct monitoring/tracking of solicitation activities.

· Receive, record and acknowledge gifts.

· Recognition begins with the “seven thank-yous:” accurately, promptly, gratefully, publicly, privately, frequently, and appropriately-- all best accomplished by BOD members.

· Be sensitive to the degree to which people give in relationship to their circumstance, and recognize them, privately, accordingly.
· Allow donors to give you their insight.

· Continue to follow-up with donors:  send them indications that their gift is doing what it was intended to do;  before asking them for another gift be sure you have sent them specific information showing the measurable impact of their gift.

· Remember, it’s never too late, and “no” is never “NO.”

