This document is brought to you by SCORE Bristol, in

conjunction with Bristol Organizations
Fundraising Fundamentals

Part 1: Getting Ready
Mission Statements

What is it?  A mission statement is a concise statement which reflects your vision and values and defines your organization's purpose and goals.
Ingredients
· Vision
· Values
· Constituents
Evaluation Checklist
1. The statement reflects your goals. 
⁭
Yes
⁭
No
⁭
Somewhat       
2. The stated objectives are realistic.

⁭
Yes

⁭
No

⁭
Somewhat        

3. The statement is clear and concise.

⁭
Yes

⁭
No

⁭
Somewhat        

4. The statement reflects our core values.

⁭
Yes

⁭
No

⁭
Somewhat        

5. Commitment to serving the public good is clearly demonstrated.

⁭
Yes

⁭
No

⁭
Somewhat        

6. The constituency being served is clearly stated.

⁭
Yes

⁭
No

⁭
Somewhat        

7. The statement is powerful.

⁭
Yes

⁭
No

⁭
Somewhat        

Writing a case statement

 
Use these pages to develop an outline for your case statement. Write down any key words or phrases that come to mind and expand on them when you complete the final version. Including your board, staff and other stakeholders to craft your case is the best approach.

Who are you?
Describe your history. Tell the reader about your organization as concisely as possible. Explain where you work, the neighborhoods where your nonprofit works, the location of offices and the number of staff. Include a paragraph on why your organization was founded and who was instrumental.

 

 

 

 
Why does your organization exist? What problems do you address? How severe are these issues?
State your mission. Assure your audience that your organization’s work responds to real needs. Use specifics, such as, "We renovated seven houses last year, and we are on line to renovate another 10 this year."

What makes your organization uniquely qualified to lead this effort?
Quantify your organization’s experience and the expertise of your staff, board and volunteers.

 

 

 

 

 

 

 

 

What programs and activities do you propose to help solve the problem? What can you realistically hope to accomplish?
State the objectives of the specific program for which you are raising funds. Describe how accomplishing these objectives will address real needs. Show how your nonprofit can accomplish these objectives.

 

 

 

 

 

 

 

  

How much will it cost to solve the problem? Include the estimated cost of ignoring it.
Describe and substantiate your program costs as well as your request for support. Outline plans to generate other revenue, including other fund raising.

 
 

 

 

Resource Development Gift Chart

A gift chart helps you visualize how many gifts you will need to reach your budget goals.  Once you have this, use it to develop a resource development strategy, including an evaluation of the diversity of your funding mix, developing action steps and timeliness, and assigning tasks and responsibilities.

	Size of Gift
	# Prospects Needed
	# of Gifts Needed
	Amount
	Cumulative Total

	i.e. $10,000
	20
	10
	100,000
	100,000

	         5,000
	10
	5
	25,000
	125,000

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Organizing Files
Prospect and Donor Records

Use this checklist to be sure you have all the information you need in your files.

Type:

⁭
Individual
⁭
Foundation
⁭
Corporate

Contents:

⁭
Prospect visit reports
⁭
Telephone contact records
⁭
Correspondence
⁭
Gift documentation
⁭
Contact/donor profile
⁭
Annual reports, published guidelines (where applicable)
⁭
Press clips

Tips:

· Use different forms for individuals, corporations and foundations. 

· Have an individual profile for your primary contact or decision-maker within the organization. 

· Use different color folders for foundation, corporation, and individual prospects. 

· When a prospect becomes a donor, move file to donor section. 

Special files (updated as needed):

⁭
Donor lists
Consolidate, for easy access, all information about a prospect or donor, including community contacts, funding interests and complete documentation of all history (contacts, correspondence, gifts) with your organization.

⁭
Summary statistics
⁭
Press clips
⁭
Tickler file: To keep active files visible and to ensure follow-up does not fall through the cracks.

⁭
Gift documentation
⁭
Boilerplate file
⁭
Working or cultivation calendars
⁭
Supporting information file about your organization
Have ready and immediately accessible information about your organization that you might include as part of an information packet or proposal for funding.  It is very helpful to have available for media events, cultivation meetings, etc.


Organizing Files-Individual Profile

Name: 
Title:

Business Address:
Office Phone: 

Fax: (     )
Home Phone: (    )
E-mail:
Preferred 
P Address:  ⁭ Business   ⁭ Home
Family
FamilyF Information                

Spouse has separate donor report  ⁭ 
yes  
⁭ no 

Spouse's Name:

Children:
Relationships:
Home Address, Phone & Email:
HomeHo 
 

Salutation:
 

Secretary or Assistant Name:
 

Significant Relationships:
 

Education:
 

Connections to Organizations:
 

Community Involvement:
 

Religion/Congregation:
 

Political:
 

Personal:
Personal Interests:
PersonalPPpppPreronslaakfjljdjaiejo
 

Known Philanthropic Interests: 

 

Other:
 

Giving Summary: as of (date)
Comments: Note anything of interest…."hot spots," possible contacts, preferences of which you are aware that may be important for preparing proposal or setting up a meeting.

Prepared by __________________________ on (date)                                         

Organizing Files-Foundation Profile

 
Name: 

Address:
Phone: 
E-mail:

Contact Name: 
Title:

Fax:
Website:
Classification:

 Family Foundation

 Independent Foundation

 Community Foundation

 Other

Financial Data: (see hint below)
	Year
	Assets
	Total Grant $$$
	# Grants

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Areas of Interest: (see hint)
 

 

Relevant Recipients/Amounts: (see hint)
___________________________________ _________________________________

_____________________________________ _________________________________

_____________________________________ _________________________________

_____________________________________ _________________________________
Hint: It may be easier to photocopy information from a foundation directory and attach 

Prepared by___________________________
Date:
Organizing Files-Corporate Profile

Name: 

Address:
Phone:
E-mail:


Contact Name: 
Title:

Fax:
Website:
Type of Business:
Philanthropy done through:
___Corporate Foundation
___Corporate Department______________________(identify)
Do they publish guidelines? ___ Yes   ___No               Copy attached: ___Yes  ___No
Areas of Interest:
Are

 

Connection to Officers & Trustees: (see hint below)
CEO:
COO:
Trustees:

Known connections to your organization:

Relevant Recipient Amounts (see hint below):

 

Hint: It may be easier to photocopy information from corporate giving directories and attach 

Prepared by___________________________
Date:
Date: _______________

Organizing Files-Prospect Visit Report

Complete a report after prospect visit
Prospect Name: _________________________________________________________

Contact (if prospect is a corporation or foundation): 

Name ____________​​​​​​​​​​________________________ Title_________________________

Meeting location: ________________________________________________________

Attendees: ______________________________________________________________

Notes on Meeting:
Date _________ Time ________ Approx. Length ___________

Comments:

 

 
Materials left with prospect: ___________________________________________

Follow-up Action:

 

	
	Responsibility
	Target Date
	Date Completed

	Letter 


	
	
	

	Phone


	
	
	

	Meeting


	
	
	

	Proposal


	
	
	

	Other


	
	
	

	Next Action


	
	
	


Organizing Files-Telephone Contact Record

Prospect/Donor Name: ____________________________________________________

Contact: _________________________________________________________

Date: ___________________________

Contact Initiated By: (Your organization or Prospect/Donor)

Nature of Call: _____________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

Follow-up Needed?  ___Yes   ___No

If yes, describe:

__________________________________________________________________

__________________________________________________________________

Completed by:_______________________________________________________

Hint: Even if you don’t use a form, keep notes of all calls and include this information with the prospect’s or donor’s file.
Organizing Files-Prospect and Donor Records
Gift Documentation

You need to keep an accurate and timely record of all gifts and contributions received from every donor. You may choose to include this information in a separate "Gift Documentation" file, or with your Donor Profiles or Correspondence files—do whatever works best for you.
The basic information required would be: 
1. A copy of the proposal (as accepted by the funder). 
2. A photocopy of the check.

3. A copy of the grant notification letter and any materials that accompany it. (Make sure to take note of donor requirements—i.e. Reporting, publicity, etc. and create a tickler file as appropriate.) 
4. A copy of the thank you letter that you send immediately upon receipt of the funds. (You may have two thank you letters—one when the pledge was verbally committed and another once the money was received.) 

 
Reminder: If this is a first time contribution, be sure to move the files from "prospect status" to "donor status." 
Organizing Files
Supporting Documentation File

By keeping this information current and available, you will be able to help build your case with donors and respond quickly to requests for information
· Board list (include name, title and business affiliation, if any)

· Annual reports (if appropriate)

· Organization brochure

· Budgets (organization and specific projects or programs)

· Case statement

· "Credibility" (Letters of support, testimonials of persons served)

· Fact sheet (One page summary)

· Funding sources 

· IRS 501c(3) Determination Letter

· Mission statement

· Press clips 

· Local 

· National 

· Resumes - key staff

· Staff job descriptions

Supporting Documentation File
Press Clippings

In order to highlight your program accomplishments, it is often very effective to be able to show a prospect or donor local and/or national articles on your work. Therefore, it is important to review print materials on a regular basis: 
· Local Newspaper: Real Estate, Society, Local Business 

· City &/or Regional Business Journal 

· Relevant Local Trade Publications 
This is often a terrific job for an intern or a volunteer. All you need to do is give them a set of guidelines and they can do the rest!  Clip anything that has any reference to: 
· Your organization (local or national) 

· The name of any donor or major prospect * 

· The name of local Board members * 

· Any references to community development(or your scope of work) 

· Any references to specific programs or program areas relevant to your city 

· Any public policy issues relevant to your work: Low-Income Housing Tax Credit etc… 

The Director should review all clipped materials to maintain awareness and to determine how the clippings should be used. For example, does it belong in your general credibility file (for Information Packets and media kits,) in a prospect file/donor files or in general information files. You may also choose to send copies of relevant articles to Board members or to funders (i.e. With a congratulatory note on a promotion mentioned in the paper etc.)to further build your  relationship.

* Provide person responsible for clipping articles with a list of relevant names.
Organizing Files
Boilerplate and Samples

 

· Letters 
· Introducing your organization (Door Opener) 
· Thank you - meeting 
· Thank you gift 
· Cover letter - proposal 
· Cover letter - progress report 
· Letter of inquiry 
· Proposal
· Template for progress report (report to donor on use of funds) 

Organizing Files- Boilerplate/Samples
Door Opener

This sample serves as a guideline only. To be most effective, customize it to your organization.
Dear :
I am writing to you at the suggestion of Name, title/affiliation of referring contact, your organization.
For the past number years, your organization has been working, if appropriate in partnership with Names of key local partners to assist local community development organizations revitalize Name of city's neighborhoods. Our primary objective is to increase the quality and availability of affordable housing for low-income residents of our city. 

To date, we have fill in with a brief summary of results that indicate success. We are committed to building on these successes, and to involving the leadership of our city in catalyzing significant change that improves the quality of life of the greater name of city area.

I would appreciate the opportunity to meet with you to talk about your organization. One of the cornerstones of our success has been the ability to build partnerships that broadly represent the community’s interests. As a business leader in the community, your insight into how we might best share our story with others in the business sector and involve them in our efforts would be invaluable. 

I will call you specify a time frame to arrange a time to meet at your convenience. In the interim, I am sending you some information about your organization.

Sincerely,

 

 

enc. Enclose brochure/fact sheet ; don’t overwhelm them with information and don’t include anything that is a direct request for money until you've built a relationship. 
Organizing Files- Boilerplate/Samples
Thank You – Meetings

This sample serves as a guideline only. To be most effective, customize it to your organization.
Asked for more information or for a proposal
Sending additional information:
Dear:

Thank you for taking the time to meet with me and Names of other participants to discuss the work of your organization. 

We appreciate your interest in your organization. As you requested, I am sending you additional information about our work, the specific program, our work in name of city, including: itemize what you are sending. If you have any questions about anything in this material, please don’t hesitate to call me.

If I haven’t heard from you, I will check back in specify time.. maybe a few weeks to give them time to read what you have sent to further discuss your name of organization's interest in joining us as a catalyst for community change in name of city.
Again, thank you for your time and interest.

Sincerely,

Asked for a proposal: 
It will take you at least a week and probably longer to put together a good proposal. Don’t wait to thank them for the meeting. Send the thank you, re-state what it is you think they asked you for, and tell them when to expect to hear from you again.
Dear:

Thank you for taking the time to meet with me and names of other participants to discuss the work of your organization in name of city. 
We appreciate your interest and willingness to consider an investment in the future of our city through the work of your organization. As you requested, we are preparing a formal proposal for your review and consideration, which will you will receive no later than date. In the interim, if you have any further questions, please do not hesitate to contact me..

Again, many thanks for your time and interest in furthering the mission of your organization in our city.

Sincerely,

Organizing Files - Boilerplate/Samples
Thank You - Commitment

This sample serves as a guideline only. To be most effective, customize it to your organization.

If you receive an immediate commitment during a meeting, send a letter thanking for the meeting and pledge. This could (without reference to the meeting) also follow written notification of an intent to make a contribution. Tax language is not included.

Dear :

Thank you for meeting with names of Participants and for your/ the name of organization’s pledge of $ ______________ to further the mission of your organization in name of City.
As the director of the name of organization, I welcome your partnership in our efforts to make a difference in our city. By increasing the availability of affordable housing and helping people move up and out of poverty, our work benefits the entire community. Together, we can and will make a difference.

If you have any questions regarding fulfillment of your pledge or about our work here or elsewhere in the country, please don’t hesitate to call me directly.

Again, please accept my sincere appreciation for your commitment to the goals and mission of your organization.

Sincerely,

Organizing Files- Boilerplate/Samples
Thank You- Gift Received

This sample serves as a guideline only. To be most effective, customize it to your organization.

Sent following the "thank you for your pledge" letter, upon receipt of the gift. If the letter serves as a receipt, you should include language in conjunction with IRS requirements.
Consult your Legal  Counsel for appropriate language for your organization.

Dear :

We gratefully acknowledge receipt of your check in the amount of $__________________ to support the work of your organization in name of City. 

Your generosity will help your organization assure that all of our low-income residents have access to decent, affordable housing and to move out of poverty into the mainstream of our community.  If they have funded a specific program, make brief reference to it here. We look forward to reporting to you on our progress.

Again, thank you for your commitment to bringing this spirit of change and renewal to our city. 

Sincerely,

 
Your organization is a 501(c) (3) nonprofit organization and acknowledges that no goods or services were provided for you in return for your contribution. This letter is your receipt and should be kept with your tax records for 199_. The charitable deduction may be disallowed if you are unable to provide this acknowledgement to the Internal Revenue Service upon request.

 

Organizing Files- Boilerplate/Samples
Proposal Cover Letter

This sample serves as a guideline only. To be most effective, customize it to your organization.

Dear :

Since 1992, the ABC Foundation has provided leadership and financial support for your organization program in Anywhere’s Eastside neighborhood. ABC’s investment is making a difference in the lives of the residents who make their home in Eastside where there are many visible signs that the quality of life is being positively impacted by efforts to change systems that were not working.

The lessons learned in Eastside are helping to guide all of your organization’s neighborhood revitalization efforts. And, we are using information technology as the vehicle to disseminate the lessons of transformation. Technology allows us to leverage our experience and expertise beyond a single experience and to disseminate it to assist community-based organizations working in America's poorest urban areas and rural neighborhoods. 

We are deeply grateful for the past support of the ABC Foundation and respectfully request a three-year $75,000 grant to: 1) deepen our work in three program areas which are crucial to ensuring the sustainability of transformation efforts in the Anywhere neighborhood – education, employment and economic development, and community building – and to evaluate our progress in achieving program outcomes; and 2) expand our use of information technology in order to share what we are learning with practitioners in urban and rural communities throughout the country.

ABC and your organization share a deep commitment to building the capacity of disenfranchised individuals, families, and communities. Thank you for partnering with us to make our vision a reality in neighborhoods and communities striving for self sufficiency.

Sincerely,
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