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Presenter
Presentation Notes
It doesn’t matter if we are new in the field of fundraising or veterans.  There is always room to grow and improve your program.   It is a little bit like life if you aren’t growing you are probably dying.  What are you doing?  What is happening with your cause and your work in fundraising?This presentation is actually the outline of what is looked at in a Development Audit when a consultant visits your fundraising shop to evaluate and make recommendations about what you can do to improve or reshape your fundraising program.  I often present what you are going to see in about the time period of this seminar and then follow-up with a hands on workshop where we develop a plan for your fundraising office for your institution.  We start with several pages where these areas are listed and we assess what you have in place and where you want to go.  Today you might want to assess your work in each of these areas on a 1-5 basis, with 5 being the highest level of satisfaction with the area discussed and one being not happy and we need to do something immediately to make this different in our fundraising office.



Elements of the Plan: 

Mission Statement 
Development Mission Statement 
Development Office Policy 
Systems Procedure Notebook 
Vision Statement by CEO/President 
Institutional and Development Plans 

Presenter
Presentation Notes
The next three slides will show you the elements we are going to look at today.  One of my life tasks is to find a way to write a book or create a media presentation of this material.  You can see that this first section deals with knowing where you are going from the macro to the micro in the level.  You must have good macro information to develop the micro needs of your office for doing great work.



Elements of the Plan: 

Organizational Chart 
List of all Fundraising Activities 
Calendar of Fundraising Activities 
Budget 
Case Statement 
Annual Development Action Plan 

Presenter
Presentation Notes
These next six items deal with laying out what you and how are you organized to do it.  Then it looks at the available resources available to do the job and why we need your participation in helping our cause.



Elements of the Plan: 

Fundraising Program History 
Communication Plan 
Flow Chart(s) for Office Systems 
Committees for Fundraising 
Development Audit/Evaluation 
Job Descriptions 
Cost of Fundraising Activities 

Presenter
Presentation Notes
This is part of the list gets lower yet into the details of how you function as a fundraising office. Essentially:The WhatThe Why The How The WhoIt is the how you get your work of fundraising accomplished for your cause and/or institution.



Mission Statement 

 The mission statement articulates the purpose 
for existence of the organization.  It describes the 
programs and projects that accomplish its reason for 
being and focuses on the characteristics that give the 
institution its unique niche in society and the 
philanthropic market place. 
 This document is generally created at the onset 
of the institution’s program(s) by the founder(s) to 
provide a clear statement for external identification 
of the organization’s purpose. 

This image cannot currently be displayed.

Presenter
Presentation Notes
Today many people are also talking about the basic long term Mission Statement as being archaic and out of date.  Now they want us to talk about what our Core Value is.  So at the very core of what your cause or institution is about is a basic value which drives your cause.  What is it?It should be in a sense a synthesis of what you have as a mission statement.Usually when your organization goes through evaluation or accreditation it reviews your mission statement and more often than not it becomes word-smithed  by those on the latest committee to revisit the mission statement for this evaluation.Do you believe in the mission statement? The people you work for?  Or both?  What is the direction your cause and/or institution going?  Are you on board?  Is your boss on board?  Is your Board on board?  Is your staff on board?



Development Mission Statement 

 The Development Mission 
Statement provides the fundraising 
office it’s direction in relationship to 
supporting the organization’s Mission 
Statement. 
 It usually is written by the Chief 
Development Officer with concurrence 
from the CEO. 

Presenter
Presentation Notes
Most of us are less familiar with this concept.  We need to have our fundraising mission statement which supports the mission statement of the institution.  If we don’t where is our direction for fulfilling our plan of action?



Vision Statement 

 This is the institution’s “vision for the future.”  
Often used as the preamble to the strategic plan, the 
vision statement reflects the essence of the 
organization’s long range objectives.  Philosophically, 
the vision statement expresses the institution’s 
loftiest goals. 
 This document is generally created by the 
leader of the organization to “institutionalize” his or 
her particular agenda, as well as to inspire and 
motivate the organization’s professional staff and the 
broader constituency, thereby engendering consensus, 
focus, direction, anticipation and enthusiasm. 

Presenter
Presentation Notes
Sometimes this is not in place unless you are moving into a campaign.  At some point after a new CEO begins they need to come forward with their vision for the work.  If they are new to you arena it will take longer for them to create this(my experience).  I would suggest that you need to have an idea if your major focus is on cash gifts for annual fund or on planned gifts for the future development of the cause.  



Institutional and Development 
Plans 

 Institutional plans are developed to 
plan for growth in quality and size of the 
following: programming, staff, those 
served, and facilities. 
 Development plans are developed to 
create systems and processes for finding 
the necessary funds to support the 
institutional plans today and in the future. 

Presenter
Presentation Notes
Once the mission statements are in place the institution and the development office need to have plans for the future which give more specifics on how to move towards reaching the vision for accomplishing your mission.



Organizational Chart 

Director of Development Director of Finace Director of Programming

Vice President of Operations

Chief Executive Officer

This image cannot currently be displayed.This image cannot currently be displayed.

Presenter
Presentation Notes
For many the idea of an org chart is out of focus and out of date.  I still think having a clear idea on how the working relationships are working are very important.(Use my current situation as an example.)In small development offices these tend to change with the coming and going of new employees - which seem to happen more often than in many larger organizations.  The larger organizations tend to have specific roles etc. they hire their staff to fulfill and so the org chart can drive their setting more than it does in a smaller office and organization.



Organizational Chart 

As visually shown in the previous slide an 
organizational chart shows a visual 
graphic indicating to whom the various 
individuals report, who are their peers, 
and who are support staff in the 
reporting line. 

Presenter
Presentation Notes
Knowing who you need to respond to for your work is very critical to accomplishing your work.



Job Descriptions 

Most larger Development Offices have clear and 
easily understood job descriptions for all of their 
employees.  They hire employees to fit the 
position. 
 

Most smaller Development Offices operate with 
either out-of-date or “no” job descriptions.  
Staff turnover is higher and often the individual 
hired recreates a job description based on their 
personal strengths. 

This image cannot currently be displayed.

Presenter
Presentation Notes
Keeping these up-to-date is often one of the hardest things to accomplish for the organization.  We tend to want change what we are doing and then often those of us working there understand but 10 years down the road when none of us are still there and they look at the unchanged job description the immediate question is what is going on here?  Nobody is doing what they are supposed to be doing according to the job descriptions.  I have been there.  How many of you have been in this situation?



Development Office Policy 

Principles Which Define Operation 
1.  Development Policy Overview 
2. Gift Processing 
3. Authorization 
4. Adoption of Institution and             
 Professional Practices 

Presenter
Presentation Notes
One of the areas you most often don’t find in the small to medium sized development offices.  Yet it is often why the most problems arise and why the employees sometimes have low job satisfaction.These next two slides give you the 10 items which my mentor and  friend, Ernie Wood gave me are a great place to begin.  I was asked to write policy for an organization where I was the live in consultant and I had only been thee about 3 months.  This is a very difficult task.  The biggest issue is that I was the only one who had any idea of what this should even look like.Without intent I have become more of a guru in this area than I would like after writing three different sets of Development Policy for three different institutions.



Development Office Policy 

5. Gift Acceptance 
6. Recognition 
7. Planned Gifts 
8. Endowment Earnings and Distribution 
9. Historical Documentation 
10.Campaign Projects to be Funded 



Systems Procedure Notebook 

Describes the steps involved in the main 
day to day operations.  Each procedure 
will have identified the who, what and 
when of each of the listed activities. 

This image cannot currently be displayed.

Presenter
Presentation Notes
Who opens the gifts?Once opened who receives the gifts next?Who records the gifts?Where do the gifts go once they are recorded?Who produces the thank yous?Who signs the thank yous?Who sends the thank yous?What is the timeline on sending out gifts?What are the rules and regulations for files in your office?What is confidential and what is not?Where are the donor files?Whose responsibility is if for keeping the files up to date.



Flow Chart(s) for Office 
Systems 

 Gives the support staff clear 
instructions on how to perform the 
various tasks of the Development 
Office. 
 To avoid problems with gift 
receipting and thank you letters. 
 

Presenter
Presentation Notes
Some people cannot visualize words.  They need to see a clear simple flow chart of where the gift goes from when it enters your office until it leaves your office in a thank you and in terms of the actual gift reaching the finance office.It is worth doing for new employees particularly.  It is also a way of evaluating your employees etc.



Budget 

Review the annual budget to keep it in 
line with the activities and plan of the 
Development Office, 
 

Need to develop a preliminary budget 
for 2-4 years in advance of the year you 
are in and then update the budget as 
the plans are revised. 

This image cannot currently be displayed.

Presenter
Presentation Notes
I keep my budgets in a way that I can see where I was last year to date and this year to date - in a  month by month and year to year to date format.  This becomes critical in a growing and changing program more than in a program which is primarily maintaining.  Don’t ever forget that when you are in a capital or endowment campaign that you may have a moment in time to grow your budget and your equipment needs, which you will not find at any other time.



Case Statements 

 Annual Fund 
 Capital Campaign 
 Endowments 
 Special Projects 
 Planned Giving 

Presenter
Presentation Notes
To share with your donors you need case statements on the various areas you are raising funds for. If you don’t have a case statement you are reduced to a level of explaining sometimes that is most difficult to communicate adequately to a donor.Annual Fund or Giving case statements tend to be nonexistent for most organizations.  It is also why they have so much difficulty selling the annual giving program.



Annual Development Action Plan 

 Alumni (or Constituency) Program 
 Annual Giving Plan 
 Endowment Plan 
 Marketing 
 Planned Giving 
 Public Relations 
Staff Training 
Trustee Training 

Presenter
Presentation Notes
This plan spells out what you are going to do and when for each of these areas.  Then they are calendarized.Each year a simple but basic plan needs to be developed.  I usually have a staff retreat  that is at least one day long in a time period (often August) where there is less activity.Then we plan the action plan and map out the calendars and when things will get done.



List of All Activities In the 
Development Office 

 Mailings 
 Phonathons 
 Major Gift Calls 
 Campaigns 
 Planned Giving 
 Trips to visit Donors 
 Thank you’s 

 

Presenter
Presentation Notes
What are the activities of your fundraising office.  You will notice many things that could be added to the list above. But we list everything we do in each of the above areas and other areas.  Let’s make a list.Special EventsNewslettersUse of VolunteersCommittee meetingsEtc.



Fundraising Activities - 1 

General Mailings 
Targeted Mailings 
Direct Mail 
E-mail 
“Give Now” on your Website 
Phonathons 
Giving Clubs 
Major Gifts 
Planned Gifts 



Fundraising Activities - 2 

Donor Acquisition 
Stewardship 
Prospect Research 
Recognition 
Special Events 
Solicitation Strategy 
Annual Campaigns 
Capital Campaigns 



Calendar of Fundraising 
Activities 

Keep an annual calendar which shows the 
daily fundraising responsibilities of the 
Development Office. 
 

At least 1 year up to 3 years in advance. 
 

This will include the details of each step 
of a mailing and trips etc. 

Presenter
Presentation Notes
Often knowing when you will be gone or in the office in general makes a huge difference in when things can be accomplished.If you have more than one professional staff person than you have multiple tasks taking place at the same time.  It then becomes critical for your staff to have input into when mailings take place, when special event steps take place, etc.



Fundraising Program History 

 It is important to keep copies (2) 
of all materials printed and used for 
fundraising. 
 Today this means setting policy 
also related to what is kept in video, 
audio, Internet and E-mail. 

Presenter
Presentation Notes
Nothing is more frustrating to me than to  come into a new place to work and ask them for samples of what they have done in the past for this mailing or event or campaign.  Knowing what they did and how they did  may save you from making huge mistakes again or it may make it so that you can save all kind of time by using the best of what has already been done.  Without the history you have no idea what  they really did, because words don’t always match actions and deeds.



Communications 

 Advertising 
 Donor Relations 
 Media 
 Publications 
 Public Relations 
 Website 
 E-mail 

 

Presenter
Presentation Notes
What are you doing to communicate your story?  How many of you have a website?  How many of you have any plan for Public Relations, media, publications etc?



Cost of Fundraising Activities 

For each fundraising activity keep 
records which include # of 
donors/prospects asked, # that gave,  
% returning a gift, goal, results, cost of 
producing and completing the activity, 
and cost of actual dollars raised on the 
activity. 

Presenter
Presentation Notes
What are the cost effective ways of raising funds?Request for major gift person-to person costs about 15cents per dollar raised.  To do a special event it is usually at least 50%.  Direct mail to find new donors is often as high as 125% for the cost of dollar raised.Achieving Excellence in Fundraising by Henry A.  Rosso & Associates



Development Audit/Evaluation 

 It is a good idea at least every 3-5 
years to have an outside person come in 
and review your fundraising program. 
 It is very easy to become myopic in 
looking at your own efforts and systems 
to raise dollars for the institution or 
cause you work for. 

Presenter
Presentation Notes
To only look at your work year after year assumes that you are staying on top of all of the latest research and available resources for fundraising.  Are you.No one person is and in addition  no one fundraising firm is as well.  But others have more time to devote to staying on top of the field than you do let them help you.ConsultantsFriendsColleagues.



Elements of the Plan: 

Mission Statement 
Development Mission Statement 
Development Office Policy 
Systems Procedure Notebook 
Vision Statement by CEO/President 
Institutional and Development Plans 

Presenter
Presentation Notes
Let’s review!How did you do with these areas of a comprehensive fundraising plan in your operation?Did you  rate each area on a 1-5 basis.  Why don’t you do that now as we review the areas quickly.



Elements of the Plan: 

Organizational Chart 
List of all Fundraising Activities 
Calendar of Fundraising Activities 
Budget 
Case Statement 
Annual Development Action Plan 



Elements of the Plan: 

Fundraising Program History 
Communication Plan 
Flow Chart(s) for Office Systems 
Committees for Fundraising 
Development Audit/Evaluation 
Job Descriptions 
Cost of Fundraising Activities 

Presenter
Presentation Notes
Thanks for spending this time with me.If you want to be on my mailing list for my consultant newsletter from CRANDALL & ASSOCIATES, please leave your card in the container over there.If you have questions or want to receive something I talked about just write it on the back of the card  and put it in the same container.I have a few copies of the PowerPoint with me if you would like a copy let me know.  Thee is also a copy of my Consulting brochure in word format on the CD in addition to the PowerPoint.Bob
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