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Part 4 - Solicitation: Be Prepared
Solicitation: Preparation


Overview Checklist

Now that you're organized, have a plan, have identified prospects and cultivated their interest, you are ready to ask for support.
There are three phases to preparing a solicitation:

 Target 

· Know what you need, and what you’re asking for. 

· Do your homework! Research, and know as much as possible about your funder. 

· Be able to link your request to the funder’s interests and priorities. If they want to know,
"What’s in it for me," be prepared to tell them! 

· If possible, do a preliminary visit to establish a personal relationship and "test the waters."


Get a sense about how they like  your idea … are they receptive? Do they have suggestions about how to strengthen your proposal? 

Logistics 

· If requested to do so, prepare a letter of inquiry. 

· Set up the appointment. 

It’s a good idea to confirm by letter any appointments set up over the phone. Confirm time and date and who will participate.

Strategy 

· Determine the most strategic solicitation team. 

· Agree on strategy and roles of each participant: What are you asking for? What is the appeal to this donor? Who will open? Who describes the program? Who decides when the time is  right to ask, and who will do the asking? Who will be designated to follow up? 

· Do a background briefing for all members of the solicitation team. 

· If possible, do a "dry run" with the team before the meeting. 

Think Strategically
What Corporations Look For

 

Goal Enhancement
                            

Connecting with corporate goals: 
· Visibility

· Your project/program can enhance their image or community

· Your project/program appeals to their market segment

· Your project or program can contribute to their bottom line

Linkage

Connect to your work and people/communities important to the corporation: 

· The program or project for which you seek support is in their "home town."

· Your work serves company employees and/or retirees.

· Your work involves company volunteers.

· One of their officers is a member of your board.

Credibility


Demonstrate your business sense:
· You can speak "their language" (the language of  business)

· Your presentation demonstrates thorough research and preparation

· You have endorsements from other prominent business leaders

Flexibility

Give choices of how to participate:
· Flexibility - there may be opportunities to participate with other than cash forms of support 
Types of Support
Categories of Grants

Support for your organization will come in different forms and will meet different needs. It can often be pulled together under the auspices of a campaign with a goal, a set of strategies and a time frame. Some donors like to feel as though they are contributing to a larger goal and that their funds are being leveraged to attract others. Because of the shifting focus of donors, the growing interest in leveraging funds and the benefits of cultivating new relationships, nonprofits should look to raise different types of support, such as:

· Unrestricted grants: The funds can be used for any purpose. They are often the hardest to get because donors often want their money spent on a specific project. But, unrestricted giving provides the most flexibility on how to use the funds. 

· Restricted grants: Restricted funds are limited to specific purposes as outlined in the proposal or otherwise specified by the donor. 

· Program or project grants support a specific program, usually with measurable outcomes. 

· Seed money is for experimental, innovative or start-up projects (pilot or demonstration programs). Depending on initial outcomes, funding may be renewable. Seed funding is attractive; it enables an organization to "test the waters" and prove its viability in order to attract or leverage funding from other sources. 

· Capital grants are earmarked for principal projects to meet future service demands, such as purchase, construction or renovation of a physical facility, land acquisition or major equipment purchase. 

· Endowments are grants providing for an organization’s future security. Endowment funds are invested to provide annual income, usually as a percentage of income earned. 

· Challenge (matching) grants: Restricted or unrestricted grants may be made in the form of a challenge to the organization to raise an equal or specified amount from other sources. The grant is contingent upon the matching funds being raised. 

· In-kind support: No cash is given with in-kind support. Organizations or individuals may be able to provide you with products or services that you need to do business. A graphic designer might donate time to design and produce your newsletter or organizational brochure; a local corporation might be able to provide a loaned executive to help you with a specific issue; or a local hardware store might donate paint or other building supplies. Be sure, however, that you want and can use the products they can provide. You do not want to have to warehouse 100 cans of paint if you cannot use them. 

Types of Support

Corporate and Business Support

 

 Grants and Contributions 

· Directly to nonprofits 

· Through United Way 

· Encourage employee giving by matching contributions 

In-kind Goods and Services 

· Seeking donated or at-cost services is a good way to involve small businesses that are unlikely to have the resources to make significant cash contributions. (Examples: printing, furniture, advertising, computers, graphic design) 

"People Power" 

· Loaned executives 

· Pro bono consulting (e.g. financial management, legal, marketing, public relations, strategic planning, computer systems) 

· Corporate volunteer programs; retired executives 

Physical Facilities 

· Meetings, conferences, etc. 

Promotion and Publicity 

· Corporate sponsorship: underwrite ads, printing of brochures/flyers, etc. 

Cause Related Marketing 

· Gift is a percentage of sales of certain products which may relate to the nonprofit's mission 

· Requires time to build relationship 

· Company will expect nonprofit to market the product 

Preparation

Checklist of what you should know about the Prospect

Most of this information should be readily available if the foundation or corporation publishes guidelines and/or an annual report. Some information, such as what the funder will expect of the grant recipient, may not be as clearly spelled out. Do your homework first; use an initial meeting as an opportunity to confirm what you have learned through your preliminary research (and to therefore show you are on the ball!) and to fill in the gaps in information that was not otherwise available to you. If the prospect is an individual, find out as much as you can through networking. Obviously some of this information would not be relevant, or would not be information you would ask about directly (such as personal assets). The personal visit, therefore, may be even more important to ascertain the individual’s interests and priorities.

· Nature and History of your Organization

· Purpose - why was it created 

· When and under what circumstances was it created 

· What type of corporation is it 

· Programmatic Interests and Priorities

· Scope of support - programmatic interests 

· Exclusions - what they do not fund 

· Geographic area of interest; exclusions 

· Scope of support - restricted and/or unrestricted grants; challenge or matching
grants; seed money; capital support; sponsorships; etc. 

· Examples of programs they have funded, and of proposals they turned down 

· Funding Practices and Policies

· Smallest, largest and average grant size 

· Total annual distributions (grants) 

· For how many years will they fund the same project? Same organization (different
project)? 

· How many requests for support do they get on average in a year?   

· Application and Review Process

· What types of organizations do they fund? Any that are categorically excluded from
consideration? (Is your organization eligible?) 

· Steps an organization has to go through to be considered 

· Do they have an application form? Published guidelines? 

· Deadlines - when must proposals be submitted for consideration 

· Preferred method of inquiry: phone, meeting, letter 

· How should proposals be delivered? Do they send an acknowledgment of receipt? 

· Review process: how long after submission before it is reviewed; who reviews;
how long before a final decision is made; how and when are applicants notified 

· When are grant funds distributed? 

· What Is Expected of Grant Recipients?

· Requirements regarding deposit of grant funds - separate bank account, or
co-mingled with separate accounting 

· Does the funder expect publicity announcing the grant award 

· Reporting requirements - how often; format; information required 

· Does the funder expect to be included in publicity about the project 

· Are notification and/or approvals required if original plans are modified? 

· If We Are Turned Down ….

· Will you meet with us again 

· Will you tell us why the proposal was not funded 

· Will you tell us if it is worth re-working and re-submitting 

· You can record much of this information on the sample individual, corporation and or foundation profile worksheets 

Sample Telephone Script 

If you sent an advance letter…

Hello, (prospect’s name), this is (your name) from (name of your organization or affiliation). I’m calling to follow up on the letter I sent you. (Or, if applicable, refer to letter sent by your contact, the person who knows your nonprofit and the prospect.) Do you recall receiving that letter?

If the potential donor recalls receiving the letter…

Good. Since you have an idea of the type of work our nonprofit does, I was hoping we could get together briefly to discuss your potential involvement in our efforts. If you’re interested, I’d like to set up a time to meet with you.

If the potential donor agrees to meet with you…

(Confirm a date and location.) We look forward to seeing you then. Thank you.

If the answer is no ...

Have I called too late to be included in your fiscal year budget? If the answer is yes: When will you begin developing your budget for next year? If the answer is no: Thank you for talking with me now. I appreciate your time.

If the potential donor does not recall receiving the letter…

(If applicable, [name of your contact] suggested that I call you.) If you have a moment, I can tell you what the letter said. (If they say they do not have time, ask what is the best time to call back and then follow through, starting the conversation where you left off.)
To date, we have (fill in with a brief summary of successful projects). We are committed to building on these accomplishments to improve the quality of life in (name of city).
I (we) would appreciate the opportunity to talk about involving (their organization’s name) in our efforts. One of the cornerstones of our success has been the ability to build partnerships. Your insight into how we might do this would be invaluable. Do you have time to meet with me and some other representatives from my organization?

If they agree to meet with you…

(Confirm a date and location.) We look forward to seeing you then. Thank you.

If they say no to meeting with you…

Have I called too late to be included in your fiscal year budget? If the answer is yes: When will you begin developing your budget for next year? If the answer is no: Thank you for talking with me now. I appreciate your time.

 

If no advance letter was sent…

Hello, (prospect’s name), this is (your name) from (name of your organization or affiliation).
(If applicable, [name of your contact] suggested I call. [He or she] believes you might have an interest in the work we do.)

If this is a good time for you, I would like to give you a quick overview of the type of work our nonprofit does. I think you may find it interesting. (If the potential donor does not have time, ask what is the best time to call back and then follow through, starting the conversation where you left off.)
To date, we have (fill in with a brief summary of successful projects). We are committed to building on these accomplishments to improve the quality of life in the greater (name of city) area.

I (we) would appreciate the opportunity to talk about involving (name of their organization) in our efforts. One of the cornerstones of our success has been the ability to build partnerships. Your insight into how we might best do this would be invaluable. Do you have time to meet with me and some other representatives from my organization?

If they agree to a meeting with you…

(Confirm a date and location.) We look forward to seeing you then. Thank you.

If they say no to meeting with you…

Have I called too late to be included in your fiscal year budget? If the answer is yes: When will you begin developing your budget for next year? If the answer is no: Thank you for talking with me now. I appreciate your time.

If you arrange a meeting, immediately send the prospect a letter restating when and where the meeting is scheduled, who will be coming with you and your purpose.

After each phone call, make good notes about whom you spoke with, the date and time, the level of interest and when you will meet with them. If the prospect did not agree to meet with you, note the reason. File this information in your records on prospects or put a copy in the file started for this potential donor.

Preparation

Checklist of what Funders will Want to Know About You 


Questions you should be prepared to answer:

· Why does your organization exist? What major problem does it address?

· What does your organization do? Services, activities, programs?

· How do you do what you do?

· Who and how many people do you serve?

· What are your results? How effective are you?

· What makes your organization unique?

· Who is in the leadership and what do they bring/contribute to your efforts?

· What is your annual budget? What are your income sources? What will you do if your      income increases? Decreases?

· What is the number, what are the jobs and what are the qualifications of staff?

· What do donors/funders get for their investment?

Preparation

Checklist for Pre-Solicitation Briefing Meeting

Set a briefing meeting to prepare with people going on the fund-raising meeting. The Executive Director or person responsible for cultivating the prospect can use this checklist to prepare others attending the meeting (program staff, board members, etc) 

· Meeting Date, Time, Location

· Name of Prospect (Individual or Organization)

· Attendees

· Indicate name and title of primary contact 

· Other attendees 

· Background Information 

· A brief synopsis about the prospect 

· Pertinent business information 

· Information about the key players 

· Known philanthropic interests 

· Previous commitments to your  organization 

· Specific information relevant to the meeting 

· Note and highlight any problems or issues of which you are aware. 

· Meeting Goals

· Outline or list desired goals 

· Roles of Participants

· Who is doing what 

· Who will open the meeting 

· Describe the program 

· Pitch ideas for the prospect’s involvement, etc. 

Preparation

Letter of Inquiry-Checklist of Suggestions
If a letter of inquiry is required, here are some suggestions of what to include.

Step
1. Refer to previous conversations and meetings  Thank for sharing information and for interest in your organization.

2. How you project meets funders’ interests, priorities

3. Describe problem (need) and solution proposed

4. Project description: activities methodology, timetable, expected results, evaluation methodology

5. Key Personnel – names and brief summary of qualifications

6. Amount requested; other funding sources; how project will be continued after grant expires

7. Eligibility: how you meet their giving criteria

8. Closing: request follow-up meeting or conversation; provide name, number, and email address to contact if they have questions

Comment:
Be brief! Say enough to stimulate interest, but remember your goal is to get a “green light” to submit a more detailed proposal.  Letter should be no more than 1-2 pages.
