
 

 

   

NATIONAL CENTER FOR ORGANIZATIONAL DEVELOPMENT AND SUSTAINABILITY 

2009 

Keeping Pace During 
Tough Times 

Creative Resources for Statewide 
Family Network Fundraising 

 

U N I T E D   A D V O C A T E S   F O R   C H I L D R E N   A N D   F A M I L I E S  



Keeping Pace During Tough 
Times 

Creative Resources for Statewide Family 
Network Fundraising 

National Center for Organizational Sustainability at the United Advocates 
for Children and Families, Sacramento, CA 

 
 

 
 
 
 
 
 
 

 
Conni Wells, Director, National Center at UACF 

John Hall, Consultant, Tallahassee, FL 
Sireyia Ratliff, TA Coordinator, National Center at UACF 

Gayle Wiler, Sr. TA Coordinator, National Center at UACF 
Teri Toothman, TA Coordinator, National Center at UACF 
Stacy Justiss, TA Coordinator, National Center at UACF 

Christine Pomo, Evaluation and Administrative Coordinator, National Center at UACF 
 
 
  

 
This report was developed under American Institutes for Research contract 
280‐03‐4200, Task Order Number 280‐03‐4201, funded by the Child, Adolescent and 
Family Branch, Center for Mental Health Services, Substance Abuse and Mental 
Health Services Administration, United States Department of Health and Human 
Services. The contents of this document do not necessarily reflect the views or 
policies of the funding agency and should not be regarded as such.



 
 

 

The goal of this project is to enhance the capacity of Statewide Family Networks and other nonprofit 
organizations to develop fundraising approaches that will contribute to their mission, vision, and the 
sustainability of their organization. 

The National Center would like to acknowledge the contributions and support of the following 
Sustainability Toolkit Team: 

Carol Cecil, Kentucky Partnership for Families and Children Inc. 

Hugh Davis, Wisconsin Family Ties Inc. 

Vee Boyd, Louisiana Federation of Families for Child Mental Health 

Gail Cormier, North Carolina Families United 

Sue Smith, Georgia Parent Support Network 

Candy Kennedy, Nebraska Federation of Families for Children’s Mental Health 

Teka Dempsen, North Carolina Families United 

Rena Brown, New Mexico Parents for Behaviorally Different Children 

Peggy Nikkel, Wyoming Uplift 
   

Acknowledgments 

The National Center for Organizational Development and Sustainability (National Center) is a 
program of the United Advocates for Children and Families in California working collaboratively 
with other partners to assist nonprofit organizations (especially those serving the mental health 
field) across the nation in developing their capacity to meet their mission and vision and facilitate 
program sustainability potential.  This is accomplished through technical assistance, training and 
resource dissemination.  



Courtney Lester, ID Federation of Families of Child Mental Health 
 
I.    About this Resource Guide 

Background .............................................................................................................................. 1 
Resource Development Process and Target Audience ............................................................ 3 
How to Use This Resource ....................................................................................................... 4 
Statewide Family Network Reflections .................................................................................... 5 
A Few Words about Sustainability  .......................................................................................... 6 
Evolving Practices in Sustainability & Fundraising ................................................................... 8 
A Closer Look at Fundraising .................................................................................................... 9 
Board of Director Roles in Fundraising .................................................................................. 10 
 

II. Fundraising Sections 
A. Grants 
Grants and the Statewide Family Network ....................................................................... 13 
Statewide Family Network Reflections ............................................................................. 15 
Section Appendix 

Electronic Documents and Websites .................................................................... 19 
Articles, Tips, and Ideas ........................................................................................ 38 
Forms, Templates, and Checklists ........................................................................ 52 

B. Charitable Giving 
Charitable Giving and the Statewide Family Network ....................................................... 68 
Statewide Family Network Reflections .............................................................................. 69 
Section Appendix: 

Electronic Documents and Websites .................................................................... 71 
Articles, Tips, and Ideas ........................................................................................ 99 
Forms, Templates, and Checklists ...................................................................... 128 

C. Events 
Events and the Statewide Family Network ...................................................................... 138 
Statewide Family Network Reflections ............................................................................ 139 
Section Appendix: 

Electronic Documents and Websites .................................................................. 142 
Articles, Tips, and Ideas ...................................................................................... 149 
Forms, Templates, and Checklists ...................................................................... 164 

D. Accountability 
Accountability and the Statewide Family Network ......................................................... 179 
Getting Acquainted with New IRS Accountability Laws .................................................. 180 

Making Accountability Work for You ...................................................................... 184 
Statewide Family Network Reflections ................................................................... 188 
Section Appendix: 

Resources ................................................................................................... 189 
 
III. General Resources 

Websites .............................................................................................................................. 204 
List Serves & E‐News ............................................................................................................ 207 
Books .................................................................................................................................... 209 
Activities, Expertise, and Peer Resources ............................................................................ 211  

 

TABLE OF CONTENTS 



National Center at UACF 2009 

 

This is not a book...or a manual...or a “how to” guide.  It will not automatically create funds 
for your organization.  It is intended to serve as a collection of resources and information 
that can assist you as your organization plans for sustainability and its future.   

 

Background: 

Keeping Pace During Tough Times: A Creative Resource for Statewide Family Network 

Fundraising evolved out of a need expressed by Statewide Family Networks (SFN) and the 

changing face of the nonprofit economy. 

For over a decade, SFNs have been funded to improve services for children and adolescents 

with serious emotional disturbances and their families by strengthening relationships among 

family members and coalitions of family members, policymakers, and service providers while 

building on the family‐driven, youth‐guided model of system transformation.  System 

transformation builds upon the recognition that family members are the best and most 

effective change agents.  The SFNs are family‐run, nonprofit organizations whose leadership 

evolves from family advocates with experience and expertise in developing a family‐driven, 

youth‐guided system of care.  However, they may lack the business skills necessary to build and 

modify organizational infrastructures that can withstand the economic, leadership, and political 

challenges that can threaten their existence.  Consequently, a large portion of SFNs lack diverse 

funding and financial security measures.   

The National Center for Organizational Development and Sustainability has developed a three‐

phase self assessment to enable SFNs to measure and monitor their organizational 

infrastructure, accountability, and impact on the populations they serve.  In early December 

2007, during the Phase I Organizational Self Assessment that focused on organizational capacity 

and infrastructure, 63% of the grantees reported that they do not have a fund development 

plan for raising the dollars necessary to run their programs.  In addition, 69% stated that their 

board of directors does not assist them in securing necessary funding.  This indicates that a 

majority of the SFNs lacks a sustainability plan.  Therefore, the responsibility to secure 

About this Resource Guide 
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necessary funds will likely fall on the shoulders of a few leaders within the organization, most 

likely the Executive Director or Program Manager.  A recent white paper,1 developed from 

conversations with family leaders across the nation, clearly reinforces the financial planning 

needs of organizations.  Respondents stated that they feel the success of the national family 

movement depends on the ability of organizations and their leaders to: 

1) Provide a unified identity for family organizations; 

2) Represent successful models of organizations and their activities;  

3) Represent a successful pattern for growth and change in organizations;  

4) Standardize the best practices of family organizations on a national level, so that 

organizations can provide their services according to a recognized standard;  

5) Assist in diversifying funding options; and  

6) Develop an approach to fundraising that maintains organizational partnerships 

despite competition. 

While this information has served as energy to encourage organizational efforts to diversify 

and increase their resources, economic changes have finally forced a new way of doing 

business.  Funders do not have the money to invest in social change at the same rate as 

five years ago.  There is more work to do, for a larger population and with less money to do 

it.  SFNs must begin enhancing their fundraising practices to help develop and support their 

infrastructure and promote the sustainability of the mission and vision of their 

organization.   

 

                                                            
1 National Center for Organizational Development and Sustainability, United Advocates for 
Children and Families. (2007). The Family Movement in Children’s Mental Health: The Evolution 
of a National Strategic Plan. Sacramento, CA: Author. 
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NOTE: 

Although this guide was developed by and for SFNs, it 

will be a valuable resource to other nonprofits seeking 

resources on fundraising.  It is our hope that any 

organization seeking additional funding to support their 

mission and vision in serving family, youth, children, 

and the systems that serve them will appreciate the 

value of Keeping Pace During Tough Times and utilize 

the many resources, websites, and tools to sustain their 

work. 

 

Resource Development Process and Target Audience: 

Statewide Family Networks should become self‐sufficient, empowered networks that 

effectively participate in State and local mental health services planning and health care reform 

activities related to improving community based services for children and adolescents with 

serious emotional disturbances and their families.   

Utilizing previously described data, several sustainability topics were selected as a focus for this 

guide.  A team of SFN leaders directed the sustainability target, contents, formatting, and 

dissemination process.  This was an SFN‐driven product, from conception to finalization. 
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The first few pages of this resource will build your understanding and possibly broaden 

your view of fundraising as an integral component of sustainability.  It will also provide you 

with a common base on which to build, using the pages that follow.  The fundraising 

sections are divided into four topical areas: grants, charitable giving, events, and 

accountability.  Each of these topical areas is divided into three parts: 

I. Discussion of the fundraising topic:  The introduction to each topical section 

discusses how the approach might be used as a viable fundraising activity and some 

of the issues a nonprofit must consider. 

II. Statewide Family Network Reflections: Each section also highlights quotes, stories, and 

experiences from other SFNs and family‐run organizations.  The Statewide Family 

Network Reflections provide examples or experiences from other family leaders to help 

you apply or further understand the related information and resources.  Helpful Hints 

are tips that have emerged from the experiences of other SFN leaders and the lessons 

they have learned. 

III. Section appendix 

• Electronic documents and websites 

• Articles, tips, and ideas  

• Forms, templates, and checklists 

The resources are organized in a manner that will help you navigate to areas of interest in 

fundraising and include examples of website pages and electronic information.  For some 

websites, the toolkit provides the portal front page so that you can see what is available.  

Should you see something of interest, you can go directly to the site for further investigation. 

How to Use This Resource 
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Family Leaders are very clear about the trials and challenges of fundraising.  They seem to 

experience up and down periods that can dilute their focus on accomplishing their goals and 

their organization’s mission and vision.  Recently, organizational leaders shared the following 

observations regarding their current fundraising needs. 

 
   

Statewide Family Network Reflections 

“One of the most frustrating aspects of my work as an executive director has been 
board members who refuse to fundraise (or even contribute), and direct me to 

“write grants.”  The assumption is that there is money out there and all one has to 
do to get it is to write something well.  While the former is true, there is money out 

there, the latter could not be farther from the truth.” 

*** 

“I always thought people gave to a good cause.  I guess there are just too many 
good causes out there.” 

*** 

“There are not enough of us.  If we get more money we have more work.” 

*** 

“We have less capacity and resources to devote to these activities than ever. During 
our state's SOC grant, we were pretty strong in these areas ‐ weaker now.” 

*** 
 

“I am not sure we can handle the additional work of raising more money . We can 
hardly do the things we are committed to now.” 

*** 

“We have 9 funding sources.  We will continue to diversify as long as it fits our 
mission.” 

*** 

Page 5
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What is sustainability?  Sustainability, in a broad sense, is the capacity of maintaining a 

certain process or state.  It may mean different things to each leader, but to the nonprofit 

organization sustainability means survival no matter how you define it.   

Sustainability embraces three critical areas that each warrant individualized attention: 

financing, capacity, and governance.  When leaders focus on only one area, the 

infrastructure will be in jeopardy of failing to support the basic infrastructure needs of the 

organization. 

Important Stops on the Road to Sustainability
 

Financing  • Adequate financial resources to carry out mission 
• Fundraising 
• Proper accounting practices 
• Internal check and balances on budget management 

Capacity  • Leadership 
• Appropriate human resource policies 
• Adequate and prepared staff 
• Sufficient equipment and office space 
• Partners and collaborative stakeholders 
• Strategic planning 
• Marketing 
• Evaluation and program quality improvement 

Governance  • Active and skilled membership 
• Governing body that follows nonprofit regulation and requirements 
• Internal and external accountability practices 
• Board that promotes the organizational mission and vision 
• Fundraising committee 

 

A Few Words about 
Sustainability 
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The current environment of the nonprofit world has created a market of crowding, 

competition, and a scramble for funding.  Nonprofits, no matter where or how they received 

the money and resources to get where they are today, are realizing the hardships associated 

with transitioning from a philanthropic approach to a business one.  Moreover, they are 

struggling to garner the necessary resources to continue their work and meet their mission 

goals.   
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There are many opportunities available for organizations in today’s nonprofit world to build 

their sustainability potential.   While many SFNs rely upon traditional methods of garnering 

necessary funds, such as writing grants and seeking donations, many are turning to other 

practices, such as direct service delivery. 

Service delivery is the provision of services for a program’s population of interest.  Service 

delivery is often considered an arm of provider networks and includes professional services 

provided to families, youth, and children, such as counseling, intervention, and therapy.  

However, service delivery has taken on a new face and nontraditional providers are emerging 

as service providers, such as family organizations, churches, and other community groups.  

Family organization service delivery may include case management, training, advocacy, direct 

support, or other approaches to working one‐on‐one with families receiving mental health 

services. 

Service delivery is not new to many SFNs and has been utilized at in increasing rate for the past 

two decades.  What has changed is the funding source that pays for the delivered services.  

More SFNS, organizations, and family leaders are becoming certified Medicaid Providers and 

billing for their services, just as other mental health providers. 

Participating in the service delivery arena with other providers is a sophisticated process and 

requires an organizational infrastructure that can support the capacity, resources, and 

requirements required to receive payment.  Please refer to these resources if you would like 

more information on service delivery requirements, opportunities, and challenges. 

 

Center for Medicaid and Medicare 
Services 

http://www.cms.hhs.gov/home/medicaid.asp 

GA Parent Support Network 
Sue Smith, Executive Director 

susmith@mindspring.com 

Family Involvement Center 
Jane Kallal, Executive Director 
info@familyinvolvementcenter.org 

Evolving Practices in 
Sustainability & Fundraising 
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People often  think of nonprofit  fundraising as  small  special events,  like  lemonade  stands or 

bake sales, or collecting a  lot of donations.   But,  fundraising can span several approaches to 

the acquisition of funds to assist nonprofit organizations in meeting the goals of their mission 

and vision.   Fundraising  is a  fairly  straightforward  field—even  the name  is plain and  simple.  

We need money and  to get  it, we have  to  raise  it.   There are many ways  to “raise money.”  

Fundraising  is  any  activity  undertaken  to  generate  revenue.  This  toolkit  breaks  down 

fundraising into three approaches: 1) grants and contracts, 2) charitable giving, and 3) events.  

While  there  may  be  overlap  in  methods  and  resources,  these  approaches  each  warrant 

attention as potential ways  to provide  for your organization’s sustainability. Below  is a brief 

comparison  of  some  of  the  potential  advantages  and  challenges  to  each  of  the  three 

approaches to fundraising. 

Fundraising 
Approach 

Advantages  Challenges 

Grants  • Generally easier to access larger amounts of 
money 

• Allows some flexibility in spending 
• Generate dollars to supplement  core 

funding 
• Do not include an investment of upfront 

funds 
• May allow access to technical assistance 

• May require in‐kind match  
• May restrict population of interest and 

activities 
• Non recurring or time limited 
• May require additional activities or 

obligations 

Charitable 
Giving 

Solicitation 

Direct 
Marketing 

• Can be directed to individuals 
• Requires less upfront time and costs 
• Overall, least cost and most efficient 

• Requires ability to ask for money 
• Often requires an extensive list of potential 

donors 

• Can include direct mail and telemarketing 
(phone approaches more effective than 
direct mail) 

• Requires lead time and funds for start up 
• Requires leadership that is experienced in 

direct marketing 
Events  • Can provide extensive publicity about the 

organization and the mission 
• May lead to increased membership 
• Can bring in funds through public awareness 

• Very labor intensive 
• Can require upfront funds 
• Can drain organizational labor resources 

A Closer Look at Fundraising 

Page 9



National Center at UACF 2009 

 
 
 
 
 
 
 
 
Nonprofit boards of directors play a crucial role in developing fundraising strategies.  A board 
that is enthusiastic about fundraising and determined to succeed helps promote the SFN 
organizational long‐term fiscal health and longevity. 

Boards of Directors are generally charged with ensuring the organization has adequate 
resources to carry out the mission and vision of the organization.  Organizations require funds 
and resources to do this.  Nonprofit experts agree that Boards have a responsibility to 
participate in fundraising as a component of their role and responsibilities to the organization. 

To do this, it is critical that the Board include members with the necessary capacity, skill, and 
expertise in fundraising and budget management.  The selection of appropriate members will 
help form a Board that has the balance and capacity to support the resource needs of the 
organization and its programs.   

Building a Board Competent in Fundraising 
Form a search committee to prepare a list of candidates for the entire Board. 

Assess the current Board and look for talents that are missing. 

Look for diversity as well as population representation. 

Find people who are truly committed to your organization’s success.  

Select people who will likely become, or are a significant influence to, the family movement. 

Develop a wish list of potential Board members and actively recruit them. 

Hold an orientation for potential Board members so they can get acquainted with your organizational 
culture, needs, and policies. 
Make raising funds an integral focus of the Board of Directors job description and in the organizational 
bylaws. 
Interview potential Board members and ask about their views of Board roles and responsibilities in 
fundraising and governance. 
Consider the development of a separate committee of trustees or advisors whose role revolves 
around fundraising. 
 

When you have an active Board that understands and appreciates their role and responsibility 

to fundraise, there are many approaches through which to engage them. 

Board of Directors Role in 
Fundraising 
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Some fundraising activities for Board of Directors can include: 

 Make financial contributions to the extent of their capacity  

 Solicit contributions from friends, relatives, and colleagues  

 Recruit new members of the board of directors with the "clout" and connections to 

ensure the success of the fundraising effort 

 Participate as an active member of the fundraising committee or in fundraising strategic 

planning 

 Create a fundraising entity separate from the board of directors, such as trustees 

 Evaluate individual and group fundraising outcomes 

Additional Resources 

Fundraising Responsibilities of Nonprofit Boards, Second Edition, James M. Greenfield  
Shows board members how to support fundraising efforts, explains strategies, offers guidelines for 
evaluating the results of efforts, and recommends helpful ways that board members can be involved. 
  
Fund Raising Realities Every Board Member Must Face: A 1‐Hour Crash Course on Raising Major Gifts 
for Nonprofit Organizations, David Lansdowne, Emerson & Church 
A resource to help Board members get up to speed with their fundraising responsibilities. 
 

Contribute

Solicit

Recruit

Participate

Create

Evaluate
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GRANTS 
A grant is a form of financial aid that does not need to be repaid.  They 
are typically given to organizations that demonstrate need among their 

population of focus, financial need, and organizational capacity to 
provide positive outcomes. 
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Statewide Family Network organizations can solicit funds through grants from a variety of 

sources.  Sources might include the federal, state, and local government; small and large 

businesses; foundations; United Way; religious organizations; professional associations and 

unions; and other nonprofit 

organizations. 

There are generally two types of 

grants: solicited and unsolicited.  

Solicited grants are opportunities 

associated with “Invitations to Bid” 

and “Requests for Proposals” where 

the grantor seeks proposals from 

eligible entities to undertake a 

particular scope of work that it has 

defined.  Unsolicited grants are 

those opportunities in which an 

organization directly solicits the 

grantor for funds to undertake a 

scope of work it has defined that is 

relevant to the purpose and 

objectives of the potential grantor.   

Grants can be very helpful to an 

organization as a means to generate 

resources to supplement its core 

funding and help achieve its 

mission.  However, the key is to 

A.  Grants and the Statewide Family Network

Note:

 Most grant funds are typically non‐recurring revenues, 

meaning they are time‐limited.  Therefore, it is not a 

good idea to budget time‐limited funds for recurring 

costs, such as key staff salaries.   Instead, grant funds 

should be used for non‐recurring costs that include 

expanding infrastructure and institutional knowledge.  

Examples of infrastructure include computer 

equipment, desks, chairs, accounting software, desk top 

publishing software, membership database software, 

and projectors.  Examples of institutional knowledge 

might include subscriptions to professional journals, 

books, attendance at professional conferences, and 

training.  It is also important to keep in mind that this 

recommendation is best practice, however, many 

organizations are sometimes faced with the need to 

“patch together” salary dollars for key staff in start‐up 

phases as the organization is implementing a 

development plan that will generate recurring dollars. 
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secure grant funding that does, in fact, support the agency’s operation and does not require 

significant additional operational obligations (especially obligations that are not directly 

connected to the agency’s mission).   Also, grants typically contain a hidden obstacle, 

namely, they are often time limited. 

While some grants do not require a lot of staff time, they do involve a certain level of 

expertise and quality that could be lacking in organizational leadership.  Also, grants do not 

require development or up‐front funds.  It is very important that an organization identifies 

the most probable funders and what the funders want, especially if attempting to secure an 

unsolicited grant.   
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Federation of Families for Children’s Mental Health, Denver, CO 

Tom Dillingham, Executive Director 

I have hired a grant writer and I have learned many valuable lessons from our collaboration.  

Make the proposal easy for the reviewer to find the information that is requested.  Grant 

writing is not an exercise in good writing; it is an exercise in feeding the information to the 

reviewer.  Follow the directions carefully; if a section asks for information on your outreach 

activities, only address your outreach activities.  Prepare the proposal in the order that the RFP 

has requested and described, including sub‐headings for the information.  Try to use similar 

language that is in the RFP.  I always have an objective outside person read our proposals to 

catch grammar and spelling errors, and to make sure that all the sections flow together, and 

that our budget and timeline includes everything that was in the narrative.  In your needs 

section, include national, state, local, and program specific data and input in that order so that 

it flows to the program level.  Try to include some anecdotal information, small stories about 

the families and youth that you will be serving.  This will humanize your grant and appeal to the 

passion of the funders. 

 

Idaho Federation of Families for Children’s Mental Health 

Courtney Lester, Executive Director 

First, pay close attention to what you are writing for.  Sometimes we write for a specific project 

and then when we get the grant it was harder to implement than what we expected (such as 

working with other agencies).  I would suggest always having a backup plan for a grant 

proposal, because it could be funded at a lesser level, such as requested $5,000 and received 

$2,000.  How is the reduction going to influence what you are able to do?  Negotiate realistic 

outcomes to match funding amounts.  Make sure you can complete the grant deliverables in 

some capacity regardless of the funding level.  

Statewide Family Network Reflections
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We always apply for Idaho Community Foundation grants and they are relatively easy to get. 

There is a library in Idaho that produces a book about Idaho foundations each year.  I go 

through the book and look up the names and towns where the foundation owner resides.  

Then, I give each of my board members that live in that area a list of the foundations to contact. 

That way, they can approach the foundation owners directly to find out if we can submit letters 

of proposals.   

 

We are grantstation.com members and host a weekly grant email update.  We are always 

looking at those for potential grant opportunities.  We host a bachelor auction that is always a 

success and the unobligated funds support grant research and marketing.  Finally, we have 

been written into grants as a fiscal agent for some of the system of care councils to utilize our 

nonprofit status as a pass through.  We charge a 10% administration fee, which provides us a 

little extra revenue without burdening staff. 

 

NAMI Missouri 

Cindi Keele, Executive Director 

I was fortunate in my career to find an outstanding grantwriting trainer who emphasized 

accountability and results.  His training was so helpful that I attended it three times, learning a 

little more each time.  I have summed up this grant writing “wisdom of the ages.” 

 

Excellent writing skills are essential, but writing skill alone will not inspire foundations to invest 

in you and your organization. Cultivating relationships is important.  Visit, preferably in person 

with the foundations key staff and tell your organization’s story.  Share your goals.  Find out 

how your aspirations match with their passion and expectations.  Foundations are made up of 

people who give to other people.  Your volunteers and staff have the passion, experience and 

skills.  Talk about their qualities and attributes.  Make sure the grantor knows your organization 

is populated by the kind of people who will do whatever it takes to produce the promised 

results.  Speak about past successes.  Funders see this as an indicator of future success.  Include 
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all you can to show your organization is a safe investment.  Strong fiscal accountability is a huge 

plus.  If you have had good audits (no material weaknesses), share that to promote confidence.  

 

 

 

 

 

 

   

• Keep your overhead practical and within grant 
guidelines.

• Document the time of volunteers as "in kind".

• After you receive the grant, meet as a team and 
make plans to exceed all grant requirements.

• Remember, your grant application is an 
opportunity to sell your organization and the 
work you do.

Helpful 
Hints
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Grants Appendix 

 

 Electronic Documents and Websites 
 Articles, Tips, and Ideas 
 Forms, Templates, and Checklists 
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Catalog of Federal Domestic Assistance‐Writing Grants and Proposals 
Grant writing including conception, proposal development, and submission 
 
Foundation Center‐Grant Seeking Assistance for Nonprofit Organizations 
Information and registration for researching and identifying sources of funding 
 
USA.gov for Nonprofits 
Home  page  of  Grants.gov  with  links  to  information  and  resources  to  federal  grant 
opportunities 
 
Free Management Library‐Nonprofit Fundraising and Grant Writing 
Fundraising and grant writing resource links; everything from basic grant writing to board roles 
in fundraising 
 
  
 

Grants 
Electronic Documents and Websites 
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Skip Navigation 
Home | FAQ | Privacy | Feedback | About The CFDA Website | Search 

Developing And Writing Grant Proposals 
 
PART ONE: DEVELOPING A GRANT PROPOSAL

Preparation

A successful grant proposal is one that is well-prepared, thoughtfully planned, and concisely packaged. 
The potential applicant should become familiar with all of the pertinent program criteria related to the 
Catalog program from which assistance is sought. Refer to the information contact person listed in the 
Catalog program description before developing a proposal to obtain information such as whether funding 
is available, when applicable deadlines occur, and the process used by the grantor agency for accepting 
applications. Applicants should remember that the basic requirements, application forms, information and 
procedures vary with the Federal agency making the grant award.

Individuals without prior grant proposal writing experience may find it useful to attend a grantsmanship 
workshop. A workshop can amplify the basic information presented here. Applicants interested in 
additional readings on grantsmanship and proposal development should consult the references listed at 
the end of this section and explore other library resources.

INITIAL PROPOSAL DEVELOPMENT

Developing Ideas for the Proposal

When developing an idea for a proposal it is important to determine if the idea has been considered in the 
applicant's locality or State. A careful check should be made with legislators and area government 
agencies and related public and private agencies which may currently have grant awards or contracts to 
do similar work. If a similar program already exists, the applicant may need to reconsider submitting the 
proposed project, particularly if duplication of effort is perceived. If significant differences or improvements 
in the proposed project's goals can be clearly established, it may be worthwhile to pursue Federal 
assistance.

Community Support

Community support for most proposals is essential. Once proposal summary is developed, look for 
individuals or groups representing academic, political, professional, and lay organizations which may be 
willing to support the proposal in writing. The type and caliber of community support is critical in the initial 

http://12.46.245.173/pls/portal30/CATALOG.GRANT_PROPOSAL_DYN.show (1 of 9) [7/9/2008 4:52:55 PM]
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and subsequent review phases. Numerous letters of support can be persuasive to a grantor agency. Do 
not overlook support from local government agencies and public officials. Letters of endorsement detailing 
exact areas of project sanction and commitment are often requested as part of a proposal to a Federal 
agency. Several months may be required to develop letters of endorsement since something of value (e.
g., buildings, staff, services) is sometimes negotiated between the parties involved.

Many agencies require, in writing, affiliation agreements (a mutual agreement to share services between 
agencies) and building space commitments prior to either grant approval or award. A useful method of 
generating community support may be to hold meetings with the top decision makers in the community 
who would be concerned with the subject matter of the proposal. The forum for discussion may include a 
query into the merits of the proposal, development of a contract of support for the proposal, to generate 
data in support of the proposal, or development of a strategy to create proposal support from a large 
number of community groups.

Identification of a Funding Resource

A review of the Objectives and Uses and Use Restrictions sections of the Catalog program description can 
point out which programs might provide funding for an idea. Do not overlook the related programs as 
potential resources. Both the applicant and the grantor agency should have the same interests, intentions, 
and needs if a proposal is to be considered an acceptable candidate for funding.

Once a potential grantor agency is identified, call the contact telephone number identified in Information 
Contacts and ask for a grant application kit. Later, get to know some of the grantor agency personnel. Ask 
for suggestions, criticisms, and advice about the proposed project. In many cases, the more agency 
personnel know about the proposal, the better the chance of support and of an eventual favorable 
decision. Sometimes it is useful to send the proposal summary to a specific agency official in a separate 
cover letter, and ask for review and comment at the earliest possible convenience. Always check with the 
Federal agency to determine its preference if this approach is under consideration. If the review is 
unfavorable and differences cannot be resolved, ask the examining agency (official) to suggest another 
department or agency which may be interested in the proposal. A personal visit to the agency's regional 
office or headquarters is also important. A visit not only establishes face-to-face contact, but also may 
bring out some essential details about the proposal or help secure literature and references from the 
agency's library.

Federal agencies are required to report funding information as funds are approved, increased or 
decreased among projects within a given State depending on the type of required reporting. Also, consider 
reviewing the Federal Budget for the current and budget fiscal years to determine proposed dollar 
amounts for particular budget functions.

The applicant should carefully study the eligibility requirements for each Federal program under 
consideration (see the Applicant Eligibility section of the Catalog program description). The applicant may 
learn that he or she is required to provide services otherwise unintended such as a service to particular 
client groups, or involvement of specific institutions. It may necessitate the modification of the original 
concept in order for the project to be eligible for funding. Questions about eligibility should be discussed 
with the appropriate program officer.

Deadlines for submitting applications are often not negotiable. They are usually associated with strict 
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timetables for agency review. Some programs have more than one application deadline during the fiscal 
year. Applicants should plan proposal development around the established deadlines.

Getting Organized to Write the Proposal

Throughout the proposal writing stage keep a notebook handy to write down ideas. Periodically, try to 
connect ideas by reviewing the notebook. Never throw away written ideas during the grant writing stage. 
Maintain a file labeled "Ideas" or by some other convenient title and review the ideas from time to time. 
The file should be easily accessible. The gathering of documents such as articles of incorporation, tax 
exemption certificates, and bylaws should be completed, if possible, before the writing begins.

REVIEW

Criticism

At some point, perhaps after the first or second draft is completed, seek out a neutral third party to review 
the proposal working draft for continuity, clarity and reasoning. Ask for constructive criticism at this point, 
rather than wait for the Federal grantor agency to volunteer this information during the review cycle. For 
example, has the writer made unsupported assumptions or used jargon or excessive language in the 
proposal?

Signature

Most proposals are made to institutions rather than individuals. Often signatures of chief administrative 
officials are required. Check to make sure they are included in the proposal where appropriate.

Neatness

Proposals should be typed, collated, copied, and packaged correctly and neatly (according to agency 
instructions, if any). Each package should be inspected to ensure uniformity from cover to cover. Binding 
may require either clamps or hard covers. Check with the Federal agency to determine its preference. A 
neat, organized, and attractive proposal package can leave a positive impression with the reader about 
the proposal contents.

Mailing

A cover letter should always accompany a proposal. Standard U.S. Postal Service requirements apply 
unless otherwise indicated by the Federal agency. Make sure there is enough time for the proposals to 
reach their destinations. Otherwise, special arrangements may be necessary. Always coordinate such 
arrangements with the Federal grantor agency project office (the agency which will ultimately have the 
responsibility for the project), the grant office (the agency which will coordinate the grant review), and the 
contract office (the agency responsible for disbursement and grant award notices), if necessary.

PART TWO: WRITING THE GRANT PROPOSAL
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The Basic Components of a Proposal

There are eight basic components to creating a solid proposal package: (1) the proposal summary; (2) 
introduction of organization; (3) the problem statement (or needs assessment); (4) project objectives; (5) 
project methods or design; (6) project evaluation; (7) future funding; and (8) the project budget. The 
following will provide an overview of these components.

The Proposal Summary: Outline of Project Goals

The proposal summary outlines the proposed project and should appear at the beginning of the proposal. 
It could be in the form of a cover letter or a separate page, but should definitely be brief -- no longer than 
two or three paragraphs. The summary would be most useful if it were prepared after the proposal has 
been developed in order to encompass all the key summary points necessary to communicate the 
objectives of the project. It is this document that becomes the cornerstone of your proposal, and the initial 
impression it gives will be critical to the success of your venture. In many cases, the summary will be the 
first part of the proposal package seen by agency officials and very possibly could be the only part of the 
package that is carefully reviewed before the decision is made to consider the project any further.

The applicant must select a fundable project which can be supported in view of the local need. 
Alternatives, in the absence of Federal support, should be pointed out. The influence of the project both 
during and after the project period should be explained. The consequences of the project as a result of 
funding should be highlighted.

Introduction: Presenting a Credible Applicant or Organization

The applicant should gather data about its organization from all available sources. Most proposals require 
a description of an applicant's organization to describe its past and present operations. Some features to 
consider are:

●     A brief biography of board members and key staff members.

●     The organization's goals, philosophy, track record with other grantors, and any success stories.

●     The data should be relevant to the goals of the Federal grantor agency and should establish the 
applicant's credibility.

The Problem Statement: Stating the Purpose at Hand

The problem statement (or needs assessment) is a key element of a proposal that makes a clear, concise, 
and well-supported statement of the problem to be addressed. The best way to collect information about 
the problem is to conduct and document both a formal and informal needs assessment for a program in 
the target or service area. The information provided should be both factual and directly related to the 
problem addressed by the proposal. Areas to document are:

●     The purpose for developing the proposal.
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●     The beneficiaries -- who are they and how will they benefit.

●     The social and economic costs to be affected.

●     The nature of the problem (provide as much hard evidence as possible).

●     How the applicant organization came to realize the problem exists, and what is currently being 
done about the problem.

●     The remaining alternatives available when funding has been exhausted. Explain what will happen 
to the project and the impending implications.

●     Most importantly, the specific manner through which problems might be solved. Review the 
resources needed, considering how they will be used and to what end.

There is a considerable body of literature on the exact assessment techniques to be used. Any local, 
regional, or State government planning office, or local university offering course work in planning and 
evaluation techniques should be able to provide excellent background references. Types of data that may 
be collected include: historical, geographic, quantitative, factual, statistical, and philosophical information, 
as well as studies completed by colleges, and literature searches from public or university libraries. Local 
colleges or universities which have a department or section related to the proposal topic may help 
determine if there is interest in developing a student or faculty project to conduct a needs assessment. It 
may be helpful to include examples of the findings for highlighting in the proposal.

Project Objectives: Goals and Desired Outcome

Program objectives refer to specific activities in a proposal. It is necessary to identify all objectives related 
to the goals to be reached, and the methods to be employed to achieve the stated objectives. Consider 
quantities or things measurable and refer to a problem statement and the outcome of proposed activities 
when developing a well-stated objective. The figures used should be verifiable. Remember, if the proposal 
is funded, the stated objectives will probably be used to evaluate program progress, so be realistic. There 
is literature available to help identify and write program objectives.

Program Methods and Program Design: A Plan of Action

The program design refers to how the project is expected to work and solve the stated problem. Sketch 
out the following:

●     The activities to occur along with the related resources and staff needed to operate the project 
(inputs).

●     A flow chart of the organizational features of the project. Describe how the parts interrelate, where 
personnel will be needed, and what they are expected to do. Identify the kinds of facilities, 
transportation, and support services required (throughputs).

●     Explain what will be achieved through 1 and 2 above (outputs); i.e., plan for measurable results. 
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Project staff may be required to produce evidence of program performance through an examination 
of stated objectives during either a site visit by the Federal grantor agency and or grant reviews 
which may involve peer review committees.

●     It may be useful to devise a diagram of the program design. For example, draw a three column 
block. Each column is headed by one of the parts (inputs, throughputs and outputs), and on the left 
(next to the first column) specific program features should be identified (i.e., implementation, 
staffing, procurement, and systems development). In the grid, specify something about the program 
design, for example, assume the first column is labeled inputs and the first row is labeled staff. On 
the grid one might specify under inputs five nurses to operate a child care unit. The throughput 
might be to maintain charts, counsel the children, and set up a daily routine; outputs might be to 
discharge 25 healthy children per week. This type of procedure will help to conceptualize both the 
scope and detail of the project.

●     Wherever possible, justify in the narrative the course of action taken. The most economical method 
should be used that does not compromise or sacrifice project quality. The financial expenses 
associated with performance of the project will later become points of negotiation with the Federal 
program staff. If everything is not carefully justified in writing in the proposal, after negotiation with 
the Federal grantor agencies, the approved project may resemble less of the original concept. 
Carefully consider the pressures of the proposed implementation, that is, the time and money 
needed to acquire each part of the plan. A Program Evaluation and Review Technique (PERT) 
chart could be useful and supportive in justifying some proposals.

●     Highlight the innovative features of the proposal which could be considered distinct from other 
proposals under consideration.

●     Whenever possible, use appendices to provide details, supplementary data, references, and 
information requiring in-depth analysis. These types of data, although supportive of the proposal, if 
included in the body of the design, could detract from its readability. Appendices provide the 
proposal reader with immediate access to details if and when clarification of an idea, sequence or 
conclusion is required. Time tables, work plans, schedules, activities, methodologies, legal papers, 
personal vitae, letters of support, and endorsements are examples of appendices.

Evaluation: Product and Process Analysis

The evaluation component is two-fold: (1) product evaluation; and (2) process evaluation. Product 
evaluation addresses results that can be attributed to the project, as well as the extent to which the project 
has satisfied its desired objectives. Process evaluation addresses how the project was conducted, in 
terms of consistency with the stated plan of action and the effectiveness of the various activities within the 
plan.

Most Federal agencies now require some form of program evaluation among grantees. The requirements 
of the proposed project should be explored carefully. Evaluations may be conducted by an internal staff 
member, an evaluation firm or both. The applicant should state the amount of time needed to evaluate, 
how the feedback will be distributed among the proposed staff, and a schedule for review and comment 
for this type of communication. Evaluation designs may start at the beginning, middle or end of a project, 
but the applicant should specify a start-up time. It is practical to submit an evaluation design at the start of 
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a project for two reasons:

●     Convincing evaluations require the collection of appropriate data before and during program 
operations; and,

●     If the evaluation design cannot be prepared at the outset then a critical review of the program 
design may be advisable.

Even if the evaluation design has to be revised as the project progresses, it is much easier and cheaper to 
modify a good design. If the problem is not well defined and carefully analyzed for cause and effect 
relationships then a good evaluation design may be difficult to achieve. Sometimes a pilot study is needed 
to begin the identification of facts and relationships. Often a thorough literature search may be sufficient.

Evaluation requires both coordination and agreement among program decision makers (if known). Above 
all, the Federal grantor agency's requirements should be highlighted in the evaluation design. Also, 
Federal grantor agencies may require specific evaluation techniques such as designated data formats (an 
existing information collection system) or they may offer financial inducements for voluntary participation in 
a national evaluation study. The applicant should ask specifically about these points. Also, consult the 
Criteria For Selecting Proposals section of the Catalog program description to determine the exact 
evaluation methods to be required for the program if funded.

Future Funding: Long-Term Project Planning

Describe a plan for continuation beyond the grant period, and/or the availability of other resources 
necessary to implement the grant. Discuss maintenance and future program funding if program is for 
construction activity. Account for other needed expenditures if program includes purchase of equipment.

The Proposal Budget: Planning the Budget

Funding levels in Federal assistance programs change yearly. It is useful to review the appropriations over 
the past several years to try to project future funding levels (see Financial Information section of the 
Catalog program description).

However, it is safer to never anticipate that the income from the grant will be the sole support for the 
project. This consideration should be given to the overall budget requirements, and in particular, to budget 
line items most subject to inflationary pressures. Restraint is important in determining inflationary cost 
projections (avoid padding budget line items), but attempt to anticipate possible future increases.

Some vulnerable budget areas are: utilities, rental of buildings and equipment, salary increases, food, 
telephones, insurance, and transportation. Budget adjustments are sometimes made after the grant 
award, but this can be a lengthy process. Be certain that implementation, continuation and phase-down 
costs can be met. Consider costs associated with leases, evaluation systems, hard/soft match 
requirements, audits, development, implementation and maintenance of information and accounting 
systems, and other long-term financial commitments.

A well-prepared budget justifies all expenses and is consistent with the proposal narrative. Some areas in 
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need of an evaluation for consistency are: (1) the salaries in the proposal in relation to those of the 
applicant organization should be similar; (2) if new staff persons are being hired, additional space and 
equipment should be considered, as necessary; (3) if the budget calls for an equipment purchase, it 
should be the type allowed by the grantor agency; (4) if additional space is rented, the increase in 
insurance should be supported; (5) if an indirect cost rate applies to the proposal, the division between 
direct and indirect costs should not be in conflict, and the aggregate budget totals should refer directly to 
the approved formula; and (6) if matching costs are required, the contributions to the matching fund should 
be taken out of the budget unless otherwise specified in the application instructions.

It is very important to become familiar with Government-wide circular requirements. The Catalog identifies 
in the program description section (as information is provided from the agencies) the particular circulars 
applicable to a Federal program, and summarizes coordination of Executive Order 12372, 
"Intergovernmental Review of Programs" requirements in Appendix I. The applicant should thoroughly 
review the appropriate circulars since they are essential in determining items such as cost principles and 
conforming with Government guidelines for Federal domestic assistance.

GUIDELINES AND LITERATURE

United States Government Manual 
Superintendent of Documents 
U.S. Government Printing Office 
Washington, DC 20402

OMB Circular Nos. A-87, A-102, A-110, and A-133, and Executive Order 12372: 
Publications Office 
Office of Administration 
Room 2200, 725 Seventeenth Street, NW. 
Washington, DC 20503 

Government Printing Office (GPO) Resources

The government documents identified above as available from the GPO can be requested (supply the 
necessary identifying information) by writing to:

Superintendent of Documents 
Government Printing Office 
Washington, DC 20402

Regional and Federal Depository Libraries

Regional libraries can arrange for copies of Government documents through an interlibrary loan. All 
Federal Depository Libraries will receive copies of the Catalog directly. A list of depository and regional 
libraries is available by writing: Chief, Library Division, Superintendent of Documents, Stop SLL, 
Washington, DC 20402.
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Board's Role in Fundraising

How Can Our Board Members Help Raise Money?(click on 
Fundraising and scroll down), How Can I Get My Board 
Involved in Fundraising?(click on Fundraising and scroll down) 
How To Recruit Your Volunteer Fund-Raising Team  
Five Things One Board Member Can Do to Raise $100 to 
$5,000 
Development Director Needs More Than A Smile And A 
Shoeshine, But It's A Good Start 

Registration for Fundraising Activities

Unified Registration Statement 
Does Fundraising on the Internet Require Registration in Every 
State? 
How is fundraising regulated in the US? 

Grantwriting and Proposals -- How 
Much to Ask For and Asking for It

How Much Should I ask for? 

How Do I Figure Out How Much to Ask Someone for My 
Organization?(click on Fundraising and scroll down) 
Rating and Evaluating Prospects: Whom Do You Ask For How 
Much 
Asking For The Money: If You Don't Ask You Don't Get 

Quit Tips: What is a Proposal? What's the 
Best Way to write a Proposal?

Getting Started 
What Characterizes a Good Proposal? 
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Nonprofit Fundraising and Grantwriting

Is It Grant Writing or Proposal Writing 
The Inner Secrets of Successful Proposals 

Guides to Writing Proposals

A Grant Seeker's Guide to the Internet 
key considerations when developing a computer system 
proposal 
The Foundation Center's Proposal Writing Short Course 
Beginning Grant Writing: An Educator's Guide  

There are many! Look around at the sites referenced above in 
this section "Grantwriting and Proposals ..." Also see the 
General Resources section below.  

Designing Evaluation Methodologies to 
Include in Your Grants

Funders expect nonprofits to say how they will spend the 
funder's money and do so in an effective fashion -- and be able 
to prove that they spent the money in an effective fashion. 
Usually that proof requires an evaluation. Thus, funders often 
want nonprofits to include in their grant requests, descriptions 
of how they will evaluate the project being funded by the 
grants. The reader would benefit from reading: 
Basic Guide to Program Evaluation 

Fundraising Online Using the Internet/
Web

This topics has exploded! It would be extremely difficult to list 
most of the articles and sites in regard to this topic. Thanks to 
Jayne Cravens for suggesting many of the following sites!) 

Basics and getting started

How Can We Use the Internet for Fundraising? 
What About Using the Internet for Fundraising? 
Online Fundraising Training Center 
How Will the Net Effect the Work of Fundraisers? 
Elementary E-Philanthropy 
Charity Begins Online 
Charity Begins Online 
Shopping for a Cause 
A New Way to Give Sites let people donate to charity while 
surfing, shopping online 
Buy a Buffalo! 
Where Charity Begins Online 
Philanthropic start-up links content with charity 
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How will the Net Affect the work of Fundraisers? 

Fundraising resources on the net

Where are useful nonprofit & fundraising resources on the net? 
Fundsnet 
Web-based grant applications 
Is there information about foundations on the Web? 

Online donation services, eg, credit card 
services, matching programs, etc.

What to Look for in an Online Donation Service 
How Can We Use Helping.org to Get Online Donations 

Online shopping malls that donate to 
nonprofits

Profiting from Nonprofits (includes review of numerous malls) 
Ringing Up a New Way to Give Growth of online shopping 
malls ... 
Charitable Shopping Sites: A Sampler 
Online shoppers head to Web malls on behalf of charities 

Other Perspectives

Cultural and Nonprofit Facilities Funds (financing construction 
and upgrading of facilities.) 

General resources regarding fundraising 
online

Internet Prospector 
resources for fundraising online 
online fundraising 

Fundraising Software

How Do We Select Fundraising Software? (click on 
Fundraising and scroll down) 
Fundraising Software Products 

Hiring a Fundraiser

Should You Hire a Fundraiser?
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Asking For The Money Is The Job Of The Leadership ... 
What should we look for in a director of development and what 
is the typical salary range? (click on Fundraising and scroll 
down) 

If So, How Much Should They Be Paid? 

What should we look for in a director of development and what 
is the typical salary range?(click on Fundraising and scroll 
down) 
If You Hire a Fundraiser, How Should They Be Paid? 
Can Fundraisers be Paid a Percent of the Amount Raised? 
Argument Against Paying Development Professionals Based 
Upon The Amount Of Funds Raised 

If You're Asked to Be a Fundraiser

To Consult, Or Not To Consult - That Is The Question ... 
Beginning A Career In Non-Profit Fund-Raising 
So, You Were Asked To Volunteer And To Work On A Fund-
Raising Campaign 

Potential Pitfalls with the IRS

You should carefully consider whether you should hire an 
outside fundraiser, or hire your own employee. The IRS pays 
increasing attention to the hiring of independent contractors. 
Potential Issues in Hiring Consultants (general information and 
IRS-related issues) 

General Resources

Variety of Information for Beginners

Alliance for Nonprofit Organizations(click on Fundraising and 
scroll down) 
Nonprofit FAQ 
 
Tony Poderis provides a wonderful, comprehensive site 
Learning Institute for Nonprofit Organizations  
GrantProposal.com's 

Variety of Information for More 
Experienced Practitioners

Foundation Finder (database to 50,000 private and community 
funders) 
Foundation Center 
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Grantsmanship Center 
Chronicle of Philanthropy 
Philanthropy Journal Online 
Tony Poderis provides a wonderful, comprehensive site 
Nonprofit FAQ 
Philanthropy News Network Online 
Online Fundraising Training Center 
Cause-Related Marketing (aspect of Social Enterpreneurship) 

Assessing Your Fundraising 
Knowledge and Practices

To conduct a general audit of your fundraising practices, see 
Fundraising Indicators. 

 

For the Category of Fundraising 
(Nonprofit):

Related Library Topics

Recommended Books

Field Guide to Nonprofit 
Program Design, 
Marketing and Evaluation 

by Carter McNamara, 
published by Authenticity 
Consulting, LLC. There are 
few books, if any, that explain 
how to carefully plan, organize 
and develop a nonprofit 
program to appeal to funders. 
Also, too many books 
completely separate the highly 
integrated activities of 
planning, marketing and 
evaluating programs. This 
book integrates all three into a 
comprehensive, 
straightforward approach that 
anyone can follow in order to 
provide high-quality programs 
with strong appeal to funders. 
Includes many online forms 
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that can be downloaded. Many 
materials in this Library topic 
are adapted from this book. 

The following books are recommended because of their highly 
practical nature and often because they include a wide range of 
information about this Library topic. To get more information 
about each book, just hover your cursor over the image of the 
book. A "bubble" of information will be displayed. You can 
click on the title of the book in that bubble to get more 
information, too.

    

    

    

  
Free Management Library: Copyright 1997-2008, Authenticity Consulting, LLC. 
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Science Careers Forum‐Ten Commandments of Private Foundation Grant Proposals 
Discussion of the best approach to foundation grant submissions and understanding the unique 
differences between foundation grants and government grants 
 
Corporation for Public Broadcasting ‐Grant Proposal Writing Tips 
Basic grant writing information including preparation, development, and follow up 
 
Nonprofit Guides‐Nonprofit Tools 
Basic steps to organize proposals 
 
Tony Poderis‐Challenge/Matching Gift Programs for Your Fund‐Raising Campaigns 
Discussion of challenge grant essentials and the process for developing and implementing a successful 
challenge grant program 
 

Grants 
Articles, Tips, and Ideas 
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●     Jobs ●     Funding ●     Meetings and Events ●     Career Development ●     For Advertisers ●     About Science Careers

Science Home > Science Careers > Career Development > Previous Issues > 2000 > 2000-03-10 > Mohan-Ram 

●     Log in to Jobs Account

●     Browse by Employer

Browse By Topic

●     Career Stage

●     Work Sector

●     Discipline

●     More Topics

Regional Portals

●     Americas

●     Asia/Australia

●     Europe

Browse by Issue

●     This Week

●     Last Week

●     Previous Issues

Minority Scientists 
Network

Help, advice, and support for 
students and their mentors.

●     Career Tools & 
Resources

Article Search

 

Career Development : Articles

●     E-Mail This Article ●     Print This Article ●     Share This 

�❍      del.icio.us 

�❍      Digg it! 
�❍     Facebook 

Ten Commandments of Private Foundation Grant 
Proposals

Vid Mohan-Ram 
United States 
10 March 2000 

OTHER GRANT WRITING ARTICLES 

WASHINGTON, D.C.--The American Association for the Advancement of Science 
(AAAS), publisher of Science magazine and Science's Next Wave, held a series of 
career development activities at their annual meeting 17 to 22 February 2000. One of 
those workshops--"Research Grants: Trolling for Research Dollars"--described "various 
aspects of the quest for research money." Panelist John Hurley, associate vice 
president for the MacArthur Foundation, explained to the audience of graduate 
students, postdocs, and administrators the benefits of applying to private organizations 
for research funds. 

10 Commandments of Private Foundation Grant Proposals 

The majority of young researchers and postdocs look to the federal government when 
searching for fellowships and funds. While federal grants are a main source of financial 
aid, they remain the most competitive of almost all funding systems. Private agencies 
however, offer an alternative to such opportunities. It's still a competitive market, but 
learning how to address the concerns of private funders may improve your chances 
when applying for foundation grants. 

"Foundations can take a long-term view of grants" and therefore are more willing to 
take "some risks," Hurley says. "Decisions can be made quickly, we're not stuck in a 
fixed schedule and there's less bureaucracy," he believes. Even though foundations 
often require a "letter" of inquiry that summarizes the would-be application, grant-
writing mistakes still crop up in these propositions. 

Business Office Features

●     Industrial Postdocs: The Road 
Less Traveled 
13 June 2008 

●     Packaging Yourself for 
Product Companies 
23 May 2008 

●     Affinity Groups for Diversity 
9 May 2008 

●     More 

Career Tools and Resources

Current Employers

●     Learn more about the 
employers advertising 
positions on our site. 

Science Careers Forum

●     Post a question, get an 
answer on our online 
community 

Graduate Programs

●     Browse our database of 
program profiles 

How-To Guides

●     Writing a resume/CV 

●     Beating the interview 

●     Getting funding 

●     Managing a lab and staff 

●     Building your network 

Salary Tools
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Advanced   

For Job Seekers

●     Find a Job

●     Login to My Account

●     Post Resume

●     Sign up for Job Alerts

Also in 
Science  
Careers

●     Science Careers Forum

Get your careers questions 
answered.

●     Get Funding

Our GrantsNet engine helps 
you fund your science 
research and education.

●     Alternative Careers

Research not for you? Check 
out these options.

●     Junior Faculty and 
Postdocs

See the Academic Career 
Development Center

●     Career Development 
Workshops

Science Careers workshops 
coming up in the next few 
months.

●     RSS Feeds

●     Science Podcasts

For Advertisers

●     Post a Job

●     Post a Meeting

●     Exhibit at a Career Fair

●     To Advertise

●     Contact Us

Hurley, who called his presentation "Fishing in Foundation Waters," gave his personal 
observations of good grantsmanship in the form of his very own "10 Commandments"--
applicable, he says, to all sources of research grants, not only private foundations. 

1.  "Cast Your Line In Likely Waters": Be Realistic 

"We really see some nimble stretches of the mind," reveals Hurley. If you have to 
stretch your project that much to make it appear related to the agency, then 
submitting "isn't really worth it," he says. 

2.  "Use the Right Bait": Follow Instructions 

"Please use the format that is requested," sighs Hurley. The VP goes on to say 
that applications that do not comply to the instructions, typed in condensed font 
size and cramped layout, are often rejected. "Program officers can feel bad 
rejecting such applications," because flouting the instructions is just a waste of 
everybody's time. Hurley relates another goof: Applicants send in letters of inquiry 
and research plans to his foundation--that have also been submitted elsewhere--
but fail to change the name of the agency. "We read proposals that have 
another agency's name throughout!" 

3.  "Don't Scare the Fish Away": Avoid Overfamiliarity 

"Don't be too boistrous," Hurley advises. "Program officers often wince when 
people call up and say 'Hi, we'll be in your city next week and will swing by and 
see you about our research.' " Even a lunch or a more formal meeting is not 
productive use of anyone's time, Hurley says. Program officers do not want their 
own judgement of an application influenced or swayed by the researchers 
themselves. 

4.  "Lure the Fish to Your Fishing Hole": Engage Key Officials 

While steering clear of imposing yourself upon foundation staff, Hurley does 
recommend investing some time getting to know key personnel. "You might want 
to invite them to be speakers or be on an advisory committee or contribute to a 
manuscript," he says. "Learn to see if there are 'can't say no' colleagues," says 
Hurley, who suggests using friends and connections in foundations to improve 
your application's status. "Isn't that cronyism?"-- appointment to office without 
regard to qualifications--a member of the audience asked. Hurley explains that if 
a friend of 20 years approached him about a recently submitted application, he 
would tell them their application would be dealt with appropriately. Some could 
interpret that as meaning if you are personally known by officers at a funding 
agency, your chances of receiving a favorable review are that much better. 
Federal officials however shun that approach. 

5.  "Use a Line That's Strong Enough": Ensure You and Your Project 
Are Well-Rounded 

"Be succinct. Explain how your approach is different" to other similar projects out 
there, suggests Hurley. You could also please foundation reviewers by including 
a rough estimate of financial reports and budgets in your letters of inquiry. 
"Sometimes we have no idea of the request of the scale of resources needed," 
Hurley discloses. 

6.  "Don't Be Discouraged if Your Line Breaks": Keep Trying 

Sometimes excellent proposals are rejected or turned down because of factors 
outside of the quality of the grantmanship or science. Sometimes the project does 
not fall into the scope of foundation's mission or perhaps the institution has 
already funded many other similar projects and now wants to diversify their 
interests. Your science might be great and well presented, but your timing just 
may have missed the mark. 

7.  "Many Small Fish May Make a Better Meal Than One Big Fish": 
Don't Be Overambitious 

Reviewers tend to scrutinize "large" grant applications more than those that 
request relatively smaller budgets, Hurley says. And applicants of larger grants 
may also be too ambitious in what they hope to accomplish, which doesn't help 
their funding chances either. 

8.  "Two Fishers Are Often Able to Land a Fish Easier Than One 
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Alone": Form Collaborations 

"Collaborate!" exclaims Hurley. Of course, joining forces with other groups or 
investigators isn't entirely necessary, but sometimes including individuals who 
possess expertise in a certain research area can be helpful. Letters from potential 
collaborators or fellow scientists stating their willingness to share equipment, 
expertise, or resources can be very beneficial to an application. 

9.  "Keep Steady Pressure On the Line When the Fish Takes the 
Bait": Fulfill All Awardee Obligations 

"Provide progress reports as requested," says Hurley, who informed the audience 
that many awardees simply do not provide these updates. "This is not a good way 
to impress the program officer--so make the reports!" he says. The MacArthur 
Foundation staff--as well as those from essentially all other funding agencies--are 
quite interested to know how your research is progressing. You could also try 
making "informative phone calls" to program staff and also submit to them recent 
publications of research generated from their funds. If you're going to present 
your research at a national meeting or even within your department, consider 
inviting one or two foundation officials to sit in. 

10.  "Study the Ways of Fish Dilligently": Do Your Homework! 

"Big foundations behave differently [than] small foundations. Young agencies 
differ to older, more established agencies. And there are funding differences 
between corporate institutions and private organizations," explains Hurley, who 
urges applicants to research the specifics and nature of a funding agency well 
before submitting a letter of inquiry or the application itself. 
Putting things in context, Hurley says that "applying for grants is not as 
sophisticated as your actual research." Simply do your homework and follow the 
instructions and you stand a good chance of winning those awards. "One final 
thought," says Hurley, "share your experiences with your younger colleagues," so 
that they become familiar with different funding sources early on. "The ocean of 
foundations is expanding fast!" 
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CPB: Grant Proposal Writing Tips

Grant Proposal Writing Tips
The Corporation for Public Broadcasting evaluates hundreds of proposals each year for a variety of funding purposes. This 

publication is an easy guide to the basic elements of grant proposal writing and is offered to assist applicants to CPB and to 

other funding sources. It offers guideposts to help you through each stage of the process.

These guideposts are transferable to a variety of grant applications. However, we encourage you to carefully read the 

guidelines written for each grant you select.

Successful grant writing involves the coordination of several activities, including planning, searching for data and resources, 

writing and packaging a proposal, submitting a proposal to a funder, and follow-up. Here are some steps that will help.

Recently Opened Grants

●     Digital Distribution Fund (DDF) Round 12 

●     Deadline: August 4, 2008 

●     Public Media Innovation Fund Round Three 

●     Deadline: July 11, 2008 

●     More open grants 

●     Subscribe to CPB Grant Announcements 

Preparation

You are likely to find preliminary grant writing steps to be the most time consuming, yet most vital aspect of the process. If 

done well, your prepartory work will simplify the writing stage.

1. Define your project

Clarify the purpose of your project and write a concise mission statement.

Define the scope of work to focus your funding search.

Determine the broad project goals, then identify the specific objectives that define how you will focus the work to accomplish 

those goals.
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CPB: Grant Proposal Writing Tips

Example:

Goal: To improve production quality.

Objective 1: Recruit advanced production talent.

Objective 2: Train mid-level producers.

Objective 3: Upgrade production equipment.

These goals and objectives suggest the proposal will request support for recruitment activity, production training, and 

equipment purchase. In contrast, a different proposal with the same goal might focus only on equipment upgrades.

Decide who will benefit. Benefits may extend beyond the direct beneficiary to include the audience, other institutions, etc.

Draft expected project outcomes in specific measurable terms.

Draft a timeline that includes the planning phase, the period of searching for funds, proposal writing, and the intended project 

start date. Periodically update the timeline as you learn more about submission deadlines, award timetables, etc.

2. Identify the right funding sources

Foundation centers, computerized databases, station development offices, publications, and public libraries are some of the 

resources available to assist your funding search.

Do not limit your funding search to one source.

Look for a match between your project and the grants you seek by looking for consistency between the purpose and goals of 

your project and the funder. In addition, pinpoint specific funding priorities and preferences.

Make direct contact with funders to support projects like yours.

Request proposal guidelines. Also request a list of projects previously funded through this specific grant program. Perhaps an 

annual report is available.

Inquire about the maximum amount available. Also, find out the average size and funding range of awards.

Determine if funding levels of the grants you select are appropriate for your project. Note whether there is a funding floor or 
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ceiling.

Find out whether the funder has other grant sources for which your project is eligible.

3. Contact the funders

Think of the funder as a resource.

Identify a project officer who will address your questions.

Some funders offer technical assistance, others do not. Ask for technical assistance, including a review of proposal drafts.

Inquire about how proposals are reviewed and how decisions are made.

Inquire about budgetary requirements and preferences. Are matching funds required? Is in-kind acceptable as a portion of 

applicants' share? What may be counted as in-kind, and how might it be applied? Learn about payment processes, including 

cash flow.

Remember, the contacts you make may prove invaluable, even if not for now.

4. Acquire proposal guidelines

Read the guidelines carefully, then read them again. Ask the funder to clarify your questions.

Guidelines usually tell you about:

●     submission deadlines 

eligibility 

proposal format: award levels forms, margins, spacing, evaluation process and restrictions on the number criteria of pages, etc. 

review timetable 

budgets 

funding goals and priorities 
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CPB: Grant Proposal Writing Tips

award levels 

evaluation process and criteria 

whom to contact 

other submission requirements 

5. Know the submission deadline

Plan to submit your proposal on or preferably before the deadline.

Determine what format the funder requires for submission.

Be realistic about whether you have time to prepare a competitive proposal that meets the deadline.

Know the funder's policies on late submissions, exceptions, and mail delays.

Find out how the funder will notify you about the receipt and status of your proposal. Factor this information into your timeline.

6. Determine personnel needs

Identify required personnel both by function and, if possible, by name. Contact project consultants, trainers, and other 

auxilliary personnel to seek availability, acquire permission to include them in the project, and negotiate compensation. 

Personnel compensation is important budget information.

7. Update your timeline

This is a good point at which to update your timeline, now that you know about submission deadlines and review timetables. 

Factor into your schedule time to write multiple drafts, solicit project officer for review of draft, gather relevant and permissible 

materials, and prepare an impartial critique of your proposal for clarity, substance, and form.

Writing the Proposal

Structure, attention to specifications, concise persuasive writing, and a reasonable budget are the critical elements of the 

writing stage. There are many ways to organize proposals. Read the guidelines for specifications about required information 

and how it should be arranged. Standard proposal components are: the narrative, budget, appendix of support material, and 
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authorized signature. Sometimes proposal applications require abstracts or summaries, an explanation of budget items, and 

certifications.

1. Narratives

Statement of need

Purpose, goals, measurable objectives, and a compelling, logical reason why the proposal should be supported. Background 

provides perspective and is often a welcome component.

Approach

Method and process of accomplishing goals and objectives, description of intended scope of work with expected outcomes, 

outline of activities, description of personnel functions with names of key staff and consultants, if possible.

Method of evaluation

Some require very technical measurements of results. Inquire about expectations.

Project timeline

Paints a picture of project flow that includes start and end dates, schedule of activities, and projected outcomes. Should be 

detailed enough to include staff selection and start dates.

Credentials

Information about the applicant that certifies ability to successfully undertake the proposed effort. Typically includes 

institutional or individual track record and resumes.

Tips on Writing the Narrative:

Narratives typically must satisfy the following questions:

●     What do we want? 

●     What concern will be addressed and why it is important? 

●     Who will benefit and how? 

●     What specific objectives can be accomplished and how? 

●     How will results be measured? 
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●     How does this funding request relate to the funders purpose, objectives, and priorities? 

●     Who are we (organization, independent producer) and how do we qualify to meet this need? 

The HOOK:

There are many ways to represent the same idea. However, the HOOK tailors the description of the idea to the interest of a 

particular funder.The HOOK aligns the project with the purpose, and goals of the funding source. This is a critical aspect of any 

proposal narrative because it determines how compelling reviewers will perceive your proposal to be.

2. Budget

Budgets are cost projections. They are also a window into how projects will be implemented and managed. Well-planned 

budgets reflect carefully thought out projects. Be sure to only include those things the funder is willing to support.

Funders use these factors to assess budgets:

●     Can the job be accomplished with this budget? 

●     Are costs reasonable for the market - or too high or low? 

●     Is the budget consistent with proposed activities? 

●     Is there sufficient budget detail and explanation? 

Many funders provide mandatory budget forms that must be submitted with the proposal.

Don't forget to list in-kind and matching revenue, where appropriate. Be flexible about your budget in case the funder chooses 

to negotiate costs.

3. Supporting materials

Supporting materials are often arranged in an appendix. These materials may endorse the project and the applicant, provide 

certifications, add information about project personnel and consultants, exhibit tables and charts, etc. For projects that include 

collaborations or partnerships, include endorsements from the partnering agencies.

Policies about the inclusion of supporting materials differ widely among funders. Whether to allow them usually depends upon 

how materials contribute to a proposal's evaluation. Restrictions are often based on excess volume, the element of bias, and 

relevance.

Find out if supporting materials are desired or even allowed. Be prepared to invest the time to collect resources, produce a 

tape, document capability, update a resume, collect letters, include reference reports or whatever is needed.
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4. Authorized Signatures

Authorized signatures are required. Proposals may be rejected for lack of an authorized signature. Be sure to allow the time to 

acquire a needed signature.

5. Specifications

Tailor proposal writing to specifications found in the guidelines. Include only the number of pages allowed. Observe the format. 

Is there a form to complete? Must the proposal be typed, double spaced, on 8-1/2 x 11 inch pages? Are cover pages allowed 

or desired? Caution! — the beautifully bound proposal is not always appreciated or allowed. Be concise. Elaborations should 

add depth and scope, not page fillers. Be prepared to write one or more drafts.

6. Submission checklist

The complete proposal must be submitted on time in the requested format with the requested number of copies and 

original authorized signatures.

Address the proposal as directed in the guidelines.

Be sure to include required documentation.

Follow-up

Contact the funding source about the status, evaluation, and outcome of your proposal. It is important to request feedback 

about a proposal's strengths and weaknesses, although this information is sometimes unavailable, especially with a large 

volume of submissions.

Reference information may also be useful if you choose to approach the same or different funder again with your idea.
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Guidelines

Successful grant-writing involves solid advance planning and preparation. It takes time to 
coordinate your planning and research, organize, write and package your proposal, submit 
your proposal to the funder, and follow-up. 
 
Preparation (planning and research) is vital to the grant-writing process. Solid preliminary 
work will simplify the writing stage. A well-written proposal follows the basic steps outlined 
below. 
 
Organize your proposal, pay attention to detail and specifications, use concise, persuasive 
writing, and request reasonable funding. Make sure the grantmaker's goals and objectives 
match your grantseeking purposes. 
 
Clearly understand the grantmaker's guidelines before you write your proposal. Always 
follow the exact specifications of the grantmakers in their applications, Requests for 
Proposals (RFPs) and guidelines. 
 
Use these basic steps to guide you: 
 

1. Prove that you have a significant need or problem in your proposal.  
2. Deliver an answer to the need, or solution to the problem, based on experience, 

ability, logic, and imagination throughout your proposal.  
3. Reflect planning, research and vision throughout your proposal.  
4. Research grantmakers, including funding purposes and priorities, and applicant 

eligibility.  
5. Determine whether the grantmakers' goals and objectives match your 

grantseeking purposes.  
6. Target your proposal to grantmakers appropriate to your field and project, but do 

not limit your funding request to one source.  
7. Contact the grantmaker, before you write your proposal, to be sure you clearly 

understand the grantmaker's guidelines.  
8. Present your proposal in the appropriate and complete format, and include all 

required attachments.  
9. State clearly and concisely your organization's needs and objectives. Write well; 

use proper grammar and correct spelling. Prepare an interesting, unique proposal. 
10. Always cover the following important criteria: project purpose, feasibility, 

community need, funds needed, applicant accountability and competence.  
11. Answer these questions: Who are you? How do you qualify? What do you want? 

What problem will you address and how? Who will benefit and how? What specific 
objectives will you accomplish and how? How will you measure your results? How 
does your funding request comply with the grantmaker's purpose, goals and 
objectives?  

12. Demonstrate project logic and outcome, impact of funds, and community support.  
13. Always follow the exact specifications of the grantmakers in their applications, 

Requests for Proposals (RFPs) and guidelines.  
14. Contact the grantmaker about the status, evaluation, and outcome of your 

proposal, after it is submitted. Request feedback about your proposal's strengths 
and weaknesses.  
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Challenge/Matching Gift Programs For Your Fund-Raising Campaigns 

Challenge Grants Can Multiply Your Success 

Challenge grants are indeed challenging to fulfill, and once secured, they are unusually rewarding 
opportunities for non-profit organizations to greatly energize and enhance their fund-
raising campaigns. They can significantly increase the chance to raise more money than would 
be possible otherwise. Challenge Grants may be utilized to jump-start a campaign, or as a mid-course 
correction to energize a flagging campaign. The best thing to know about Challenge Grants is that 
they almost always are a required key element of capital and endowment campaigns, but are 
equally effective and productive when they are employed in annual fund, sponsorship and 
underwriting campaigns. 

From Whom and for How Much? 

To help identify a potential Challenge Grant donor, your best source is your Board of 
Trustees. Perhaps one of your Board members has the financial capability to lead a challenge, or 
knows of another individual, company, family or community foundation that has such potential. It 
is always best to identify several possible donors in priority order. The amount of the Challenge 
Grant request will depend on a variety of factors: 

1.  the need: based on the Fund-Raising Campaign Goal. 
2.  the rated capability of the Challenge Grant prospect. 
3.  the rated potential of those in your donor base from whom you will seek matching funds. 

Do you have reasonable certainty that you can match the challenge dollars at least on a one-for-one 
dollar ratio? Based on your fund-raising potential as indicated above, you can determine if you 
will seek the usual one-for-one (dollar for dollar) match, or increase the ratio to perhaps, one-
for-two, or even one challenge dollar for every three dollars you raise so you can raise as much 
as possible from the challenge amount. Again, it all depends on your fund-raising potential. 

Visit the Prospect 

With the help of your Board, identify the appropriate individual solicitor(s) who, based on their 
relationship with the prospect, would have the best chance to secure the Challenge Grant. Those so 
identified should then visit the prospect. The case for support/need for the Challenge Grant should be 
cited. Relate what makes a Challenge Grant so attractive. Let the prospect know of the 
explicit, unique advantage of a Challenge Grant program: specifically, to provide inspiration 
and enthusiasm to your leadership and volunteer solicitors, and to compel the gifts of others. 

1.  It's a great solicitation "tool" for the volunteer solicitors to use with excitement and to bolster 
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their confidence when making personal solicitations. They have yet another strong "talking 
point" to present when they ask for money. Imagine the confidence a volunteer solicitor has 
when, immediately after asking a prospect to give a stated amount, the solicitor is able to follow 
with, "... and your gift will truly generate even more money for our campaign because your 
dollars will be matched on a ___(ratio)___ basis." 
 

2.  It's a compelling solicitation "ask," which lets donors know that the gifts they give will not only 
help to make your organization's campaign success a reality, but that the money they give 
literally multiplies as it is matched by the challenger. They have the added satisfaction of 
knowing they were responsible for the additional money you will receive. In every solicitation, 
you cite the excitement and the opportunity of the generous challenge in the first place, and 
how equally generous donors such as they, can have their gifts multiplied. 

Then Start with Your Board of Trustees 

Once you have secured a Challenge Grant, your first effort to meet its requirements begins with 
your Board. Make your "case" to them to pick up the challenge and meet it. Having them know and 
implement the specific components comprising a successful challenge program will determine your 
chances to meet or to exceed the challenge. Start off by telling your leadership that the entire 
fund-raising profession employs challenge programs all the time because they do work, and 
work very well. Let them know that you have the plans, the tools and the challenge grant to 
help meet your organization's campaign goal. 

And your Board of Trustees sets the precedent---they must be the first give to the 
challenge campaign before you go out to others. They must give at the top of their capability --- and, 
most importantly, demonstrate 100% participation. Trustee leadership and involvement are the first 
things the philanthropic community sees and responds to when a major fund-raising campaign is 
operating. Your Board owes it to the "Challenger" to reward his or her generosity with 
their maximum support. 

Publicize, Publicize, Publicize 

Announce the Challenge Grant to the remainder of your donor base and others by sending out 
special letters. Publicly herald the Challenge Grant and the generosity of its donor in every 
possible mailing and publication your organization produces. (Should the Challenge Grant donor 
wish to remain anonymous, comply with her or his wishes. However, try to dissuade anyone 
from anonymity, as people more favorably respond to real people, rather than to those who remain 
anonymous.) You can even resolicit donors who have already contributed, should the 
Challenge Grant be secured later in the campaign (..."thank you for your already generous gift, but do 
you know that any additional dollars you provide will be matched"...). Let all know that their 
contributed dollars will "multiply" for the good of your organization. And do it often. 

In Summary 

With a Challenge Grant, everyone wins. A Challenge Grant will energize a campaign with your plan to 
multiply the gifts from the Board, from current annual fund donors who have major giving potential, 
and to seek major new gifts from individuals, corporations and foundations. 

These are my views regarding challenge grants. I welcome your comments. 
Tony@raise-funds.com 
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CLASS BUDGET EXAMPLE

Locating People with Money & Money/Grant-Getting Basics REQUESTED DONATED TOTAL
     DATEs: Mon, June 26 & Tues-Fri, June 27-30
     LOCATION: Sparks, Nevada

TUITION/REGISTRATION FEES - Used payment plan $540 $0 $540
   --Early Registration Discount $0 $0 $0

SUPPLIES
   --Textbooks - Part of Tuition/Registration Fee $0 $0 $0
   --Copies, instructional materials, supplies $50 $0 $50

PER DIEM (Meals & Lodging)
          --Meals/Food $319 $0 $319
          --Lodging/Housing - Stayed at home $0 $582 $582

TRAVEL
          --Air - None needed $0 $0 $0
          --Ground - Got rides from students - Gave $25 for gas $25 $75 $100
          --Parking $0 $0 $0
          --Toll Roads $0 $0 $0
          --Taxis $0 $0 $0
               --Did you share rides? Yes

EXTRAS
          --Salary for time in class $0 $0 $0
          --Day care, if needed $0 $0 $0
          --CEU's, if needed $0 $0 $0

OTHER ??
$934 $657 $1,591

41%

SEMINAR BUDGET EXAMPLE

DISCOVER YOUR GENIUS/ADVANCED GENIUS REQUESTED DONATED TOTAL
     DATES: October 13-15
     LOCATION: Sparks, Nevada

TUITION/REGISTRATION FEE - No payment plan used $305 $0 $305
   --Early Registration Discount: Sept 29 -65 $0 -$65

SUPPLIES
   --Textbooks/Handouts - Part of tuition/registration fee $0 $0 $0
   --Copies, instructional materials, supplies $25 $0 $25

PER DIEM (Meals & Lodging)
          --Meals/Food $180 $0 $180
          --Lodging/Housing - Stayed with friends $0 $280 $280
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TRAVEL
          --Air - Used frequent flyer miles $0 $250 $250
          --Ground - Got ride from friends $0 $125 $125
          --Parking $45 $0 $45
          --Toll Roads $0 $0 $0
               --Did you share rides? Yes

EXTRAS
          --Salary for time in class $0 $0 $0
          --Day care, if needed $0 $0 $0
          --CEU's, if needed $0 $0 $0

OTHER
$490 $655 $1,145

57%

CONFERENCE BUDGET EXAMPLE

CONFERENCE - SOCIAL ARTISTRY SUMMER INSTITUTE REQUESTED DONATED TOTAL
     DATES: July 28 - August 4
     LOCATION: Ashland, Oregon

TUITION/REGISTRATION FEE - Using payment plan $3,000 $0 $3,000
   --Early Registration Discount: 0 $0 $0

SUPPLIES
   --Textbooks $0 $0 $0
   --Copies, instructional materials, supplies $75 $0 $75

PER DIEM (Meals & Lodging)
   --Per Diem
          --Meals/Food - Included in tuition/registration $50 $0 $50
          --Lodging/Housing - Included in tuition/registration $0 $0 $0

TRAVEL
          --Air - Used frequent flyer miles $0 $400 $400
          --Ground - Someone to pick me up $75
          --Parking - To be dropped off $0 $0 $0
          --Toll Roads $0 $0 $0
               --Can you share rides? Yes

EXTRAS
          --Salary for time in class $0 $0 $0
          --Day care, if needed $0 $0 $0
          --CEU's, if needed $0 $0 $0

OTHER
$3,125 $475 $3,525

13%
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Florida Institute for Family Involvement (FIFI) 
BUDGET JUSTIFICATION 

Project:   
Budget Period:   
 

Personnel 

Job Title  Name 
Annual 
Salary 

Level of 
Effort 

Salary 
requested  Fringe  Total 

     

     

     

     

Total         

JUSTIFICATION: PERSONNEL - Describe the role and responsibilities of each position. 

 

FRINGE BENEFITS - List all components of the fringe benefit rate. 

 

 

Travel 

Activity  Air/Mileage  Hotel  Meals  Miscellaneous  Total 
           
           
           
           
           
TOTAL           
JUSTIFICATION: Explain need for all travel and describe HOW you came to each amount. 
 
 

 

 

Page 55



Consultant Costs: 

Activity  Consultant  Cost per unit 
 

Units  Total 

         
         
         
TOTAL         
JUSTIFICATION: Explain the need for each contractual arrangement and how these components relate to 
the overall project. 
 
 
 

Equipment 

Item  Cost 
   
TOTAL   
JUSTIFICATION: List equipment and describe the need and the purpose of the equipment in relation to the 
proposed project. 
 
 
 

Supplies 

Item  Cost per unit (if applicable)  Total Cost 
     
     
     
     
TOTAL     
JUSTIFICATION: Generally self-explanatory; however, if not, describe need. Include explanation of how the 
cost has been estimated. 
 
 
 

Other 

Activity  Cost Detail  Units (if applicable)  Total 
       
       
       
TOTAL       
JUSTIFICATION: Generally self-explanatory. If consultants are included in this category, explain the need 
and how the consultant’s rate has been determined. Explain how this relates to the overall goals of the 
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project. 
 
 
 

Summary: 

Budget Area  Total Amount 

Personnel   

Fringe   

Travel   

Contractual   

Equipment   

Supplies   

Other   

Indirect   

TOTAL   
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Concept Proposal-Getting Dollars You Need 

Axis Group 1, 2008 

 
 
Title: 
 
Organization Name: 
 
PROBLEM: 
The population:  Describe the target population in one or two sentences.  This helps them 
understand exactly who you are talking about and lets them know you have a target. 
 
The system:  Then describe the system of care that serves the population, in one or two 
sentences.  Again, this helps them visualize who you are talking about and ensures that they 
know you are looking at assisting both the population and the system. 
 
The impact: Finally describe the impact this has had on both the population and the system 
and paint a clearer picture of the problem as it relates to the above groups.  When they get 
done with this section, you want them to say “Wow, I didn’t realize it was that bad” or “I know 
this is a big issue that we are going to have to deal with someday.” 
 
SOLUTION: 
The solution relates directly to the problem and explains how the proposed idea will address 
the problems faced by the population and system and how the impact will be affected.  It is a 
basic and fast plan to address the problem and make things better.  
 
 
Budget 
The budget is not detailed and should be without any justification.  Always make the concept 
budget a little high so there is something to negotiate.  Also, when you get them hooked on 
the idea and do a detailed budget it is always helpful to come back with excitement and say “I 
just budgeted it out in detail and it is going to actually cost LESS than we had originally 
anticipated!!!”  They love saving money!! 
 

 Per Unit Total 
   
   
   
   
   
   
   
   
Sub Total   
   
   
TOTAL   
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Proposal Writing Checklist

U.S. Government Grant Programs
Proposal Writing Checklist

Home | Grant Resources (General) | Grant Writing Resources | Proposal Writing Checklist | 
Grant Opportunities by Category | Grant Opportunities by Agency | Work With U.S. Government 

Agencies | Other Sites 

Proposal Writing Checklist

NOTE:  This checklist was created by Deborah L. Kluge and is published with her permission. 
It is primarily for use with social science and USAID proposals. However, you may modify it to 
suit your own particular proposal or grant requirements. 
 
 
1.  RFP / DOCUMENTS 

Obtain complete copy of RFP.  
Distribute RFP to appropriate staff.  
Review RFP for missing pages/sections.  
Prepare questions for submission to Contracting Officer.  
Receive and review responses to questions.  
Collect, distribute and review pertinent background documents.  
  

2.  PARTNERS 

Identify partners to participate in bid.  
Determine type of partnership arrangement.  
Prepare teaming or other type of appropriate agreements.  
Receive signed agreements from partners.  
Determine each partner's level of effort for project.  
Number and type of long-term staff.  
Number and type of consultants.  
  

3.  TECHNICAL STRATEGY 

Hold strategy meetings.  
Identify the partnership's strengths and weaknesses.  
Identify competition and their strengths and weakness.  
Identify ways to differentiate partnership from competition.  
Develop strategic themes.  
Develop strategy for each component and overall.  
  

4.  TECHNICAL PROPOSAL 

Prepare draft outline/revise as needed.  
Identify & select writers for each section.  
Determine page numbers for each section.  
Determine document format (font, major/minor headings, etc.).  
Provide writers with written formatting guidelines/instructions.  
Prepare/distribute list of nomenclature, abbreviations, acronyms.  
Identify and provide writers with relevant sections from past proposals.  
Prepare schedule/identify due dates for draft sections.  
Determine review, feedback and editing process for written sections.  
Ensure compatibility of software packages and versions.  
Ensure compatibility of document transmission via e-mail.  
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Proposal Writing Checklist

Ensure sufficient quantities of appendix materials are available.  
  

5.  PERSONNEL 

Prepare packet of materials for long-term candidates.  
Prepare personnel checklists/tracking list for candidate documents.  
Prepare commitment letter(s) for signature by candidates.  
Recruit long-term staff and consultants.  
Collect CVs.  
Sort CVs by category/areas of expertise.  
Review CVs.  
Identify best candidates and alternates.  
Confirm candidates' interest/availability.  
Obtain additional info from candidates for CVs, if necessary.  
Provide candidates with BioData Forms and instructions USAID only).  
Obtain completed/signed BioData Forms from candidates (USAID only).  
Review BioData Forms for completeness and signature (USAID only).  
Corporate Official Sign BioData Forms (USAID only).  
Obtain signed letters of commitment from candidates.  
Review personnel checklists for missing items.  
Determine format for re-written CVs.  
Re-write CVs.  
Write blurbs.  
Prepare skills matrices.  
  

6.  PAST PERFORMANCE REFERENCES 

Use RFP format if required.  
Update and/or prepare past performance information as needed.  
Review for accuracy and completeness.  
  

7.  PACKAGING 

Select cover design (map, picture, graphic, etc.).  
Identify info for cover (RFP #, date, submitted to/by, etc.).  
Prepare cover.  
Determine how proposal will be packaged.  
Purchase binder rings and covers, if needed.  
Purchase notebooks if needed.  
Purchase dividers/tabs if needed.  
Ensure sufficient quantities of all packaging items are available.  
  

8.  FINISHING TOUCHES 

Spell check all sections.  
Gather appendix materials.  
Prepare Table of Contents.  
Prepare Transmittal Letter.  
Prepare Inside Cover Sheet for Technical Proposal.  
Prepare Section Tabs/Dividers for Technical Proposal.   
  

9.  PRODUCTION 

Determine where and by whom proposal will be reproduced.  
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Proposal Writing Checklist

Insert special pages, charts, etc., if required .  
Insert appendix materials.  
Check pages in each copy for legibility.  
Check each copy to ensure no pages are missing.  
  

10.  PROPOSAL DELIVERY/LOGISTICS 

Preparations for Delivery 
Obtain packaging materials (boxes, wrapping paper, tape).  
Purchase box handle (if needed for hand carrying).  
Prepare label for technical proposal.  
Prepare outside address label.  
Mark "original" on 1 copy technical proposal.  
Prepare receipt (for hand carrying). 
Mailing 
Check courier service schedules (# days required for delivery).  
Wrap technical proposal and affix "technical proposal" label.  
Affix outside address label.  
Hand Carrying 
Identify person to carry proposal.  
Make airline and hotel reservations.  
Wrap technical proposal and affix "technical proposal" label.  
Affix outside address label.  
Affix handle, if required.  
Provide receipt to person who will hand-carry proposal. 

Distance Education  Probate Law Florida  Florida Probate Attorney  Sports Agent & Sports Lawyer

©2007 USGovGrantPrograms.com. All rights reserved. 
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Fundraising and Grantwriting Resources

Fund raising and Grant writing Resources Online since 1996

  

Women Grants | Grantwriting Blog  | School Fundraising Chocolate Fundraisers | Free Fundraising Kit | Scratch Card Fundraiser

  

Fundraising and Grant writing Resources  
Our Fundraising and Grantwriting Resources offers our visitors - schools, colleges, universities, nonprofit organizations 
and Grantwriting consultants with great resources to assist you find the funding you seek.

 

 Request Your Free Fundraising Kit 
Get everything you need for a successful fundraising campaign 
including great fundraising ideas and programs, product 
descriptions, pricing, profit charts, coupon offers and more! No 
Obligation whatsoever! If you have question please call us toll free 
at 1-866-813-9437.

 

 
 Fundraising Resources 

• Art Fundraising 
• Best Fundraising 
Programs 
• Canada Fundraisers 
• Candle Fundraising 
• Candy Fundraising 
• Chocolate Fundraisers 
• Consultants 
• Cookie Dough 
• Cookbook Fundraising 
• Discount Cards/Books 
• Fast Track Fundraising 
• Fundraising Auctions 
• Fundraising Books 
• Fundraising sites 
• Magazine Fundraising 
• Merchandise Fundraising 
• Popcorn Fundraiser 
• School Fundraising 

 Fundraising Resources - Visit our fundraising resources section for great fund 
raising ideas and fund raising programs. 

• Applications and Forms 
 Colorado Common Grant Application - From the CRC  
 Common Grant Application Form - Council of Michigan Foundations [PDF] NEW 

Common grant application form developed to facilitate the application process for 
grantmakers and grantseekers. Includes sample cover sheet, suggested application and 
grant budget formats. 
 Connecticut Council for Philanthropy 
 Council of Michigan Foundations 
 Delaware Valley Grantmakers 
 Donor Forum of Chicago 
 Donor Forum of Wisconsin - Common Application Form  
 Foundation Center's Common Grant Application Forms   
 NIH Forms and Applications templates -- PDF   
 Grantmakers of Western Pennsylvania 

Sponsored links

If you are looking for 
grants or funding visit our 
News section.

Magazine Fundraising 
Program  
Probably the most popular 
school fundraising 
program, it is a cost-free 
way to earn more profits 
with less effort.
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Fundraising and Grantwriting Resources

• Scratch Cards  
• Spinners Fundraiser 
• Sports Fundraising 
• Fundraising Software 
 

 
Grantwriting Blog - stay 
informed of new grants 
and funding opportunities.
Fundsnet Services 
• Computers & Technology 
• Education Grants 
• Fundraising Books 
• Fundraising Resources 
• Government Resources 
• Women Grants 
• Nonprofit News 
• Site Map 
Sponsors 
Orlando Florida Hotels 
Hotels in Kissimmee 
NYC Hotels  
Discount Air Fares 
Group Crafts 
Internet Marketing 
Women Magazines

 
 
 
Scratch Card Fundraising  
Great fundraiser for 
schools and groups of all 
sizes. Take a look at the 
different the great options 
available.

 Minnesota Common Grant Application Form 
 National Science Foundation Grant Proposal Forms  
 New York/New Jersey Area Common Application Form [PDF] 
 Prospect Worksheet — Institutional Funders - Foundation Center [PDF] NEW 

This Prospect Worksheet will help you focus on funders whose priorities match those of your 
project. 
 Rochester Grantmakers Forum 
 Washington Regional Association of Grantmakers 

 
   • Consultants, Grantwriting Services and Software 
Find a grant writing consultant to assist your organization in your fundraiser. 
  Appreciative Inquiry Consulting, LLC (AIC)  

AI Consulting, LLC offers a collaborative, strength-based approach to strategic change and 
transformation. At the heart of our practice is Appreciative Inquiry (AI), an approach that 
draws on the strengths and values of an organization in order to implement its change 
agenda and achieve its highest goals.  
  Aspen Impact 

Launch marketing communications that win customers. Write grant proposals that win funds. 
Publish reports that impress investors. Train board members to think like executives. 
 cMarket Charitable Auctions   

An online auction can help your organization reach out to your employees and community. 
With cMarket's comprehensive, easy-to-use package of online auction products and services. 
 CB Resource Development   

With over 40 years of experience in program development, research and grant writing, CB 
Resource Development is uniquely qualified to assist agencies of all sizes with all aspects of 
their Development needs. Our staff specializes in customized services designed to meet the 
individualized needs of our clients. 
 Katherine Wertheim  

A professional fundraiser for more than 20 years and a fundraising consultant since 1988. 
For six years, she was director of development at Emmaus Services for the Aging in 
Washington, D.C., where as sole development staff she tripled the revenue, quintupled 
individual donors, increased major donors by 1000%, and conducted their first capital 
campaign.  
 Paradigm Studio 

Paradigm Shift Studio, a leading edge consulting practice, offers a positive, "participatory" 
approach (Appreciative Inquiry) to personal and organizational change that builds capacity 
by focusing on strengths and assets and identifies a shared image of the future that leads to 
action for organizations, groups, and communities. 
 Pegasus Consulting Group, Inc.  

Professional grant writers with over ten years experience and an excellent track record. 
Pegasus Consulting provides grantwriting and many other services of interest to nonprofit 

 

  

 

  
Register to receive 

our Fundraising 
Newsletter
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Fundraising and Grantwriting Resources

Candle Fundraising  
Great fundraiser for the 
Holiday Season, 
Thanksgiving, Halloween, 
etc.

organizations.  
 Proposal Kits   

Create a professional proposal complete with contracts and estimates for your projects. 
 Revisions Grant Services 
 Vanessa Leon - Grantwriting Consultant   

Compelling grant and development writing. Trust a professional writer to help you craft grant 
proposals that work.

   • Professional freelance writer with expertise in writing for nonprofit 
organizations. 
 Richard Morgan PhD  

 
• Fundraising     
Fundraising programs, information, books and more. 
 Fundraising Books 
 Best Fundraising Programs 

We are often asked as to which is the best fundraising program for an organization seeking 
to raise funds for projects, activities or any other worthy cause they may have. It really 
depends on the organization, the amount of funds you would like to raise and the amount of 
money you have to invest to purchase materials. 
 Canada Fundraisers       

Groups & organizations in Canada can now request a free fundraising kit and check out the 
fundraising programs we have available. 
 Fundraising Auction    

A Fundraising Auction is one of the best ways to conduct your fundraising campaigns and 
meet the fundraising goals your organization has established. By having a fundraising 
auction online you will be able to reach thousands of people interested supporting a good 
cause. 
 FundraisingMom.com - FundraisingMom.com explores new and innovative fundraising 

ideas that are made possible because of internet technology. 
 FundingFactory  

FundingFactory's Recycling Program encourages learning institutions across the country to 
collect empty laser and inkjet printer cartridges and used cell phones from their communities. 
These include used cell phones and printer cartridges consumed in both homes and 
businesses. Collected qualifying items earn points, which are then exchanged for new 
computer technology and recreation equipment. In this way FundingFactory connects 
community, education and the environment! 
 eFundraising   

"World's Leading Fundraising Company. We offer proven fundraising programs at up to 90% 
profit. Ask us about our Brand Name Candy Bars, Cookie Dough, Scratch Card, Magazine 
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Fundraising and Grantwriting Resources

and Online Fundraising Programs. We have helped groups raise $2.5 billion so far, let us 
help you! Call us now 1-800-561-8388 for your free info kit and get a FREE $20 gift."  
 Magazine fundraising  

Earn 100% profit on your first sale with this new online magazine fundraising program. You'll 
raise money quickly and easily with no door- to -door, no fees, and no inventory. Visit 
Fundsnetmagazine.com or call 1-866-813-9437 to get started today! Any group that sells 20
+ magazines by 12/31/07 will receive a $25 gift card, and groups that have sold 40+ 
magazine subscriptions will receive $50!  
 Run Your Own Quiz Night  

3 Streets Trivia is your one stop Trivia shop. Whether you're hosting a corporate event, a 
pub quiz, a charity benefit or just wanting to test your skills at trivia, 3 Streets Trivia can give 
you everything you need to host a successful Trivia Event. 

• Grants/Proposal Writing 
 10-Point Plan for Standard Grant Funding Proposal - from Non-Profit Guides   
 Basic Elements of Grant Writing - from the Corporation of Public Broadcasting 
 EPA Grant-Writing Tutorial 

EPA Grant-Writing Tutorial. View GRANTS online, or download the program. This interactive 
software tool walks the user through the grant-writing process and helps them learn to write 
more competitive grants. 
 Grant Proposal Writing Tips   

An easy guide to the basic elements of grant proposal writing and is offered to assist 
applicants to CPB and to other funding sources. 
 Grant Writing Tutorial - from the Seattle Community Network 
 A Proposal Writing Short Course - from The Foundation Center 
 Proposals Pointers and Pitfalls - by Deborah Kluge, Proposalwriter.com   
 Research 101 - From GrantsDirect.com 
 Researching and Writing a Teaching Development Grant Application by John Milton 
 The Grantseeking Process from The Foundation Center   
 Ten Commandments of Private Foundations Grant Proposals  

from The American Society for the Advancement of Science. 
 United Way of America's Outcome Measurement Resource Network   
 Writing a Successful Grant Proposal - Minnesota Council on Foundations   
 Writing a Successful Proposal - Connecticut Council for Philanthropy NEW 

See more Fundraising resources and ideas >>
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Fundraising and Grantwriting Resources

 

 

  

 

 

 
   If you are interested in reviewing our section of Fundraising Resources please press this link 
  

   • Informational Web Sites and Resources 
 Alliance for Nonprofit Management 
 The Argus Clearinghouse 
 Tips for Charities (Better Business Bureau)   
 Idealist.org  
 Council of Better Business Bureaus Standards for Charitable Solicitations   
 Community Collaboration and Consensus  
 Effective Foundation Grantseeking Strategies by Mark W. Jones 
 Environmental Attorneys 

Find a Environmental Lawyer or Law Firm specializing in Environmental law. Cases including Lead Poisoning, Toxic 
Tort, Toxic Black Mold , Toxic Waste, Clean Air Act, Oil Pollution Act and Clean Water Act. 
 FederalFraud.com 

FederalFraud.com makes ordinary citizens aware of the fact that they can take action to expose fraud perpetrated 
against the federal government, and receive a monetary reward for doing so. 
 Funding Opportunities - Community of Science  
 The Grantmanship Center 
 The Illinois Researcher Information Service (IRIS)   
 The Performance Institute  
 Internet Nonprofit Center  
 The Learning Institute for Nonprofit Organizations 
 MAP - Management  Assistance Program for Nonprofits 
 Nonprofit Times 
 Office of Minority Health   
 Philanthropy News Digest  from The Foundation Center  
 Tax Information for Nonprofit Organizations - IRS 
 Tips on Contributing Cars to Charity (Better Business Bureau)   
 Tips on Tax Deductions for Charitable Contributions (Better Business Bureau)

    • Nonprofit Salary Surveys 
 JobSmart's Nonprofit Salary Survey  
 Albert Langer & Associates Nonprofit Salary Survey  
 Nonprofit Job Descriptions Samples - by Delaware Association of Nonprofit Agencies  

http://www.fundsnetservices.com/grantwri.htm (5 of 8) [7/9/2008 3:48:52 PM]
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Fundraising and Grantwriting Resources

 Nonprofit Times Salary Survey 2001   
 Chronicle of Philanthropy's Annual Survey   
 Wall Street Journal Salary Tables  

 

   • Forming Nonprofit Organizations 
 Applying for IRS Certification 
  By Laws.. You must have them! Here is an example from the Minnesota Council of Nonprofits.  
 How To Form a 501(C)(3) Nonprofit Organization  from About.com  
 Endowments..  Article by Stan Hutton at The Minning Company  
 Formation of Nonprofit Corporations from State of Texas  
 How do I Establish a Nonprofit Organization? from The Foundation Center   
 IRS Nonprofit Data 
 Information for Nonprofits: Board and Management Questions 
 How to Write a Mission Statement Excellent article by Janel M. Radtke from TGCI  
 How to Write a Mission Statement - From About.com 
 National Center for Nonprofit Boards 
 Sample Mission Statements from The Internet Nonprofit Center 
 Starting a Nonprofit Organization from The Internet Nonprofit Center 
 Starting a Nonprofit Organization - Excellent information from About.com 

Article submitted by Richard L. Austin, Associate Professor, University of Nebraska - Lincoln, on the new federal policy 
on “misconduct” which will have a profound influence on grant writing and research, as we know it today. Please respect 
the intellectual rights of the author.

   

If you know of a resources that we have not included, please let us know.

Recommended sites
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Fundraising through charitable giving includes direct 

marketing efforts and solicitation of major individual donors.  

Approaches that nonprofit organizations often use include 

direct mail or zip code focused requests for support and 

donations, telemarketing, and door‐to‐door solicitations.  

Efforts to attract major individual donors include 

development of databases listing potential donors, 

individual meetings through networking, and efforts to 

secure planned giving. 

Solicitation of major individual donors is probably the least 

costly and most efficient and effective approach for charitable giving.  It requires training and 

planning, but does not in comparison to the other fundraising methods require a lot of upfront 

time and costs.  It can also be very effective, particularly over time.  Direct marketing 

approaches require more lead time and funds to initiate, and telephone approaches have 

better response rates than direct mail.  

 

 

 

 

 

  

B.  Charitable Giving and the Statewide Family 
Network 

Note: 

Charitable giving is a two‐way street.  

Nonprofit organizations receive a 

donation to further their mission.  In 

turn, the individual donating to your 

cause receives a tax deduction based 

upon your organization’s 501(c)3 

status.  Make sure your organization 

is recognized as a nonprofit with the 

IRS to ensure you can offer donors 

the expected tax write off. 

Solicitation

•Can be individually 
targeted

• Least cost and most 
efficient

•Requires less upfront 
time and costs

Direct Marketing

•Can include direct mail 
and telemarketing

•Requires more lead time 
and funds for start up

•Phone approaches more 
effective than direct mail
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Georgia Parent Support Network 

Sue Smith, Executive Director 

Georgia Parent Support Network (GPSN) has built a "following" of approximately 200‐300 

supporters who donate to their organization. GPSN developed this group of supporters by 

meeting people who might be interested supporters or believers in the work of the 

organization through networking and targeted outreach.  When the person showed a desire to 

help, GPSN enters that person into their database.  When help is needed, such as holiday 

assistance, food, clothing, school supplies and assistance during natural disasters, GPSN simply 

calls, emails, or sends a written notice to those in the database and people respond.  Through 

this type of approach and the fundraising results, during the holiday season GPSN is able to 

provide assistance to over 600 people.  This support includes food, gifts, medical assistance, 

and living expenses to help community members during this time of year, which can be 

stressful to economically challenged families.  

 

 

 

 

• Keep in contact with potential 
donors, even during 
non‐giving seasons.

• Look for potential donors and 
add them to your database.

Helpful 
Hints

Statewide Family Network Reflections 
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   Charitable Giving Appendix

 

 Electronic Documents and Websites 
 Articles, Tips, and Ideas 
 Forms, Templates, and Checklists 
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Alliance for Nonprofit Management‐Getting Started with Online Donations 
Start to finish development of an online donation program for nonprofits 
 
National Committee on Planned Giving ‐ What is Charitable Gift Planning? 
Discussion and resources on charitable and planned giving 
 
About.com – Planned Giving 
Resources and links related to charitable or planned giving 
 
Yourcause.com‐ Start Your Cause 
Basic information and resources on developing financial sustainability for organizational programs 
 
 
 

Charitable Giving 
Electronic Documents and Websites 
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Getting Started with Online Donations
Jordan Dossett, Creative Director (Antharia)
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First things first… the “rules”
Vendor Independent Perspective
Today we will be looking at a lot of different online donation tools and
applications.  This information is being presented from a vendor independent
perspective.  No one solution is best or is going to fit all online giving needs.

Do Your Homework
Before you make a decision on which solution is best for you, do the homework
yourself.  This session is a good starting point, but you should do some
digging, look at your current online income vs. projected income and choose
the right solution for your organization.
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Online Donations
The Obvious
Most nonprofits want to take donations, need to take donations, strive to take
donations.  But the question at hand is… should you take these donations
online? Making the right decision is not easy work… today we will talk about
the strategic aspects, but then give way to the idea we all should accept online
donations. Then we will look at some of the possible products and solutions on
the market.

“Show me the money…”
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Online Donations vs. Online Fundraising
Is there a difference?
I would say that there is a distinct difference between simply collecting online
donations and fundraising online, although they of course share some things in
common (the web, money, etc).

In the world of online software or what is called SAS (software as a service),
there is a distinct difference between Online Donations and Online Fundraising.
Online Donations can be as simple as having a donate now button and being
grateful for every $10 bucks that comes in the door where Online Fundraising
is more about integration and cultivation.

Knowing which solution or proper balance of both is needed will vary from
organization to organization.
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Quick Example
Online Donation

This type of ask is
simply a “gimmie
money.” It is about
the dollar in vs.
relationship
cultivated.
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Quick Example
Beyond Donate Now

Research shows that
people are more likely to
give when they feel
engaged.  Both sites
shown provide multiple
giving opportunities.  This
often will get the donor
thinking beyond the quick
donation.  Think of this as
a first step in cultivation.
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Ok, ok… great so now what?
Quick Donations vs. Donor Cultivation
This is really going to depend on each organization’s
needs and visibility.  Many nonprofits suffer from what
I like to call the Field of Dreams complex.  You know -
the whole “if I build it they will come” phenomenon.
Simply sticking a DONATE NOW button on your
website is NOT gonna cut it.

Ok, so lets take a look at some of the various
“players” in the online donation/fundraising arena.
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The Players
Google Search
Well the web is getting bigger and bigger by the minute.  With that said, the
play for who will accept and process your online donations is on the rise.  In
preparing for this session, it was a real struggle to know which vendors to talk
about, so I selected a wide range that will fit most organization’s needs.
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Network for Good
2 Options (4.75% no mo. fee to $29.95+3%+Setup Fees)
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Network for Good
2 Options (4.75% no mo. fee to $29.95+3%+Setup Fees)

PROS
- Network for Good
“advertises” which
increases awareness
- Can opt to pay for
seemingly integrated
donation page that looks
like your site
- Integrates with GuideStar

CONS
- Basic version has stiff
4.75% fee
- URL of advanced options
not your own.  Causes
distrust by donor
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Just Give
3% Flat Fee
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Just Give
3% Flat Fee

PROS
- Just Give “advertises”
which increases
awareness.
- Integrates with GuideStar

CONS
- Donations not given on
your website, causes
distrust by donor
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Pay Pal
Varies ($0 - $20 mo / 1.9 = 2.9% + .30 per transaction)
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PayPal
Varies ($0 - $20 mo / 1.9 = 2.9% + .30 per transaction)

PROS
- Easy to sign up
- Most folks know PayPal
and PayPal is gaining in
name recognition as source
of payment/income

CONS
- Unpredictable fees
- Well… it’s PayPal, despite
growing name recognition
some donors will be turned
off to giving via PayPal

Page 85



Democracy in Action (Salsa)
3% + .40 per transaction, $100 - $1600 mo + setup fees
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Democracy in Action (Salsa)
3% + .40 per transaction, $100 - $1600 mo + setup fees

PROS
- DIA is a small nonprofit
that offers great support
- Quick setup
- Can integrate with your
own merchant/payment
gateway

CONS
- URL of advanced options
not your own.  Causes
distrust by donor
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Antharia: OnDeposit
$2,000 - $10,000 Annually + Merchant/Gateway Fees
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Antharia: OnDeposit
$2,000 - $10,000 Annually + Merchant/Gateway Fees

PROS
- Complete solution,
beyond just a donate now
- Transactions processed
directly on your website
- Many gateway options:
Authorize.net, Verisign,
IATS

CONS
- Bigger application, can
overwhelm smaller orgs
- Requires
merchant/gateway account
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Blackbaud: Raiser’s Edge
$XXX (oh my) Online or Stand Alone
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Blackbaud: Raiser’s Edge
$XXX (oh my) Online or Stand Alone

PROS
- Complete solution,
beyond just a donate now
- Transactions processed
directly on your website
- Product has been around
for many years, wide
support

CONS
- Cost
- Learning Curve
 - Requires
merchant/gateway account
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Resources & Goodies
Understanding Payment Gateways & Merchant Accounts
http://www.idealware.org/articles/payment_processing_pictures.php

Nonprofit Matrix
http:www.nonproftmatrix.org (warning site has been hacked as of 7/19)

The Donation Process
http://www.affinityresources.com/pgs/awz55donationprocess.html

Quick Guide to Getting Started with Online Donations
http://www.fundraisersoftware.com/library/newsletterarchives/2005fr12.html

Online Donations Surge
http://philanthropy.com/free/articles/v16/i17/17002501.htm

Page 92



Contact Information
Jordan Dossett
jordan@antharia.com | www.antharia.com

Antharia, LLC
9470 Annapolis Road, Ste. 406
Lanham, MD 20706

As a thank you for attending this class you can sign up for any of our classes at
no cost.  Simply visit www.antharia.com, select a class and use the coupon
code: alliancegoodie
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 Today is July 9, 2008  2008 Conference, Oct. 22-25, 2008, Denver, Colorado   

 What is Charitable Gift 
Planning?

Charitable gift planning is the 
process of cultivating, designing, 
facilitating, and stewarding gifts to 
charitable organizations.  
 
Charitable gift planning: 

●     uses a variety of financial 
tools and techniques for 
giving, 

●     requires the assistance of 
one or more qualified 
specialists, 

●     utilizes tax incentives that 
encourage charitable giving, 
when appropriate, and 

●     covers the full spectrum of 
generosity by individuals 
and institutions, and is 
based on powerful traditions 
of giving in the United 
States. 

The techniques of charitable gift 
planning include both revocable 
and irrevocable arrangements, 
gifts available for use at the time 
they are given and gifts that may 
not be available until a future date 
and split-interest gifts intended to 
balance financial, personal and 
charitable objectives. These 
techniques are called planned gifts. 
 
The tools of charitable gift 
planning include all types of real 
and personal property and 
tangible and intangible assets. 
 
Donors should seek charitable gift 
planning advice from professionals 
with integrity, expertise, and 
experience in law, investments, 
property, tax, and charitable 
transfers in order to assure both 
the technical merits of the transfer 
and the philanthropic quality of 

  

More information...

education & training

ONLINE LIBRARY

NCPG NEWSROOM

ETHICS & STANDARDS

gOVERNMENT 
RELATIONS

ncpg PRODUCTS

RESEARCH

web links

Resources Home

 

http://www.ncpg.org/resources/about_cgp.asp?section=5 (1 of 3) [7/9/2008 5:27:28 PM]
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the gift. 
 
What are Planned Gifts? 
Planned gifts are a variety of 
charitable giving methods that 
allow you to express your 
personal values by integrating 
your charitable, family and 
financial goals. Making a planned 
charitable gift usually requires the 
assistance of the charity’s 
development professional and/or a 
knowledgeable advisor such as an 
attorney, financial planner, or CPA 
to help structure the gift.  
 
Planned gifts can be made with 
cash, but many planned gifts are 
made by donating assets such as 
stocks, real estate, art pieces, or 
business interests—the 
possibilities are endless. Planned 
gifts can provide valuable tax 
benefits and/or lifetime income for 
you and your spouse or other 
loved one. The most frequently-
made planned gifts are bequests 
to charities, made through your 
will. Other popular planned gifts 
include charitable trusts and 
charitable gift annuities. 
 
Why should I make a planned 
gift? 
Many people want to make 
charitable gifts but need to do so 
in a way that helps meet their 
other personal, family, or financial 
needs. Planned gifts give you 
options for making your charitable 
gifts in ways that may allow you 
to: 

●     Make a larger charitable gift 
than you thought possible 

●     Increase your current 
income 

●     Plan for the financial needs 
of a spouse or loved one 

●     Provide inheritances for 
your heirs at a reduced tax 
cost 

●     Reduce your income tax 
and/or avoid capital gains 
tax 

●     Diversify your investment 
portfolio 

●     Receive income from your 

http://www.ncpg.org/resources/about_cgp.asp?section=5 (2 of 3) [7/9/2008 5:27:28 PM]
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Planned Giving - Learn About Planned Giving

SearchNonprofit Charitable Orgs
Filed In:Fundraising Tips> Planned Giving

Planned Giving

A planned giving program is nearly mandatory for a nonprofit of any size. Learn how to set a program up, market 
it, and receive funds.

How to Raise Planned Gifts From Women Donors 
The primary strategy that Stelter suggests for marketing to this key group of donors (from knowledge gained 
through focus groups) is to produce materials that closely mirror how women view themselves.

Things to Think About Before You Start a Planned Giving Program 
Every nonprofit wants to raise funds...fast. A planned giving program is not a 
fast project. It takes time to construct and even more time to realize results.

How to Market Your Planned Giving Program 
Planned giving is not just about setting up the many planned gift vehicles. It is also about marketing your program 
to donors and prospective donors.
Raising Money Through Bequests - a Review 
This book lays out, in terms anyone can understand, the steps to setting up a bequest program, how to keep it 
going strong, how to market the program, and what to do when those bequests start rolling in.
Finding Prospective Donors for Bequests 
If you are prospecting for donors who might be willing to leave a bequest to your organization, look no further 
than your own list of annual givers.

http://nonprofit.about.com/od/plannedgiving/Planned_Giving.htm (1 of 2) [7/23/2008 5:32:35 PM]

Home Business 
& Finance 
Nonprofit 

Charitable Orgs

Sponsored Links

Sponsored Links

Nonprofit Ads 

Non-Profit Fundraising

Planned Giving

CRT Alternative

Fundraise for Your Cause

Nonprofit Marketing

●     Nonprofits Newsletter - Sign up! 

●     Discuss in My Forum

Advertisement

Email
Print

Form a Non-Profit Company

Top 5 Fundraising Ideas

Nonprofit Fundraising Tip

Foundations Grants
Grant Sources
Nonprofit Grants
Foundation Funding
Corporate Funding

Quick and easy Fundraising Idea. No money down and earn high profits!
www.Fundraising.Entertainment.com

Attain higher income while helping a higher cause at the same time.
AmericanBible.org

Donate Securites or Real Estate No Set Up or Administration
www.LifeIncomeFund.org

Online tools to promote your cause and charity.
www.YourCause.com

Create high-impact emails for less than direct mail to reach members.

Start a Non-Profit Online Today! 
Featured in USA Today and on 
CNN.
www.LegalZoom.com

"With ABC Fundraising® we 
raised $3200 in 2 Weeks" Get 
Free Samples!
www.AbcFundraising.com

Run Your Next Auction Online 50 
free tips for online auctions!
www.cMarket.com
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SearchNonprofit Charitable Orgs
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Donor Relations

Learn about how to treat your donors well.

Young vs Older Donors: Who is More Generous? 
Members of the Millennial generation are more likely than any other generation to cite the "desire to make the world 
a better place to live" as a key motivator for their philanthropic giving.

Tips for World-Class Donor Relations 
Great customer service is the key to donor relations.

Best Websites for Free Donor Research 
You may not be able to hire a donor prospect researcher to prepare detailed information about your donor 
prospects, but you can start pulling together some basic information just with some time and patience.
What You Need to Know About Donor Disclosures 
501(c)(3) nonprofits must abide by many IRS rules in exchange for their considerable tax advantages. The most 
common rules have to do with donor disclosures.
Tips for Protecting Your Donor Data  
Protecting your online donor data from abuse is not always about technology. Of course, you should have the best 
security solutions in play, but there are other considerations that can undermine the security of your donor data.
Tips for Getting Beyond Donor Distrust 
It's true. Many donors do not trust many nonprofits. How can you avoid being on the list of distrusted nonprofits? 
Here are some tips for a trustworthy future
Donor Newsletters: Your Route to Keeping Donors Excited and In a Giving Mood 
Research has shown that donors like to receive newsletters...the problem is that they are not always read. Author 
Ahern says this is because so many newsletters are simply not interesting.
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●     Discuss in My Forum

Advertisement

Email
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Form a Non-Profit Company
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Nonprofit Fundraising

Donor Relations
Major Donors
Fundraising Letter
Fundraising Advice
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Choose from Many Products - No Money Down. Earn Up to 50% Profit!
www.Fundraising.Entertainment.com

Online tools to promote your cause and charity.
www.YourCause.com

Software for fundraising success. Watch our online demo.
www.ResultsplusSoftware.com

Nonprofit Charitable Organizations Find what you're looking for!

Start a Non-Profit Online Today! 
Featured in USA Today and on 
CNN.
www.LegalZoom.com

Make Your Next Auction Better 
Get 50 free auction tips now!
www.cMarket.com

Nonprofit Fundraising: 90% Profit 
No Money Up Front - Free 
Samples!
www.AbcFundraising.com
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Face to Face - Appendix A - The Webbing Exercise

Appendix A: The Webbing Exercise
The following process, The Webbing Exercise , 
was developed by Ken Wyman and Associates, Inc. Its purpose is to reveal the hidden network 
of contacts and connections in an organization: “the people you know that you didn't know 
you knew.”

Board members, volunteers, staff and administration, each have their own lives away from 
your organization and they all know lots of people — more people, in fact, than they ever 
thought they knew.

By holding a Webbing Exercise, you can discover who they know. This session gives everyone 
a chance to delve into themselves for the names of people they've come in contact with over 
the years.

They may start off thinking they know no-one, but names will occur to them during the course 
of the exercise that will seem `obvious' in hindsight. People they knew long ago or in 
circumstances completely unrelated to your organization may now be in a position to help, 
whether as donors or as future volunteers or board members.

Preparing for The Webbing Exercise

Who should be invited to a 
Webbing Exercise?

Select a group of people who care about your organization. You might include present and 
past board members, volunteers, staff, participants and people from other nonprofits who are 
sympathetic. 

Ten to fifteen people is ideal. Fewer, and you may lose the `critical mass' to generate 
excitement; more, and it can become too big to handle.

How should they be asked?

When deciding whom to invite to a Webbing Exercise, think about who in your organization 
should ask that person to participate. People always respond best to being asked to help when 
they are asked by the `right' person.
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Contact prospective participants in person or by phone.

Invite them to get together (formally or informally) for two to three hours on an evening or a 
weekend. Tell them you want them to take part in a fun exercise to help them recall people 
who might be able to play a role with your organization. Offer a `reward' of light refreshments 
(or a sit- down dinner, if appropriate).

How should they prepare?

Ask participants to look for possible prospects in advance. This is more than just thinking 
about names. Encourage them to go through their personal address books, their database or 
the rotating card file from their office. They might check old school yearbooks, membership 
lists in the congregation where they worship, club membership rosters, and so on.

It would be helpful if they could bring these items with them to the Webbing Exercise. As new 
ideas are generated, they may want to refer to these sources. Their notes listing names will 
do, however.

Where should a Webbing 
Exercise be held?

The venue should be familiar and appropriate to your organization and the people you're 
inviting to take part. In most cases, it could be done on-site in your group's meeting room (if 
you have one). You may want to go to another location:

●     if you don't have a big enough space; or 
●     for the convenience (and status) of your invited guests. 

You may be able to get some space free or at low cost from a community centre, house of 
worship, service club, corporation with a boardroom, union hall, restaurant or hotel.

What is the right set-up 
for the room?

Sitting at tables is better than a relaxed living room arrangement or rows of chairs. It makes it 
easier to take notes and interact, while setting a business-like style. If convenient, start with a 
U- shaped grouping of tables and chairs. 

Ideally, you want to be able to break your group into `working pairs' during the course of the 
Webbing Exercise. Once you change to working in pairs, people can simply turn their chairs so 
that they are facing each other.
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Predetermine who would pair up well, and arrange seating for them. Match people for their 
ability to spark ideas in each other, or their similar social or business worlds.

Who should lead a Webbing 
Exercise?

It's better to have two people as leaders than one. This leaves each free to concentrate on a 
distinctive role. 

The facilitator actively leads the session, explaining how the exercise is done, and keeping the 
participants involved. This person may need to suggest examples, solve problems, and add 
energy. You may need to hire a consultant experienced with networking to perform this 
important task.

The recorder tracks all the information that is generated. In a large or energetic group, two or 
more recorders may be needed to keep up. 

The recorders write down the name of every potential donor suggested, and the person who 
made the suggestion. Note any other information, too, such as a corporate connection, or a 
useful piece of personal information mentioned in passing. (Examples include, “His mother had 
a successful kidney transplant”, “Her daughter went to our day care”, “He always considered 
himself an actor when he was in school.”) 

Later, the recorder will type this neatly, check spellings, and distribute copies to all participants.

Use flipcharts to capture the information during the Webbing Exercise, so everyone in the 
room can see the names and refer to the notes. Chalkboards or whiteboards are not as good 
because they can get too full, and then key information may be erased. It's also harder to use 
them when typing notes.

What supplies are needed?

Provide participants with:

●     A pen or pencil (perhaps donated, with the supplier's logo on it) 
●     Work sheets for recording suggested names and linkages 
●     A personal Webbing form to be filled out before leaving (see samples at the end of this 

section) 
●     A surface to write on (table, desk, clipboard, notepad) 
●     Refreshments (during a break in the proceedings) 
●     Memory joggers: 

�❍     donor or membership lists from your group 
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�❍     phone books (white and Yellow Pages, perhaps including some from other 
communities) 

�❍     Who's Who , The Directory 
of Directors  and other listings of prominent people 

�❍     concert programs, annual reports and other documents from nonprofits which list 
their donors (it is preferable to get them from organizations like yours, but this is 
not essential) 

�❍     a random list of well known people from all circles. 

Provide the facilitator with flipcharts and marking pens. You should also make up small signs 
or flyers identifying areas where names of people can be found, such as Friends, Neighbours, 
Place of Worship, Service Clubs, Professions, Associates, Businesses, etc. (see the list at the 
end of this section).

Provide the recorder with the materials to record suggested names and the names of the 
persons who suggested them in an orderly manner. This is usually done on flipcharts, in group 
sessions.

How to Spin the Web

The facilitator should introduce her/himself and the recorder, as well as any other participants 
who should be known to the group. If the facilitator is from outside the organization, he or she 
should be introduced by someone appropriate.

With a small number of people, have everybody introduce themselves to the whole group. 
With a larger group, have them introduce themselves to the person on both their right and 
their left. Have them identify their connection to your organization and their `other' life, 
ie , job, clubs. If everybody already knows each other, have them reveal a new fact about 
their personal connections, such as where they grew up, went to school, or previously worked. 
Keep introductions short, but remember that they are important to the interaction.

The facilitator then explains the purpose of the evening and the format.

Using Preliminary Exercises 
to Build the Group's 
Openness

If the group is not ready for comfortable communication, the facilitator can lead an opening 
warm-up exercise. This is optional.

Be careful that warm-up exercises don't take too long or distract people from the main activity.

http://www.pch.gc.ca/progs/pc-cp/pubs/e/Fac2Fac13.htm (4 of 16) [7/9/2008 7:32:31 PM]

Page 105



Face to Face - Appendix A - The Webbing Exercise

Ice-breaking exercises include:

Celebration:  Ask people to complete this phrase: “One of the 
wonderful things about our group which might make someone want to donate is…”

Ask the participants to speak their thoughts out loud. This will stimulate others and loosen up 
everyone for the next stage of the process.

Be sure to record the best comments and most interesting thoughts for possible use in a 
future document, such as a Case for Support.

Connections:  Ask people to identify themselves based on 
common connections. For example, you might group them based on length of involvement in 
the organization (perhaps arrayed as less than a year, 1 to 3 years, 3 to 5 years, 5 to 10 
years, longer than 10 years), or on people's outside interests (particular sports, types of art or 
music, hobbies). Keep it relevant to your organization. Don't risk sensitive subjects, at least 
not at first.

Ask people to physically move into groups, in different parts of the room. When people are in 
their groups, they should introduce themselves to others and share relevant information.

Stimulating Ideas by 
Suggesting Possible 
Connections

Once everyone is ready to proceed, the facilitator should ask the group to come up with the 
names of people they know who might be able to contribute to the organization, as either a 
donor or a volunteer (preferably both).

Use a list of categories (such as the ones at the end of this section) to spark ideas. You may 
wish to add new categories or remove some to make this fit your unique situation.

Remind everyone to name people with whom they have direct connections, not just names 
that participants have heard in the news. It may also be necessary to remind people to focus 
on individuals who could give — not corporations, foundations or other institutions.

Ask people to note their connections out loud, to spark ideas in others. 

Remind everyone to write down any names that occur. Don't trust anyone's memory.

Call out the first category, and ask if that suggests any possible donors. Move on to the next. 
If most people have thought of one or two names after the first category, move directly to the 
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working pairs. If people need more help, the facilitator should take the group through more 
categories.

The list of categories at the end of this section is designed to spark connections in the minds 
of the people doing the Webbing Exercise.

You may find it helpful to print each category separately on its own sheet of paper or 
cardboard. This will help keep people's attention focused on that category. Print in letters large 
enough to be read easily across the room. 

Working in Pairs

Ask people to arrange their seating into working pairs. Give the duos approximately half an 
hour to work together drawing out each other's connections/ contacts.

Each person records the other person's suggested names on the working forms provided. 
Encourage them to stimulate their memories with the categories listed at the end of this 
section. 

Ask them to share the 30 minutes equally if possible. Call for roles to switch at 15 minutes.

The facilitator should move around the room helping those duos who are not doing as well as 
the others.

At the conclusion of the half-hour, have a break before resuming the group session.

Group Webbing

After the break, ask participants to share the names the working pairs have identified. The 
recorder(s) track both the suggested names and the name of the suggester (for future follow-
up) on the flipcharts so it's easy to preserve the notes. 

In addition, track the nature and extent of the actual link. Is the prospect one of the 
volunteer's closest friends, or have they barely met? If more than one person suggests the 
same name, note both suggesters. Ask which one knows the prospect better. Should they go 
together?

Encourage people to interrupt by calling out any additional names they may recall as the 
process continues. Tell them not to wait politely, or it might be forgotten. Make sure, however, 
that a few people don't dominate, shutting out valuable contributions from quieter people.

If not enough quality names are coming forward, offer additional memory aids, such as phone 

http://www.pch.gc.ca/progs/pc-cp/pubs/e/Fac2Fac13.htm (6 of 16) [7/9/2008 7:32:31 PM]

Page 107



Face to Face - Appendix A - The Webbing Exercise

books or a random list of prominent individuals. These may spark ideas. For example, 
scanning the listings for accountants, doctors or dentists (and so on) may reveal potential 
donors. Lateral thinking may draw connections from seemingly unrelated ideas.

The Hook-and-Ladder Squad

If the group has few direct connections with prospective major donors, they may be able to 
build them indirectly.

This is called the Hook-and-Ladder Squad because it looks first for a hook — why might 
someone be interested? — and then builds a ladder up to them. The connections may be 
remote at first, but often one person knows another who knows a third.

Ask who has the best reputation for generosity in your community? Who is known to give to 
other causes? Do you know anyone who knows them?

Ask if anyone knows a self-employed accountant who might be supportive of your work. 
Research shows self-employed accountants to be the most generous single professional group. 
They “give a higher percentage (of their income) than any of medical doctors, dentists or 
lawyers although the average income of accountants is lower than that in any of the three 
other professions mentioned.”

Ask if anyone knows a farmer. “Farmers, with an average income just under the national 
average of all taxpayers, averaged 1.83% (of their income given to charities) compared with a 
national average of 0.66%,” according to the same report. By comparison, “employees of 
business, who had an average income of $25,167, very close to the national average, gave an 
average of only 0.44% compared with the national average donation percentage of 0.66%.”

Ask if anyone knows someone in the insurance business. Every person in the room should 
raise a hand. If not, ask how many have insurance. Ask if any feel their insurance agents could 
give, volunteer, or lead to other prospects.

Ask if anyone knows a banker. Again, every one should put up a hand. If not ask “How many 
of you have bank accounts, mortgages or loans? Now, how many know a banker?” Could their 
bankers be helpful?

Ask if anyone knows someone in the auto industry or the gasoline and oil industry. How many 
own cars and buy gas? Do they know the name of the person who owns the service station 
they use most often? Could they strike up a conversation next time they fill up? Who sold 
them their cars? Do they know anyone who is a bit more influential in this industry because 
they own a fleet (even a small one) of cars, taxis, or trucks? HINT: In small communities, 
consider the city works department as a lead.
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Do they know anyone in the restaurant and hospitality industry? If not, could they get to know 
the person who owns or manages some of the nearby fast-food franchises, taverns or hotels?

Could their doctor, dentist, pharmacist, lawyer or accountant help them meet others?

Where do they work now? Where did they work previously? Could they help make a 
connection to people in the company, its customers, suppliers, owners, employees, union 
members and so on?

Who are the richest people in town? They may not be millionaires — just richer than others. 
Do you know anyone who knows them? Caution: just because someone is rich does not mean 
they give to charity. Still, if you have contacts with wealthy people, you should note them.

Be careful that this Hook-and-Ladder Squad exercise doesn't sidetrack the discussion. 
Remember to stay focused on major individual prospects. It's easy to start slipping into talk of 
businesses, foundations and other institutional donors. While that information may be 
valuable, the grant applications and other techniques required to succeed with them are 
different, and are a subject for another book.

Identifying Each Person's 
Five Best Prospects

Before the time runs out, ask if they can each identify at least five people they personally feel 
best about approaching. Then ask the group as a whole to identify the five overall top-priority 
people for follow-up.

Remind them not to make contacts yet. Further research is required, as well as a training 
session on how to ask.

Wrapping Up

Collect everyone's Webbing Exercise forms.

Promise to circulate a copy of the notes from the session to everyone for corrections and 
amendments.

Ask for an evaluation of the session. Then thank everyone, and remind them how valuable this 
list will be.

Follow-Up

As soon as possible, type up the notes for the evening. Capture as much information as 
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possible, including the connections between the suggesters and the people suggested.

This list will be used in the prospect research phase, which comes up soon. Record all names, 
both suggested names and suggester names. Record them with the surnames first, so that a 
computer can sort them alphabetically. Track the links to your contacts as well as the names 
stimulated by your Webbing.

Send everyone a note of thanks for participating and encourage them to continue to feed in 
names that come to mind after the actual session.

Consider the results of the Webbing Exercise to be an important resource, and make sure it is 
used.

The next step is to compile the list of the prospects' names. If you have enough for now, you 
can skip the next step.

Forms for The Webbing 
Exercise

The following pages provide several forms that you may find useful in running your own 
Webbing Exercise. 

Ask people to fill them out in the group. Don't mail them out and ask people to fill them in and 
send them back. Without the group stimulus, people at home may have trouble coming up 
with the connections. They also may not get around to it.

For the same reasons, don't have people take them home and mail them back to you later. 
They may never do it, despite good intentions.

 

 

The Webbing Exercise

Categories of Potential Donors (to Spark Ideas)

Participants may have met prospective donors through…

Accountants (Self-Employed) Medicine
Association Members Neighbours
Automotive Industry Oil and Gas
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Banks Older People
Beverage Industry People You Met:
Big Companies  • Recently
Clients or Customers of:  • Long Ago
 • This nonprofit Politicians
 • Companies I know Pharmaceuticals
 • Others in this field of interest Places of Worship
(e.g. Women, Arts, Health) Printing
Clubs Professions
Colleagues Publishing
Community Leaders Real Estate
Doctors Religious People
Dentists Retailers
Donors to This Group Seniors
Donors to Other Groups Service Clubs
Employers (Past/Present) School Friends
Entertainment Industry Social Circles
Family Sports
Farmers Suppliers to:
Food Distributors/Producers  • Companies I know
Foundations  • This nonprofit
Friends  • This field of interest
Hospitality Industry Textiles
Insurance Transport
Land Developers Trust Companies
Law Unions
Local Businesses University-Educated
Media Volunteers

Boldface indicates caategories of people whom research shows to be particularly generous. 

copyright 1993 by Ken Wyman & Associates Inc.

 

 
Key Questions Reveal Connections
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To jog your memory, here are some categories of people you know who might be potential 
donors. This isn't a complete list — just a memory aid.

Fill in names in as many of these categories as possible. Look for one or more names in each 
group. Write the names down — don't trust your memory! Say them out loud — you might 
spark an idea for someone else!

 

 

The Webbing Exercise Possible Prospects

C O N F I D E N T I A L

Your Name: 

I/my spouse/kids/parents/siblings/in-laws/friends know someone who might donate 
generously who… 

Type of ContactName(s)

___is a millionaire* 
___earns $50,000 a year or more 
___is very generous to charity 
___bought nonprofit tickets from me/us 
___was supported by me/us in a fund raising “thon” 
___asked me/us to donate to a nonprofit (and I/we did) 
___is very religious 
___belongs to associations or social, sport or service clubs  
___is an active volunteer 
___went to university with me/us/family/ friends  
___went to school (any level) with me/us /family/friends  
___lives (or used to live) near me/us 
___works with or near me/us 
___is a business customer  
___is a supplier  
___exchanges baby-sitting  
___car pool  
___had a meal with me/us 
___play sports with me/us 
___go on vacation with or near to me/us 
___is a friend 
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___did a favour for someone 
___received a favour from me/us 
___I/we met (on a plane, at a party, in a meeting, shopping)  
___is an accountant 
___is a doctor  
___is a dentist  
___is a farmer 
___is a lawyer 
___is a real estate agent 
___is a pharmacist 
___is a restaurateur 
___owns a business 
___is a corporate executive  
___is a retired owner, executive or manager 
___is new in our community 
___Others:  

copyright 1993 by Ken Wyman & Associates Inc.

 

 

The Webbing Exercise Information Form 

C O N F I D E N T I A L

Use this form to jog your mind about potential contacts. This helps us find out where there are 
connections.

Please share information about yourself, also. As opportunities emerge, this will make it 
possible to match you with prospects based on interests, work, clubs, school, and even religion 
and politics.

Because some of this information is personal, we pledge to abide by the following rules of 
confidentiality and privacy.

1.  No one you name will be contacted without your knowledge and permission. 
2.  No names or information will be shared outside this group, either with other nonprofit 

groups or with businesses. 
3.  No lists of prospects will be distributed inside this group, beyond those who need to 

know. This will only include selected members of the Fundraising Task Force, the 
relevant staff person, and the consultant (if appropriate). 

4.  No information about you will be shared with anyone who does not need to know. This 
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will include only selected members of the Fundraising Task Force and the relevant staff 
person. 

If you still do not wish to include certain information, please skip that question, but complete 
the rest of the form. If you wish to share information, but only under additional conditions, 
please let us know.

Thank you for your cooperation!

Your name: 

Experience

Have you ever helped any nonprofit group get a gift of over $500? ___Yes ___No If yes, 
please describe:

 
 
Contacts

Please list five or more people, companies or organizations you think can afford to make a 
large gift to your organization. These could be new ideas, or names from the master prospect 
list.

People I/someone could ask: Comments about who they are or what 
would interest them: 

How much to ask for:

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 
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Community Groups and Clubs

To what community groups, service clubs or social clubs do you belong?

___This is confidential information which I am not prepared to reveal now. 

___I don't belong to any. 

___I belong to:

Club/Group Years Active Connection?
 
 
 
School

What schools/universities did you attend? What years? Are you active in their alumni 
associations?

School Years Active Connection?
 
 
 
 
Work

Where do you work now? Where have you worked in the past, and in what years?

Workplace Years Job Title
 
 
 
 
Business Connections

Are you, your spouse, family or friends connected to any corporations or other organizations, 
particularly those that support nonprofit groups? Which ones? How are you connected?

___No connections.

___This is confidential information which I am not prepared to reveal now.
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___I have the following connections:

Religion

Are you religious? Do you belong to a particular congregation? Which one? (This may be 
useful if we need to match prospects with people of the same religion, denomination or place 
of worship.)

___This is confidential information which I am not prepared to reveal now. 

___Not religious. 

___My religion is: 

___I worship at: 

___Other religious connections (spouse, family, etc.): 

Politics

Are you active in politics? (This may be useful if we need to match prospects with people of 
the same politics.)

___This is confidential information which I am not prepared to reveal now. 

___Not politically active.

___My political involvement(s):

Which levels? 

___National ___Provincial ___Municipal

Additional Comments:

 
 
 
Thank you for this information. It will be kept confidential.

copyright Ken Wyman 1993
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How to Attract Wealthy, Online Donors - All About Wealthy, Online Donors

SearchNonprofit Charitable Orgs

That wealthy donors are quite active 
online is the conclusion of an excellent 
study by Convio and others that 
explores the "wired" lives of high-dollar 
donors, and how nonprofits are either 
capitalizing on the wired behaviors of 
their donors, or are missing the boat. 

About the Study

Convio, Sea Change Strategies and Edge Research studied wired donors who 
make four-figure or higher annual gifts to one or more causes. In addition, the 
study surveyed the 23 nonprofit organizations that participated in the study 
about their online practices vis a vis large donors. The nonprofits that 
participated represented a range of sectors, missions and strategies. 

An online survey was done of donors who had given a cumulative total of $1000 
or more to at least one of the participating nonprofits over the 18-month period 
ending in August, 2007 through any channel, online or offline, and who had a 
valid email address on file with that organization. 

A total of 3,443 donors, from 23 nonprofit organizations, completed the online 
survey. A cluster or segmentation analysis was performed to identify sub-
groups of the "wired wealthy donor universe." 

Characteristics of the Wired Wealthy

The study found that the donors surveyed gave an average of nearly $11,000 to various causes annually. They are 
also quite well-to-do--25% had household incomes over $200,000 per year; and more than half had incomes more 
than $100,000. 

These donors make up about one percent of the participating nonprofits' records, but they are responsible for an 
average of 32% of the funds raised. 

Demographically, the wired wealthy are baby boomers, with the mean age right in the middle of the baby boom 
cohort (51 years of age). The group is well educated with 51% having graduate degrees, and 87% with 4-year 
degrees or more. 

This group comprises seasoned online users with an average of 12 years experience using the Internet. They 
typically bank, pay bills, and buy online. Most make charitable gifts online. 

These donors, however, only dabble in social networks (Web 2.0). However, most have watched at least one video 
online. A quarter read blogs on occasion, but they are not interested in Facebook and MySpace. 

The Wealthy Wired Fall into Three Groups

When the data was analyzed, some interesting differentiation appeared. As the study says: 

Applying cluster analysis to the wired wealthy sample, we found that three distinct groups of donors emerged. The key 
differentiator dividing these groups is the extent to which donors see the Internet channel as a source of connection 
between themselves and the causes they support, as opposed to merely a transaction device.... 

The "wealthy wired" fall into these groups: 

Relationship Seekers 

This group is the most likely to respond to opportunities to connect emotionally with your nonprofit online. They are 
younger than the other groups (42% are between 25 and 44), and they spend more time online. 

Over 60% of this group like web sites. They are the most likely to visit your site after donating. They are more likely 
to view videos online; are multi-channel in that they give in a variety of ways; and say their online contributions will 
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●     represent 29% of the wealthy wired group with an average age of 48. 
●     86% have given online. 
●     more than half say they prefer online giving. 
●     16% visit a charity website once per month or more. 
●     42% read most charity emails. 
●     13% read blogs; 35% take political action online; 42% engage in social networks online. 

All Business 

These donors visit charity web sites to donate and that is all. They are not looking for a deeper relationship or 
emotional connection. This group is older with 57% between 45 and 64 years of age, and are really more 
comfortable with offline giving than online. All Business donors want a smooth and simple donation process, a tax 
receipt at the end of the year, and to be otherwise left alone. 

A telling comment from one of the All Business group is: 

I personally want to be left alone. That’s my biggest problem with the charities. You send in a check one time and you get 
inundated with unwanted stuff. Actually, doing online giving seems to help that because you can check all the boxes that you 
don’t want to be contacted.

Attributes of the All Business group include: 

●     average age is 53. 
●     75% have given online. 
●     46% prefer to give online; 35% prefer to give by mail. 
●     only one percent visit a charity web site regularly. 
●     only nine percent read most charity emails. 
●     few read blogs, take online political action or engage in social networks online. 
●     speak of themselves as disciplined philanthropic planners who decide yearly giving in advance. 

Casual Connectors 

Casual Connectors represent 41% of the survey respondents. They lie somewhere between the "All Business" and 
the "Relationship Seeker" groups. They are somewhat interested in an online connection with nonprofits. 

A Casual Connector in his/her own words: 

As a younger person, I want [charities] to know that I’m different, and they don’t have to resort to the typical styles [of 
solicitation]. And, to [keep me as] a lifelong donor, I would want them to evolve in their approaches – to show me that they 
are constantly innovating, constantly thinking creatively about what’s next, and not just dealing with what’s here and now.... 

Attributes of the Casual Connector group include: 

●     average age is 50. 
●     80% have given online; 50% prefer online giving. 
●     only six percent visit charity web sites. 
●     27% read most charity emails. 
●     few read blogs, take political action online, or engage in social networks online. 

What seems clear is that even though these "Wired Wealthy" give online and use charity websites, they are not 
terribly impressed by those sites. Only 46% of Relationship Seekers thought that charity websites inspired them to 
give; 36% of Casual Connectors thought so; and 22% of the All Business group. 

The study concludes that the "Wiired Wealthy" are ahead of charities in their expectations for online 
communications. How can charities catch up? The study provides a number of recommendations. 

See What 'Wealthy Wired Donors' Want From Nonprofits - Part II 
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In addition to raising more funds, online giving programs allow you to:

Remember when only one person on the block had a home computer? How about just 10 years 
ago, when email was the domain of the technically adept? Whether you were an early adopter, 
went along for the ride, or came over with a fight, one thing is clear: Technology is central to 
how you do business today. Well over half of US households have one or more computers and 
can access the Internet regularly. More than $1 trillion annually is spent on e-commerce, with 
online banking and financial transactions on the rise, thanks to recent improvements in online 
security and privacy. The gap between conventional and online shopping is closing rapidly, and 
recently available data suggests the same is true for online giving. 

The data is compelling. From 2000 to 2010, online donations will surge from less than 1% to 
33% of all charitable donations (Chronicle of Philanthropy, 2001). Forecasts call for double-digit 
growth annually in both number of dollars and number of online donors, with no end in sight. 
(Nonprofit Times, 2004). A majority of organizations that have adopted online giving strategies 
report raising more funds than before. With newer, secure platforms available, charitable giving 
online is as comfortable and convenient for donors as electronically purchasing a book or a 
plane ticket. What first appeared to be a novelty is here to stay, and few nonprofits can afford to 
ignore where a third of their future revenue will come from. 

The online giving discussion is rapidly shifting from “if” to “how.” This paper is intended as a 
step-by-step guide to getting your fundraising online. Whether you handle it in-house or 
comparison-shop for a service provider, this guide will help you ask the right questions and 
assess the best course of action for your organization. History shows that organizations that 
make the right investments at the right time position themselves well for the future. The steps 
involved may seem daunting, but your efforts will be rewarded with more funds and more 
efficient processes. Significant time and effort can be saved during set-up by engaging a 
suitable service provider. 

Reach more people more effectively. Extend the reach of your organization and 
simultaneously deepen the relationship with your members and donors by integrating your 
online fundraising program with your communication strategy. An email update can easily 
include a “Donate” link, allowing a donor to immediately respond to your call to action. You 
will begin to see the immediate results of your efforts when you integrate these two efforts 
effectively.

Cut Costs. Fundraising online eliminates many of the costs associated with more traditional 
forms of fundraising. You can significantly reduce printing and postage costs associated with 
direct mail by establishing a secure online donation site. Surprisingly, credit card processing 
fees may be lower than manual methods, depending on the service provider you choose. 
Online donations will not replace all your fundraising, but the cost efficiency of having this 
tool in your toolkit will reduce your overall fundraising overhead if managed correctly.

1     DISCOVER THE BENEFITS OF AN ONLINE FUNDRAISING PROGRAM
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Adding secure real-time donation processing capability to your organization’s website is a 
serious task that requires deploying technology and forming relationships with different financial 
institutions. Developing a plan at the beginning of the process will have an impact on the ultimate 
success of your online fundraising program. Involving the right people in the discussion – 
whether they are staff, board, volunteers, or technical advisors – will help the process go 
smoothly and efficiently.

At a minimum, your organization should consider:

Strategy

2    DEVELOP AN ONLINE STRATEGY

TIP: When introducing the idea of online giving to your organization, be armed with the facts. There is a wealth 

of data available online and in leading publications. 

TIP: Avoid budget surprises. When researching service providers, be sure to look for hidden 

fees. A low processing rate may be a cover for high monthly maintenance fees or a la carte 

billing for services you thought were included.  

Meet the Needs of Your Donors. Donors are more ready than nonprofits to participate in 
online giving, according to a Nonprofit Times survey released early this year. More than 
ever, they demand convenience, efficiency and proof that they are safe from identity theft 
(online and off-line). Online giving is available to them 24 hours a day from any location, 
with verified security. Some service providers offer recurring gifts/tuition payments, a great 
convenience for both the donor and the back office. 

What do you want to accomplish, and on what timeline?

How will online giving integrate with other fundraising programs?

What changes will need to occur with your website in order to incorporate online 
donation/registration pages?

Do you want to do a phased deployment, starting with donations only then adding other 
features (such as event registration and merchandise sales) as you grow? 

What are the cost components?  
Setting up the service: Do you have expertise in-house to perform sophisticated web 
programming and database operations, or the willingness to bring in a service provider?

Maintaining the service: Who within your organization will be tasked with maintaining the 
page and performing updates? If you work through a service provider, who will be the point 
of contact to authorize changes and receive donation reports?

What start-up and account maintenance fees are involved with different service providers? 
If you do not have these budgeted, are there service providers who will bill you from your 
online earnings?

Resources
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Donor contact information: name, address, phone, email, credit card number and expiration 
date. Make the form easy to fill out, collecting only the information you need. More than half of 
donors will not complete the donation if the steps are too long or if they are driven to a new site 
to complete the process

Giving options: donations, recurring gifts, matching gifts, tuition payment, event registration, 
tribute, in memory of, etc. The more options you can provide, the higher the probability that you 
will receive a donation

E-Newsletter sign-up: include this for a simple way to integrate your fundraising and 
communication strategies

Make sure the donation page matches the look and feel of your website

Clearly display privacy and security information so the donor feels comfortable conducting a 
transaction

Build a web form customized to collect the information you want 

Connect the web forms to a back-end database to enable transaction reporting functionality

Program the database to automatically notify one or more parties (the donor, the organization, 
and tell-a-friend) when a transaction occurs

Use a report generator on top of the database to produce transaction reports on donations 
received
 

3     BUILD THE ONLINE DONATION CAPABILITY

Online donations are received through a web form. The form is designed for the donor to input 
required information. For maximum effectiveness, the form should be branded to your 
organization and customized to your specific needs. Be sure to find out if your service provider 
will do this for you, and at what cost (if any).

Important information to collect on the web form includes:

Design steps (handled by some service providers or your staff)

Programming steps (handled by a service provider or your in-house technical staff)
 

TIP: Regardless who creates the donate/registration pages, make sure they integrate seamlessly with the rest

       of your website.   
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Processing credit cards in real time over the Internet requires the involvement of four key parties, 
each of whom require a signed agreement and a separate fee. Further, additional agreements 
may need to be negotiated depending which cards you choose to accept.

4     SECURELY PROCESS THE DONATIONS

Credit card processor (example: Nova). Handles authorization/settlement of your credit card 
transactions 
Security encryption platform (example: Verisign) Provides the industry standard guarantee of 
safety and security

A virtual credit card terminal or gateway (example: ViaKlix). Allows transactions to be processed 
in real time over the web 

A bank. Establishes a merchant account to receive and hold your funds 

TIP: Service providers have already established these key relationships and maintain them on your behalf as part 

of your service agreement. They are able to negotiate more favorable terms and may choose to pass these 

savings on to you. Most can process all major credit cards.

Do you provide a merchant account or do we need to set one up?

Do our donors need to set-up an account?

What technical resources are we responsible for on our end?  Will we need to write code for the 

donation processing webpage?

What are all of the fees: set-up, per transaction, monthly fees, additional fees?

Are there transaction minimums or maximums?

Do I need to sign a contract? If yes, what are the terms and duration?

How secure are the transactions?

When will the funds show up in our account? 

Do I pay up front to get started, or will you bill me out of my proceeds?

Questions to ask when researching service providers:
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Now that you have a webpage for accepting donations, the back-end systems are in place to 
both securely process and report on the donations. The donor will want confirmation that his or 
her credit card has been accepted. You will need a system to provide an automatic email 
response to the donor. If you use a service provider for this step, clarify whose name will appear 
on the receipt, whether the type of donation will be reported to the donor, and how it will appear 
on the donor’s credit card statement. 

Once a donation has been received, you will want to keep the information to create reports and 
integrate it with existing donor management software and other database applications. 
Generating reports will help you gauge the success of your online fundraising efforts and learn 
more about your donors. Reporting capabilities should include the following: 

Now that you have a system in place for receiving funds online, you can focus on strategies to 
grow them. Each time a person visits your website, you have the opportunity to engage him or 
her in your cause. Remember to ask for support in the work you are doing every step of the way. 
Tools you can use online to generate additional revenue include recurring gift capability, tribute 
gifts and matching donations. With forethought, you can customize forms to streamline 
processes that used to be handled separately. Examples: for a capital campaign, include a field 
for brick inscription details; for a race registration, include full registration details so your donor 

6     TRACK YOUR FUNDRAISING SUCCESS

7     OPTIMIZE YOUR ONLINE REVENUE

5     ACKNOWLEDGE YOUR DONORS

TIP: If well-designed, your automated email response will do 3 jobs that now require separate handling by your 

office: transaction confirmation, receipt for tax purposes and official thank you. Be sure to include your 

organization’s tax ID.

TIP: Involve the staff designated to receive the reports in the process. Reporting capabilities and ease of use 

vary widely from provider to provider.

Total transactions (total online earnings) 
Type of transaction (donation, membership, event registration, etc.)

Ability to sort by category, date range (daily, weekly, monthly, quarterly) and donor name

Format that integrates into your current system, or Excel format that is easily exportable into 
any format  
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8     INTEGRATE YOUR ONLINE AND OFF-LINE FUNDRAISING EFFORTS

9     MAINTAIN YOUR ONLINE DONATION PAGE

will have the convenience of signing up and paying at once. If you hold fundraising dinners or 
auctions, consider extending your guests the convenience of ordering tickets and sponsorships 
online.  

Adding donation functionality to your site is a great start, but it alone will not drive donations. 
You need to tie your communications to your website wherever possible. Keep in touch with 
donors through regular emails and e-newsletters that link to your donation and registration 
pages. Give them a reason to return to your website on a regular basis by keeping your content 
relevant and up-to-date. Collect email addresses at all possible venues, clearly stating your 
privacy policy on email usage. People will feel more comfortable “opting-in” to receive your 
newsletter if they know personal information will not be shared or sold. While it may seem 
obvious, it is surprising how many organizations fail to include a website address in all marketing 
materials, including on phone messages and at events. Following these simple steps will help 
you integrate all the pieces of your operation, saving you time and resources.  

Now that your webpage is up and running, it will be critical to keep your site up and running. 
Make sure your website is hosted by a company you trust. This is important whether or not you 
decide to pursue online giving at this time. You’ll want your site to run smoothly so that your 
donors don’t miss an opportunity to learn about you and make a contribution. When your site is 
down, nobody wins. Know what kind of technical support you have under your current web 
hosting plan: around the clock, phone or online. Make sure designated staff have the proper 
training they need to perform the work you are trusting to them.   

TIP: Opportunities will come up throughout the year that you did not plan. Find out how quick and easy it will 

be to update your donation and registration pages, whether you are trusting this to staff or a service provider. 

Find out if you will be charged every time you want to make a change to one of these pages.

TIP: An easy, inexpensive way to bring new visitors to your website is to register your organization with different 

search engines. New visitors to your website may also become donors. For more information on optimizing your 

search engine placement, visit www.overture.com or www.dmoz.com. 

TIP: Review your staff roles and responsibilities with regard to general website maintenance in addition to 

defining point people for the online fundraising presence. 
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10    EVALUATE AND FINE-TUNE

Your expanded use of the Internet will afford you instant feedback on your communication and 
fundraising strategies, with the opportunity to adjust quickly if necessary. The information at your 
disposal will provide you a good picture of visitors to your donation page. Use this information to 
change how you position your organization and your cause. As you get comfortable with the 
process, you will be able to harness the potential of online fundraising in new and exciting ways. 
For example, you will be able to develop and target content to particular website visitors, and tie 
specific donation requests to them. Finally, make it easy for all website visitors to contact you 
with questions and feedback, and consider their ideas in planning your future strategy. 

Webpay works invisibly behind the scenes 

to enable your organization to accept 

payments for donations, memberships 

and event registrations through your 

website. The Webpay online fundraising 

system is cost-effective, secure, easy to 

use and fast to set up. Web forms are 

custom-built by the Webpay team to 

match the look and feel of your website. 

Donors or registrants receive instant 

notification of their payment, customized 

for your organization. Reports are easy to 

access anytime you wish. With no annual, 

monthly or development fees, Webpay is 

an attractive and affordable answer to 

your online fundraising needs. 

Webpay is a product of Auctionpay, the 

leader in providing innovative payment 

processing solutions specifically for non-

profit organizations. More than 1,300 

organizations have entrusted the handling 

of their event and online fundraising to 

Auctionpay and Webpay. 

YOUR ONLINE FUNDRAISING SERVICE

 or call: 

1-800-276-5992

FOR MORE INFORMATION

www.auctionpay.com
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Click Here

 

Permission to copy is not required. 
Appropriate credit is appreciated. 

Major Gifts Campaign Checklist 
 
A successful Major Gifts fund-raising campaign is not magic. It is a straightforward, concise 
process of executing well-defined components arranged in a step-by-step progression. I know this to 
be so because I have seen it done over and over again --- starting at A and working through to Z, 
successfully carrying out campaign after campaign and achieving goal after goal. 
 
Looking at the nuts and bolts of a Major Gifts fund-raising campaign is the best way I know to make 
its success probable and its process understandable. Breaking down a campaign step-by-step, point-
by-point, lets you present it to staff and volunteers of your non-profit organization in a 
way calculated to increase acceptance of over-all goals and individual responsibilities. 
 
However, if successful fund-raising is simply hard work on the part of the thoroughly prepared, 
then that preparation must begin before a campaign is planned. An organization contemplating 
a Major Gifts campaign needs first to assess and evaluate its readiness to raise money. To that end, 
I suggest that the checklist below be used to self-evaluate your organization's Major Gifts 
fund-raising readiness at a special board meeting, at a staff retreat, or as a one-on-one survey of 
trustees and staff. 
 
Try it yourself and see if it changes your own understanding of your organization's readiness to raise 
money from Major Gifts. It's easy to do. Just check each statement that you can honestly claim to 
be true for your organization. 
 
Our Major Gifts Fund-Raising Program: 

1.  Works from a General Development Plan _____ 
2.  Operates with other campaigns without diluting any of our resources _____ 
3.  Has a solid base of major gifts from our Board of Trustees _____ 
4.  Functions with the guidance of a Development Committee of the Board _____ 
5.  Has the staff in place to provide all of the needed campaign resources _____ 
6.  Involves and informs our organization's other departments and personnel _____ 
7.  Prioritizes individuals, corporations, foundations for maximum potential _____ 
8.  Rates and evaluates prospects for their maximum giving potential _____ 
9.  Provides suggested asking amounts to all prospects _____ 

10.  Features challenge and matching gifts to attract the gifts of others _____ 
11.  Always settles upon achievable goals before we start to solicit _____ 
12.  Presents a compelling case for support _____ 
13.  Maintains stewardship and cultivation programs for donors and prospects _____ 
14.  Projects what numbers of gifts in what amounts we need to meet goals _____ 
15.  Promotes gifts via memberships and other named opportunities _____ 
16.  Develops campaign time-lines for the leadership and solicitors _____ 
17.  Provides job descriptions and duties for the leadership and solicitors _____ 
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18.  Equips our solicitation team with the best information and instruction _____ 
19.  Provides solicitation training with special focus upon the asking process _____ 
20.  Features one-on-one and partners for the actual asking of gifts _____ 
21.  Seeks to have the best possible prospect to solicitor assignments _____ 
22.  Benefits from a full range of relevant publicity and promotion activities _____ 
23.  Provides progress reports and other regular campaign updates _____ 
24.  Ensures that all requests for contributions are followed to completion _____ 
25.  Obtains in all instances, reasons individuals refused or reduced their gifts _____ 
26.  Records gifts and collects the money in a timely fashion _____ 
27.  Promptly acknowledges donors' gifts and apprises the respective solicitors _____ 
28.  Announces results, gives recognition and thanks donors and volunteers _____ 
29.  Reviews and assesses all completed campaigns to improve the next ones _____

This checklist contains 29 key affirmations I believe a non-profit organization must be able to 
make before planning and conducting a Major Gifts fund-raising campaign. How many were you able 
to claim as true for your organization? 
 
Now that you have gone through the entire list, I suggest that you reread it to make sure 
you understand each affirmation. The points on this checklist are synopses. Please don't let their 
brevity get in the way of developing a full understanding of what they represent. On top of that 
you should evaluate their relevance to your particular situation, look for ways to maximize 
their effectiveness and value for you, and consider adaptations and adjustments that better 
tune them to your organization. 
 
Tony@raise-funds.com  
 

Addendum: 
Additional Major Gift Campaign Resources 

 
●     In Search of the Elusive Major Giver 

http://www.raise-funds.com/052803forum.html 

●     Major Gifts: Development Of A Total Plan 
http://www.raise-funds.com/exhibits/exhibit84.html 
http://www.raise-funds.com/exhibits/exhibit84.pdf 

●     Major Gifts Calendar For The Annual Fund 
http://www.raise-funds.com/exhibits/exhibit07.html 
http://www.raise-funds.com/exhibits/exhibit07.pdf 

●     Duties For Chairperson Of Major Gifts Campaign 
http://www.raise-funds.com/exhibits/exhibit19.html 
http://www.raise-funds.com/exhibits/exhibit19.pdf 

●     Action Calendar For Chairperson Of Major Gifts 
http://www.raise-funds.com/exhibits/exhibit20.html 
http://www.raise-funds.com/exhibits/exhibit20.pdf 

●     Major Donors And Prospects --- Two Versions 
http://www.raise-funds.com/exhibits/exhibit57.html 
http://www.raise-funds.com/exhibits/exhibit57.pdf 
 
http://www.raise-funds.com/exhibits/exhibit58.html 

http://www.raise-funds.com/081904forum.html (2 of 3) [7/10/2008 7:21:43 PM]

Page 130

mailto:tony@raise-funds.com?subject=Major Gifts Checklist
http://www.raise-funds.com/052803forum.html
http://www.raise-funds.com/exhibits/exhibit84.html
http://www.raise-funds.com/exhibits/exhibit84.pdf
http://www.raise-funds.com/exhibits/exhibit07.html
http://www.raise-funds.com/exhibits/exhibit07.pdf
http://www.raise-funds.com/exhibits/exhibit19.html
http://www.raise-funds.com/exhibits/exhibit19.pdf
http://www.raise-funds.com/exhibits/exhibit20.html
http://www.raise-funds.com/exhibits/exhibit20.pdf
http://www.raise-funds.com/exhibits/exhibit57.html
http://www.raise-funds.com/exhibits/exhibit57.pdf
http://www.raise-funds.com/exhibits/exhibit58.html


http://www.raise-funds.com/081904forum.html

http://www.raise-funds.com/exhibits/exhibit58.pdf 

●     Major Gifts One-On-One Solicitations 
http://www.raise-funds.com/exhibits/exhibit68.html 
http://www.raise-funds.com/exhibits/exhibit68.pdf 

●     (cartoon) 
Major Gifts Campaigns Must Be Major Giver Campaigns 
http://www.raise-funds.com/exhibits/exhibit88.html 
http://www.raise-funds.com/exhibits/exhibit88.pdf 
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 Fund Raising Forum Library 
Potpourri Library 

Exhibit and Document Library 

 

Permission to copy is not required. 
Appropriate credit is appreciated. 

Donor Surveys 

What Do You Know About Your Donors? 
(And What Do They Know About Your Organization?) 

If we're going to ask people for money, it sure helps if they think highly of both our organization 
and its mission. 

●     Do they see our mission as vital and valid? 
 

●     Are we perceived as being successful at carrying out that mission? 
 

●     Has our organization earned and maintained trust and respect? 
 

●     Have we been efficient stewards of donations and resources? 
 

●     Has any controversy been associated with us? 
 

●     Have questions about any of our leaders arisen? 
 

●     Do people believe we are the right organization to address what we declare in our Mission 
Statement? 
 

●     Do they know enough about us to have formed any deeply held opinions? 

Learn About Your Donors 

Methods to learn the opinions and impressions donors have of your organization can be 
implemented in a number of ways, including mail, e-mail, telephone, focus discussions, and face-
to-face meetings. Whether comprehensive one-on-one interviews, or a mix of any of the 
other options, surveys do not need to be complicated research instruments. A simple 
questionnaire (or format, for personal meetings) can be tallied either by hand or, if you structure 
the questions right, on a simple computer spreadsheet. 

When conducting a donor satisfaction and donor interest evaluation, I think a few suggestions 
on how to collect data are in order: 

Questionnaires 

--- are a good way to collect a lot of information quickly. Unsigned questionnaires 
guarantee anonymity. They are easy to manage, and multiple-choice responses can be easy 
to quantify. But you have to be careful not to write questions that bias responses. 
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Questionnaires lack a personal touch, and both survey design and sample selection require a 
high level of expertise. At the very least, a professional should be involved in the creation of 
the questions. 

Focus groups 

-- give you a chance to explore issues in depth with donors. Putting six or seven contributors in 
a room with a video camera running and asking questions of the group as a whole can yield 
valuable information. However, it is sometimes tough to get people to commit to giving the time and 
showing up when expected. The group facilitator needs to be able to establish instant comfort 
for participants and keep them both engaged and on track. You will probably need a professional 
communicator as group facilitator. Focus groups should be scheduled on a continuing basis to 
establish benchmarks and measure change. Since the responses are freeform, it can be hard to 
analyze results, and that analysis can be quite time consuming. 

Interviews 

--- give you a chance to talk with donors one-on-one. They can yield some great information due to 
the give-and-take of the conversational process. However, the interview process is time consuming. 
The information acquired is often anecdotal in nature and can be very hard to quantify. It is easy 
for a less skillful interviewer to bias responses unintentionally. 

What Do You Want to Know? 

First, take a hard look at what you want to learn and about the uses to which you intend to put the 
donors' responses. Although some questions are "standard," you will be more productive if you 
develop a survey tailored to your organization's specific need. Whether comprehensive one-on-one 
interviews, or a mix of other information gathering methods is used, donor survey planning 
must take into account: 

1.  Size and make up of the donor base to be surveyed. 
2.  Survey timeline. 
3.  Adequacy of resources to perform the survey. 

Suggested Questions to Be Presented to Donors 

(Use or adapt those of relevance and importance to your organization and the survey method) 

●     On a scale of 1 to 10 (10 highest) how familiar are you with (name of your organization)? 
 

●     Have you formed any deeply held opinions about us? What are they? 
 

●     What do you perceive to be our mission statement? 
 

●     Do you see our mission as vital and valid? 
 

●     Do you perceive us as being successful at carrying out that mission? 
 

●     Do you believe we are the right organization to address what we declare in our mission 
statement? 
 

●     What do you know about us overall? 
 

●     What do you know about our ........? 
- Administration - Board of Trustees - Volunteers / Auxiliaries - Staff - Facilities - (Add other 
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components related to type of NPO: i.e., faculty, curriculum, case workers, medical staff, etc.) 
 

●     What do you see as our strengths? 
 

●     In what areas, if any, do you see potential for improvement? 
 

●     Have we earned and maintained your trust and respect? 
 

●     What priority in terms of community (and your) needs would you place on our (List THE main 
program, service, or project which drives your organization)? 
High _______ Moderate ________ Low ________ 
 

●     What priority do you place regarding importance to the community (and to you) on the 
following? (List OTHER key programs, services, and projects known to be associated with the 
organization---as many as reasonable and practical.) 
High _______ Moderate ________ Low ________ 
 

●     What are your impressions of our financial condition? 
 

●     What makes you feel good (or otherwise) about your financial support? 
 

●     Have we been efficient stewards of your donations and resources? 
 

●     How would you describe the most compelling reason the community should support us? 
 

●     Which other organizations do you support? Why? How are we ranked in priority with them 
relative to the amounts you give? 
 

●     To your knowledge, has any controversy been associated with us? 
 

●     Have you ever had any questions or concerns about any of our leaders? About our 
administration? ----- About our staff? 
 

●     How do you feel about the various materials we send to you? Newsletters, solicitation letters, 
other communications? 
 

●     Are we included in your financial estate plans? If not, are you familiar with our charitable giving 
opportunities that offer you income? 
 

●     May we please have any other comments, advice, and recommendations? 

Responses 

Will your donors answer honestly and objectively? The answer is a qualified "Yes." Some will 
answer a question not quite truthfully, and we may never know the reason. Some may 
not understand a question and thus, will give a "wrong" answer. Sometimes a donor may find a 
question to be inappropriate, even offensive, and they will not reply. 

Acting on the Findings and Recommendations 

Once a donor survey has been completed and you've received a report of its findings, 
conclusions, and recommendations, you're ready to start the toughest part of the process. Now, you 
have to listen and pay attention and act. You have a wonderful opportunity to benefit greatly from 
what your donors told you about the pleasure and satisfaction they derive from their support to 
your organization, as well as to be alerted to their concerns and cares. You work as best you can to 
"fix" the things that need fixing, according to what the donors told you. And you need to 
continue and to enhance the cultivation practices which are the most desired and satisfying to 
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your donors. This will surely help in great measure to maximize your chances for their giving to 
continue, and it will provide opportunities for even larger gifts in the future. 

What if the Donor Survey Tells You What You Don't Want to Hear? 

Make sure that you take the time to go over every aspect of the donor survey. Don't skip 
over negative things that on first reading seem minor. It is folly to take the time to conduct a 
donor survey, spend the money on it, and then risk alienating people important to the 
organization by ignoring the survey's recommendations. An organization that ignores some or all of a 
donor survey's findings is making a mistake that can damage the organization. 

Who Should Conduct the Survey? 

The principal value of having outside counsel perform a donor survey is the opportunity to 
obtain candid answers to tough questions. A consultant is not part of the organization's "family," 
and that means the responses from survey subjects will be more candid and complete. 

However, face-to-face meetings between donors and staff or volunteers are great 
relationship builders as well as a productive data-gathering tool when structured for "listening 
and learning," instead of "talking and selling." 

When They Become Non-Donors 

You should as well consider conducting selective "exit" interviews with major donors who have 
declared that their previous gift to your organization was their last gift---whether or not you 
know the reason they asked you to take them off your donor list. 

As well, donor surveys should be selectively conducted with those whose major gifts have 
been missed for no known reason for at least two years. 

Rejections Are Opportunities to Correct Real or Perceived Problems 

There are times when you can selectively conduct an exceedingly simple, but effective, survey. 

When I was conducting telefunding campaigns as development director of the Cleveland Orchestra, I 
would look at the reports on persons who the night before had asked to be taken off our list. Some 
of them would be people who had given us $250 or $500 or even $1,000 in the past. I would 
call them and say, "I know you said no, and we will take you off our list, but I want to be sure we 
are taking you off because of something that we can't fix or is out of our control." They would, 
invariably, appreciate the call and would tell me if they indeed wanted to be taken off the 
list because of a grievance. Sometimes the reason was something we could fix. Sometimes 
they would even reconsider and make a gift, but I never asked them to. The purpose of my call 
was to save these prospects for the future, if possible, and to find out if we had done 
something wrong. 

You can use this same strategy at any time, even when the morning's mail and other sources 
bring bad news of a loss or a reduction of a major donation. Don't wait to find out. 

Building Donor Loyalty 

If you want donors to be loyal to, and support, your organization, they must know you, trust you, and 
believe that you are fulfilling your mission and using their contributions wisely. If you don't 
know who your donors are and what they think of your organization, you can't successfully 
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communicate with them. 

Just think. There you are, for once not asking for their money, but making them feel as important 
as they really are when you ask for their opinions and impressions about your organization. 

Be of good cheer and confident of the almost always welcome and delighted reception you 
will receive when you ask a donor to participate in your survey. It's almost a sure thing that 
the donor will say, "I'll be happy to answer you questions. No one ever asked me before." 

Those are my views about Donor Surveys. I welcome your comments.  
Tony@raise-funds.com 
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The Foundation Center’s 
Prospect Worksheet—Institutional Funders 

PROSPECT WORKSHEET
Date:       
Basic Information 
Name       

Address       

Contact Person       

Financial Data 
Total Assets       

Total Grants Paid       

Grant Ranges/Amount Needed       

Period of Funding/Project       

Is Funder a Good Match? Funder Your Organization 
Subject Focus 
(list in order of importance) 

1.       1.      

 2.       2.      

 3.       3.      

Geographic Limits        

Type(s) of Support        

Population(s) Served        

Type(s) of Recipients        

People (Officers, Donors, 
Trustees, Staff) 

       

Application Information 
Does the funder have printed 
guidelines/application forms? 

      

Initial Approach (letter of 
inquiry, formal proposal) 

      

Deadline(s)       

Board Meeting Date(s)       

Sources of Above Information 
 990-PF -- Year:        Requested    Received 
 Annual Report  -- Year:        Requested    Received 
 Directories/grant indexes       
 Grantmaker Web site      

Notes:  
      
 
Follow-up:       

 

© The Foundation Center 
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Special events are efforts to raise funds through activities that involve a range of different 

approaches including auctions, cookie and calendar sales, and raffles.  Special events are 

typically very labor intensive, but if an organization has significant volunteer resources, 

demands on staff can be reduced.  Unlike grants, special events often require upfront funds.  

In addition, special events require extensive planning and lead time, and can generate 

minimal profit and can discourage volunteers.  Usually, events are more successful 

(efficient) upon repetition.  Public awareness and member recruitment are other benefits of 

special events.   

 

It is critical to successful event planning, given the labor required for most events that 

organizations capitalize on all of their human resource assets including the Board of Directors, 

community partners, system partners, volunteers, and community civic groups.  The ability to 

harness this level of community and partner commitment can make the difference between 

success and failure. 

Events may drain organizational labor resources

Events can require upfront funds to get started

Events may bring in additional funds and public 
awareness

C.  Events and the Statewide Family Network
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LA Federation of Families for Children’s Mental Health 

Vee Boyd, Executive Director 

Fundraising has been a difficult task for LA Federation of Families for Children’s Mental Health 

(LAFFCMH) due to either inadequate knowledge or inadequate community supports until their 

preceding board president introduced the LAFFCMH executive director to a realtor with formal 

fund development experience and numerous community connections.  The realtor collaborated 

with the executive director to identify potential fundraising events, including a wine and cheese 

reception.  LAFFCMH initially had concerns that influential community members would not 

support this event because of their religious beliefs, so the realtor as a board ambassador for 

LAFFCMH solicited the help of a friend to lead marketing of LAFFCMH to the community.  They 

then held a wine and cheese reception in South Louisiana to promote LAFFCMH’s mission and 

vision.  The realtor also recruited her sorority sisters who hosted an additional wine and cheese 

reception in North Louisiana.  LAFFCMH received pledges from both events totaling $29,775.  

 

Georgia Parent Support Network 

Sue Smith, Executive Director 

Every Fat Tuesday (in February) the GA Parent Support Network sponsors an "Unmasking 

Children's Mental Illness Ball” at the FOX Theater.  The Fox is a well known theater located in 

the heart of downtown Atlanta in a very prestigious area.  At the Ball people dress in Mardi 

Gras attire, there’s a band, silent auction, great food; a party.  It has been well supported and 

the revenue increases each year.  People are beginning to plan from one year to the next to 

come.  The year after Katrina they were going to cancel but supporters whose homes had been 

in New Orleans asked them not to because they missed their festivities and wanted to come 

and attend, which many did.  

 

Statewide Family Network Reflections 
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•Dedicate the necessary time to plan 
for events.

•Develop mechanisms for families 
and youth to attend your events.

•Make sure your event advertising 
clearly states who will benefit and 
how you will use the funds.

Helpful 
Hints
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   Events Appendix 

 Electronic Documents and Websites 
 Articles, Tips, and Ideas 
 Forms, Templates, and Checklists 
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Energize‐Fundraising and Special Events 
Resource links for special events planning and implementation 
 
Breatscancer.org‐Fundraising Event Planning Guide 
Complete event planning guide 
 
 
 
 

Events 
Electronic Documents and Websites 
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Articles on Fundraising, Special Events, and Volunteer Management

 
Home | Site Map | About Us 

     
Receive monthly quick tip 

Enter e-mail address 

    

Home Hot Topic Library Referral Network Collective Wisdom Jobs/Internships Bookstore

Resource Library

●     Library Index

●     Volunteer 
Management 

Skill Area

●     About the Profession

●     About Volunteering 
as a Subject

●     Types of Volunteers

●     Settings or What 
Volunteers Do

●     Other Sources

Submission Info

Reprint Info

Find Australasian  
resources at: 

Fundraising and Special Events 

Books on this topic

Articles and excerpts on this topic:

●     The Before Budget vs. The After Math from Secrets of Successful Fundraising 

●     Frictionless Fundraising:  How the Internet Can Bring Fundraising Back into 
Balance by Michael Gilbert 

●     Fundraising from US Companies from Fundraising from America 

●     Getting to Yes from "Dear Association Leader" 

●     The Happiness of Giving:  The Time-Ask Effect, by Wendy Liu and Jennifer Aaker 
(2008-51 pg PDF), Center for Responsible Business. Concludes that people asked 
to volunteer give more money than those who are not. 

●     Top Ten Reasons for Becoming a Fund Raiser from Accent on Humor book set: 
The Wit and Wisdom of Philanthropy 

●     Using an Online Auction to Raise Program Funds, outlining the 

experience of the The Northern Arizona Regional Gerontology Institute 
with Mission Fish 

●     Volunteers and Donors - More Alike than Different by Susan J. Ellis from The 
NonProfit Times 

Free electronic books on this topic:

The Can Do Events Guide by Oxford Inspires (2007) 
A guide to running events in Oxfordshire (UK) but the help and guidance in 
terms of how to set up an event is generic. 

Web sites with useful information on this topic: 

Benevon Model of Fundraising
http://www.benevon.com/resources/model_overview
Founded by Terry Axelrod, Benevon trains and coaches nonprofit 
organizations to implement a mission-based system for raising sustainable 
funding from individual donors.  A free overview of their model is available 

 

Secrets of Successful Fundraising  
Nineteen top fundraising 

professionals clearly explain all 
your options for increasing your 

revenue and promoting your 
organization.

 
 

Secrets of Successful Retreats  
A step-by-step guide to planning 

and facilitating a productive off-site 
retreat for boards and other 

volunteers, paid management and 
line staff, or any combination 

thereof. 

More Resources in the Store 
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Articles on Fundraising, Special Events, and Volunteer Management

here. 

Contributions Magazine Archive Library
http://www.contributionsmagazine.com/feature.html
Archived articles on all aspects of fundraising and other related issues from 
this bimonthly print publication.

Developing Volunteer Projects Toolkit
http://www.behandson.org/wiki/developing-volunteer-projects-toolkit
The Developing Volunteer Projects Toolkit offers simple, practical advice for 
planning group volunteer projects, ready-to-use worksheets and forms, and 
strategies for engaging volunteers in service.  Especially pertinent for 
corporate volunteers since the site was created for the employees of Home 
Depot to work with Hands On Network. 

The Foundation Center FAQs
http://foundationcenter.org/getstarted/faqs/full_list.html
The venerable Foundation Center site has lots of information for 
grantseekers, and this FAQ list is great, especialy for beginners.
The Grantsmanship Center Magazine
http://www.tgci.com/magazine/archives.asp 
Archives of articles on all aspects of fundraising.

  
GrantStation
http://www.grantstation.com/
Great amount of information on how to fundraise through grants, including a 
multi-part  explanation of "Understanding the Philanthropic Landscape":  
http://www.grantstation.com/Public/tracks_to_success/p/main.asp

GrassrootsFundraising.org Online Archive 
http://grassrootsfundraising.org/magazine/archives.html
Articles on ways small organizations can raise funds. 

Greenability
http://www.greenability.org/
Canadian fundraising expert Ken Wyman offers several free articles and 
guides to grassroots fundraising and special events.

"A Guide to Investing in Volunteer Resources Management: 
Improve Your Philanthropic Portfolio" 
http://www.community.ups.com/downloads/pdfs/guide.pdf
Part of AVA's "Positioning the Profession" project, this unique 21-page 
guide can be used anywhere to educate funders about the value of 
supporting volunteer efforts. 

ICVolunteers
http://www.icvolunteers.org/
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Unique international program offering the management of volunteers for 
nonprofit conferences and events, at no charge except expenses.  For 
eligibility details and a summary of their work, see:  
http://www.icvolunteers.org/index.php?what=ser&id=6

Institute of Fundraising (UK)
http://www.institute-of-fundraising.org.uk/ 
Has developed a series of codes of practice in fundraising for the UK.  See 
especially their 2005 release, "Volunteer Fundraising Code."

The NonProfit Times Grant Search
http://www.nptgrantsearch.com/
Free, searchable database of more than 4,000 $1 million+ corporate 
donations, including the category of “philanthropy/voluntarism.”

Philanthropic Capacity Building Resource Database
http://www.humaninteract.org/reports/pcbrdatabase.asp
Human Interaction Resource Institute offers snapshots of foundation funding 
for "capacity building."  Page also gives Web site links to other sites 
concerned with nonprofit support.

PlanetFriendly.net
http://www.planetfriendly.net/promote.html 
"How to Organize & Promote an Event or Meeting" 
portal and guide for activists.

PTO Today "Focus on Fundraising"
http://www.ptotoday.com/magFund.html
Archived articles on all sorts of fundraising ideas for leaders of parent/
teacher groups but applicable to any organization.

SixDegrees.org
http://www.sixdegrees.org/
Any one person is connected to any other person through six or fewer 
relationships, because it's a small world. SixDegrees.org (founded by Kevin 
Bacon and Network for Good) is about using this idea to accomplish 
something good (social networking with a social conscience). Support 
favorite charities by donating or creating fundraising “badges” — as well as 
check out the favorite causes of other people, including celebrities.

Revelant Hot Topic essays:

●     It’s Volunteers and Money - May '08 

●     Should We Ask Volunteers to Give Money on Top of Time? - July '04 

●     Raising Money through Volunteer Labor - June '03 
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Fundraising Event Planning Guide

Planning a fundraiser can be easy with good 

organization. With the right approach you are sure to 

reach your fundraising goal and have a great time 

doing it! Here is a planning guide of several steps that 

will help you budget your time and money and keep an 

organized schedule while planning your event.

●     Fundraising 

Event 

Planning 

Guide 

At a 
Glance

Step 1: Set Goals 
 
It is important to begin your fundraising plan by establishing your goals for the fundraiser. Make decisions 

about who your audience will be, what kind of fundraiser you want to have and what you wish to 

accomplish (how much money you wish to raise or teaching friends about the organization). Communicate 

and discuss your goals with all those who will be involved and keep written records of any changes or 

updates to your goals.

Step 2: Draw up a Budget 
 
The budget is a financial outline for you to use while planning your event. It should contain all anticipated 

expenses. The budget should be as specific as possible even if you are having a small fundraiser. A 

budget for a large fundraiser would include income, such as sponsorship, ticket sales, concession stands 

and donations, as well as expenses such as entertainment, advertising, invitations and supplies to set up 

the event. Make sure to indicate which items you will need to buy and which items can be donated.
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View our sample budget chart.

Email 
Updates

Ways 
to 
Give

Step 3: Set the Date and Time 
 
It takes time to plan an event! Build in enough time to do it properly without stressing yourself and your 

volunteers. When choosing a date, make sure it does not conflict with national holidays or major events in 

your community unless you are coordinating your fundraiser to coincide with those. Another good strategy 

is to plan your fundraiser's date to coordinate with a specific time of year. For example, host an event to 

raise funds for breast cancer education in the month of October (Breast Cancer Awareness Month).

Step 4: Create a Timeline and Make a Checklist 
 
After you have set the date of your event, create a schedule of how you want to organize your event and 

the steps you will need to take to get everything completed. A checklist of necessary actions or decisions 

and when they should be completed is key to keeping yourself organized and on track. Try working back 

from the date of the fundraiser to get a better idea of timing: for example, invitations or flyers to promote 

the event can be distributed 3 to 6 weeks before the event (depending on formality).

Step 5: Choose a Location 
 
Pick a location where you want the event to be held (if there is a cost to renting a location, remember to 

include it in your budget). Schools, community buildings and locally-owned businesses are all cost-efficient 

options. Depending on the type of event you are throwing, your home can serve as a great location and 

will also save you money.

Step 6: Choose Your Entertainment 
 
Entertainment at an event is not always necessary, though something as simple as music can make a 

fundraiser more fun and spirited. A DJ or a guest speaker should be booked early. Be sure to consider the 

space and "feel" of the event when choosing your entertainment.

Step 7: Publicize the Event 
 
Spreading the word about your event can be done in many ways depending on the type of event you are 

creating. If it is a community event, post and send out flyers around the neighborhood. Places like coffee 

shops, book stores, grocery stores, town bulletin boards and community centers are great places to post 

information about your event (get a group of volunteers together to hang flyers). Additionally, many local 

newspapers have event listings through which you can usually promote your event for free.
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If you are hosting a private event, you'll need to create an invitation and a list of those you are inviting. For 

a larger or more formal event, a stationery store can help you design and print your invitation. For your 

invitation list, ask your volunteers/friends for their input or extra names and addresses. Designate a person 

to be in charge of the invitation list—to check for duplicates, confirm addresses and names, etc.

Good luck!

Sample Budget Chart

Step 8: Get Food, Drinks and Decorations 
 
Depending on the type of event, refreshments and decorations may be very important or not important at 

all. If your event is casual, you can save money by asking vendors or friends to donate food and drinks. 

For a more formal event, you might want to price catering options. If you're having a themed event, 

decorations can set the mood—get creative!

Step 9: Enjoy! 
 
Recruit enough volunteers and delegate duties on the day of the event to lessen stress and enjoy the big 

day or night. The whole event will run more smoothly if you coordinate things instead of trying to do 

everything yourself.

Step 10: Send Your Donation and Your Thank Yous. 
 
Take some time to savor your accomplishments and thank all of those people who made it happen—

volunteers, vendors, donors, etc. When you send in your donation, you can also coordinate thank yous 

through the organization.

Category Estimated Cost Vendor Contact Information Notes

Invitations

Food/Drink

Flyers

Location

Decorations

DJ

Gifts/Giveaways

Set up Supplies (i.e., tape, wiring, etc.) Page 148
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   A simple guide for successful fundraising events
       

  

Organizing a fundraising event is a fun and rewarding 
way to contribute to your community or to a worthy 
cause. Whether you're trying to send the high school 
drama club on a field trip or raising money for a national 
charity, careful planning, creative thinking, and attention 
to details will help you generate the kind of support that 
can really make a difference. This easy guide includes 
steps to follow and some creative fundraising ideas to 
help you plan a successful event. 

Set your goals 

First, it helps to clearly establish your financial goals 
and what you'd like the event to accomplish. Create a 
document with the following information, and refer to it 
throughout the planning process to keep everyone on 
track. 

1.  

Create a mission statement. Describe 
exactly who or what will benefit from your event. 
Include a brief description of the organization's 
needs, and explain how a fundraising event will 
help meet them. 

2.  

Establish a financial goal. If you're sending 
a school dance team to a tournament, calculate 
travel and lodging expenses and adjust the 
amount to account for extra costs. If you're raising 
local contributions for a larger cause, set a 

Project finder  
Go directly to a project 
 
1. Choose a category: 

 

 
2. Choose a subcategory: 

 
 
3. Go to your project page: 
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realistic (and optimistic!) per-person dollar 
amount that you'd like to collect. 

3.  

Think outside the dollar. Consider in-kind 
donations—such as equipment, practice space, 
or meals—that could help your cause. Offer these 
as options in lieu of cash donations, but always 
leave the door open for generous donors to write 
generous checks. 

Get creative for your cause 

Now that you've created your framework, it's time to 
come up with fun and creative ideas for what will 
actually happen at your event. Consider who will be 
attending and what types of activities they would enjoy. 
Remember to keep an eye on costs to ensure that as 
much money as possible goes to your cause. Here are 
a few ideas to get you thinking: 

●     

Conduct a silent auction. People love to get 
a good deal while contributing to a worthy cause. 
With a silent auction, everybody wins. Before the 
event, solicit donations from neighbors and local 
businesses. Make and print a bidding sheet for 
each donated item and include a description and 
details about the item's value. Then make three 
columns on your sheet: Bidder's Name, Phone 
Number or Email, and Amount of Bid (be sure to 
include plenty of blank spaces for multiple bids!). 
At your event, display each item (or a card with 
photo for big items such as vacation getaways) 
along with the bidding sheet, and set a time limit 
for guests to browse and bid. At the end of the 
event, announce the highest bidders, and 
exchange each item for the "winner's" donation. 
(Decide if you will allow people not present to win 
the bid and plan to follow-up with them the next 
day.) 

●     

Throw a party. Come up with a fun theme, 
such as a masquerade ball or a casino night. 
Guests support your cause by paying an entrance 
fee to attend. 
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Organize a bake, book, or rummage 
sale. A sale is an easy and profitable way to 
raise money with help from plenty of volunteers 
who can either bake or donate items to sell. 

●     

Compile a cookbook. Gather recipes, stories, 
and photos from volunteers to create a one-of-a-
kind cookbook to sell. Keep costs down by 
printing the pages and binding the book yourself. 
Use the free cookbook page template at the HP 
Activity Center. Also, read the article "How to 
create a family cookbook" in the Invitations & 
stationery section of the Activity Center (located 
under “View all how-to articles”). 

●     

Hold a raffle. Ask local movie theaters to 
donate tickets, or popular restaurants to donate a 
romantic dinner for two. Guests pay for a raffle 
ticket to win the items, or you can offer them as a 
thank-you for large donations. 

●     

Arrange a benefit concert. Talk to talented 
performers in your area to see if they’d be willing 
to perform for free. Guests support your cause by 
buying tickets, while the performer gets extra 
exposure. 

●     

Have a karaoke night. Rent out a local 
karaoke bar (or see if they'll donate their services 
for a night) and charge an entrance fee to 
participate. 

Dive into the details 

Now that you know what your goals are and how to 
accomplish them, the real planning begins. With a little 
organization and forethought, all the details will fall into 
place. Keep these tips in mind as you prepare: 

1.  

Set a time, date, and place. Choose a date 
and time that will allow plenty of people to attend 
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and that make sense for the activity you’re 
planning (such as evening for casino night or 
afternoon for a rummage sale). Estimate how 
many people you think will attend, and reserve an 
appropriate venue. Popular locations fill up 
quickly, especially in spring and summer, so 
reserve yours well in advance. As you consider 
your options, ask vendors if they'll donate the 
space or give you a discount in exchange for 
recognition at your event. 

2.  

Create a schedule and stick to it. Make a 
calendar including all the key milestones for 
planning your event, and be sure all volunteers 
have a copy. Try sending out gentle reminders if 
dates are missed. 

3.  

Send personalized invitations. Make 
potential donors feel special and set the tone for 
your event by sending a beautiful, customized 
invitation. 

4.  

Generate sponsorships. Local businesses 
are often happy to provide money or goods to 
your cause in exchange for public recognition. 
Offer to include a sponsor's name or logo on team 
uniforms, program guides, event advertising, or 
signs at your event. 

5.  

Write a press release. Create a brief 
document that includes all the key details: time, 
date, place, and reason for your event, as well as 
who's organizing it and who will benefit from it. 
Include contact information for the public, and 
send it to your local newspapers. Also try calling 
the community calendar editors of local papers 

http://h10025.www1.hp.com/ewfrf/wc/acHowto?lc=...00696233&extcat=makeadifference&printable=yes& (4 of 6) [7/23/2008 6:48:23 PM]

Page 153



A simple guide for successful fundraising events

and regional magazines to get your event listed 
for free and gain more exposure, too. 

6.  

Take out an ad. Ask local newspapers and 
radio and television stations to donate ad space 
or airtime to publicize your event. Some 
businesses might even consider donating their 
paid ad space to promote your event, which 
would benefit your cause and generate some 
publicity for themselves. 

7.  

Create a simple, professional donor 
form. Create an easy-to-read, one-page form for 
donors to fill out, including space for their contact 
information, how much they're pledging, or what 
service they're pledging if it's not a cash donation. 
These will be useful for tracking donations, 
thanking donors, and creating a mailing list for 
future events. 

Don't forget your volunteers! 

Volunteers can offer invaluable support as you plan a 
fundraiser and at the event itself. As the organizer, you'll 
want to be sure all volunteers are motivated and clear 
about their responsibilities. Here are a few things to 
consider: 

●     

Assign established roles. Make sure each 
volunteer is clear about who is responsible for 
what and when things need to be done. Let 
volunteers choose their roles to match their 
interests and skills. 

●     

Keep spirits high. Boost morale by 
acknowledging individual volunteers and the 
group as a whole whenever possible. Treats such 
as coffee and bagels or a few pizzas for lunch are 
always appreciated. 

●     

Keep everyone in the loop. After the event, 
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Auction Tips 
 
Six Steps for Boosting Procurement  
 
Procuring items… will it be your auction nightmare, or a great reflection for your organization? Let’s face it 
– when it comes to procurement it’s all about who you know.  The six degrees of separation comes into 
play because it’s who you know, who knows someone, who knows someone else, who has a contact for a 
potential auction item….  

You’re scouting your family, friends, neighbors, business associates and vendors for auction items.  
Suddenly, you’re looking at where you shop, eat, bank and wash your car very differently.  How do you 
turn six degrees of separation into six steps for boosting procurement?

Six Steps for Boosting Procurement

1.  Know your audience.  What are their interests?  What can they afford? What has sold well in 
the past?  Ask your donors what they like. Target items that you know the majority of your 
attendees will have an interest in purchasing.  A younger group will like family-oriented items, short 
weekend getaways and parties at the hippest clubs in town.  An older group will bid on long 
cruises, gifts for the grandkids, theater and musicals, fine wines and dinners at the nicest places.  

2.  Be specific about what you ask for.  Most folks won’t know what you want for your event.  
Offer them choices of things that you know they can provide.  If left up to them to determine what 
you want, many people find it easier to say no. 

3.  You must make the ask.  Don’t make the mistake of not asking someone for a donation 
because you don’t think they will donate.  If you don’t ask them, you’re pretty much guaranteed 
they won’t donate for sure.  It’s a numbers game – the more you ask, the more items you will 
receive. 

4.  Close the deal.  If you walk away without an item or a commitment, your chances of getting 
something later will be greatly reduced.  Have a procurement form with you.  Set a date and time 
for pick-up or delivery of the item.  Don’t wait to the last minute. 

 

Auctionpay has 
helped more than 
4,500 nonprofits 

grow their 
organizations 

through events and 
online fundraising.

Auctionpay Tips
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5.  Have a plan.  Larger auction items typically don’t just appear in the mail.  Know what you want - 
dinner parties, trips, sporting events, ladies night outs, sports memorabilia, and unique 
opportunities.  Provide volunteers with a wish list of items to find.  

6.  Be creative.  Think out of the box -- unique locations, opportunities and once in a lifetime 
experiences are key.  Put a different spin on a common item.  Offer items that can only be acquired 
at your event.   Make it special! 

Plan B – Using Consignment Items to Augment Donations 

So what do you do if your list of target items is not materializing? What if that great golf package you were 
hoping for didn’t happen?  What if someone donated a fabulous condo in New York with all the trimmings, 
but you just can’t get the airlines to provide any tickets?  Or if an exotic travel package is on your list, but 
you don’t have the resources to acquire a donation. What are you going to do?

There are many companies out there that offer everything from art and sports memorabilia to travel 
packages, all designed to enhance your auction. It’s time to consider consignment items.

Consignment items (like Auctionpay’s Auction Booster), can generate interest and bidding excitement 
among your guests with no risk to your organization. Typically you reserve the item, offer them at your 
event and after the auction, order the items that are sold. In most cases, your organization keeps the 
difference between the winning bid and the package cost – sometimes hundreds or thousands of dollars.

The good news about consignment items is that they are easy to get and are often highly desirable items 
that can generate substantial revenues and boost the overall appearance of your auction. With many 
consignment vendors, your organization can acquire more than one of each package so it can be sold 
more than once at the event.  If you get into a bidding war on a particular package, you can offer that 
same package to two bidders and double your profits!

The drawback about consignment items is that you don’t get to keep all the money!  Some packages are 
also very restrictive in how they can be used, so be sure to do your homework when seeking a vendor.

Bonus: Seven tips for successfully using consignments 

Here are some tips to help ensure that your sale of consignment items will benefit not just the seller and 
the buyer, but your organization as well.

1.  Make sure that you know the consignment vendor you are choosing.  Like any 
large purchase you make, take the time to ask for references, and contact them to find out their 
experience.  Be sure you are dealing with a reputable organization. 

2.  Verify the pricing.  Find out how much the item would cost to purchase on your own.  If the 
consignment cost is the same or close to the retail value, how are you going to make any money? 
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3.  Carefully review restrictions. The more restrictions, the less attractive the package will be.  
When is the item available?  Are there any black out dates? Will your buyer have to pay additional 
fees?  When does the item expire?  

4.  Consider how to present the consignment items.  Some consignment vendors will 
provide presentation materials such as posters, videos, brochures – even someone to attend your 
event to help promote the item.  Verify that there are no additional fees for the materials when they 
are available. 

5.  Not all travel consignment package are created equal.  Be sure to check whether 
transportation is included.  There are a lots of terrific consignment destinations to choose from, but 
if they do not include transportation, the perceived value of the package drops considerably.  Look 
for packages that include roundtrip airfare where applicable. 

6.  Set the minimum bid.  One of the biggest keys to success with consignment items is in setting 
the minimum bid.  Don’t make the mistake of making the minimum bid your cost of the 
consignment item.  If you only have one bidder, you make no money!  A good rule of thumb is to 
add 10-20% of the package cost to guarantee a profit to your organization if the item is sold. 

7.  Be creative with your packages.  Remember that a great package can be created by 
combining a consignment item with other donations that you have received. For example perhaps 
you have obtained a lunch with a celebrity in New York, you can combine this with a weekend 
shopping/theater item to augment the value. 

Consider adding consignment items to your next auction to ease your mind and boost your profits. 

About Stephen Hamann 
Stephen Hamann is a professional Charity Auctioneer, Master of Ceremonies and Event Host based in 
San Diego, CA. Known for his great enthusiasm and attention to detail, Stephen is an expert at extracting 
donations from guests while - at the same - time ensuring they go home with smiles on their faces. For 
more information, visit his website at www.slhamann.net. 
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What to Keep in Mind When Considering On-line Tools for Your Event  
 
Organizations holding fund-raising events such as walks, auctions, and golf tournaments are using on-
line tools to lower costs and minimize time spent tracking the details of attendance.

Are e-mail invitations and on-line registration right for your event? What is involved? Here are some 
things to consider:

E-mail Invitations
E-mail management programs are easy to use and are more flexible for bulk e-mail distribution than a 
standard Outlook or AOL program for mass e-mail communication.

The cost of an e-mail save-the-date and invitation to your donors is small compared to the cost of 
production, printing, and postage for a direct-mail invite. Mailed invitations also lack the response-
tracking capability of e-mail campaigns, in which you can learn immediately how many e-mails bounced, 
how many people opened the message, and which links they visited. With this knowledge, it is easy to 
set benchmarks for improvement and target specific invitees for follow-up. As a best practice, consider 
cutting postage costs by sending an e-mail invite to all of your donors first and then following up with a 
printed invite to those who have not already submitted an RSVP.

Consider giving donors the option to receive information via e-mail or regular mail. Explain to donors that 
e-mail reduces overhead costs. Your donors will appreciate your effort to maximize the value of the 
money they contribute.

E-mail campaigns can generate buzz and awareness for your event and can be used to reach out to 
donors who cannot attend but would still like to donate on-line. You may be surprised by the dollars you 
raise from people who cannot attend your event. State your mission and always give your donors 
another option to help. Use verbiage like "Can't attend the event? Click here to donate."

Promoting Your Event
If you have an e-newsletter, mention your event and provide a link to your Web site for donors to 
purchase tickets or learn more. Also, remember to test your message. The key to a successful e-mail 
campaign is preparation and refinement. Your presentation and message will help determine the 
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response rate for your e-mail. If you have time, develop several options and poll a few people as to 
which message is most appropriate. Ignoring this step may lead to fewer attendees and less revenue.

Send invitations early. Always include the basic event details at the top of your message and remember 
to notify donors in the subject line that the e-mail is an official invitation. Include your mission statement 
and a link to your privacy policy to assure recipients that the e-mail is a legitimate broadcast from your 
organization.

Plan on sending out follow-up e-mails—one customized to those who have responded and one 
customized for those who have not. Consider rewarding those who RSVP early. The sooner you know how 
many people will attend your event, the easier it will be for event night planners and the more control 
you will have over your costs.

After Your Event
Always survey your donors about your event. Simple questions can be asked, such as "How can we make 
next year's event better?" or "How well did we express our organization's mission during the event?" It is 
difficult to conduct a survey during the event. A better approach is to e-mail guests a survey after the 
event in conjunction with a thank you and summary of the event's success. Emphasize to guests the 
value of their feedback.

On-line Registration
In your e-mail and regular invitations provide the option to register for the event on-line. You will 
eliminate the cost of including a pre-printed RSVP card and envelope as well as provide registration 
information quickly.

If your site already is equipped to process donations, the addition of a registration page should be 
relatively straightforward. If you are not currently accepting donations on-line, this may be the right 
opportunity to implement an Internet strategy that covers year-round giving capabilities as well as 
registration for events.

Set a goal to register a percentage of your invitees on-line. The target number of on-line registrations 
will be related to event size, donor habits, and how well you communicate your message. By setting 
registration benchmarks specific to your event and making increased on-line registration a goal, you 
should have no trouble increasing the on-line volume from one event to the next.

If you are looking for a vendor to help you implement on-line registration, consider asking the 
following questions:

●     What is included with the service?One page or multiple pages? 

●     Can the pages be customized? For example, if you are holding a benefit golf tournament, can you 
request shirt size information on the registration page? 

●     How are the transactions deposited into your account? How often? 

●     What reporting functionality is included? For example, will you be able to access daily reports on 
the number of registrants? 

Your donors' comfort level with on-line transactions has probably been growing over the past few years. 
The use of the Internet for donating to tsunami relief demonstrated that donors expect nonprofit 
organizations to offer the convenience of on-line giving. You will need to consider the profile of your 
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guests and gauge their willingness to register on-line. If you already direct donors and interested parties 
to your Web site for information and if you already offer an on-line donation capability, registering on-
line makes sense for you.

Five Tips to Using On-line Tools for Special Events

1.  Always collect donor data and update your records. Ask for e-mail addresses and permission to 
use them. 

2.  Promote your Web site with every form of communication, including your direct mail, phone 
conversations, and e-mail messages. Make it the place to go for the latest information about 
events, fund-raising campaigns, and organization news. 

3.  Create a standard e-mail signature template for you, your colleagues, and volunteers; include 
general contact information and a follow-up teaser. For the teaser, you can say, "Click here to 
sign up for our e-mail newsletter" or "Click here to register on-line for our Annual Dinner Auction 
on May 22." 

4.  Train staff and volunteers to conclude phone conversations by reminding people of the event and 
pointing them to your Web site for more information. 

5.  Get others to spread the word for you. Ask partners, peers, colleagues, etc. to reach out to 
everyone in their core groups and plug your event via their own e-mail list or bulletin board 
service. To do this effectively, you may want to write a short description about the event with the 
usual who, what, when, where, and why. Remember to include your Web site URL for further 
information about the event. 

Conclusion
Many nonprofit organizations are enjoying the benefits of using the Internet to supplement or replace 
traditional methods of inviting and registering guests and donors to fund-raising events. When assessing 
the relative merits of these tools for your organization, remember that it is okay to start small and build 
over time.

Written by Lisa Hannah and Max Arbow, © 2005, Auctionpay. Lisa Hannah is director of marketing and 
Max Arbow is a product specialist for Auctionpay.
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Six Steps for Boosting Procurement  
 
Procuring items… will it be your auction nightmare, or a great reflection for your organization? Let’s face it 
– when it comes to procurement it’s all about who you know.  The six degrees of separation comes into 
play because it’s who you know, who knows someone, who knows someone else, who has a contact for a 
potential auction item….  

You’re scouting your family, friends, neighbors, business associates and vendors for auction items.  
Suddenly, you’re looking at where you shop, eat, bank and wash your car very differently.  How do you 
turn six degrees of separation into six steps for boosting procurement?

Six Steps for Boosting Procurement

1.  Know your audience.  What are their interests?  What can they afford? What has sold well in 
the past?  Ask your donors what they like. Target items that you know the majority of your 
attendees will have an interest in purchasing.  A younger group will like family-oriented items, short 
weekend getaways and parties at the hippest clubs in town.  An older group will bid on long 
cruises, gifts for the grandkids, theater and musicals, fine wines and dinners at the nicest places.  

2.  Be specific about what you ask for.  Most folks won’t know what you want for your event.  
Offer them choices of things that you know they can provide.  If left up to them to determine what 
you want, many people find it easier to say no. 

3.  You must make the ask.  Don’t make the mistake of not asking someone for a donation 
because you don’t think they will donate.  If you don’t ask them, you’re pretty much guaranteed 
they won’t donate for sure.  It’s a numbers game – the more you ask, the more items you will 
receive. 

4.  Close the deal.  If you walk away without an item or a commitment, your chances of getting 
something later will be greatly reduced.  Have a procurement form with you.  Set a date and time 
for pick-up or delivery of the item.  Don’t wait to the last minute. 

 

Auctionpay has 
helped more than 
4,500 nonprofits 

grow their 
organizations 

through events and 
online fundraising.

Auctionpay Tips

http://www.auctionpay.com/ed_center/auction-tips/detail.aspx?id=Six Steps for Boosting Procurement (1 of 3) [7/23/2008 6:55:22 PM]

About Us Products & Services Partners Resource Center Support Contact Us

Page 161

http://www.auctionpay.com/live_meeting/schedule-a-demo.aspx
http://www.auctionpay.com/index.htm
http://www.auctionpay.com/live_meeting/schedule-a-demo.aspx
http://www.auctionpay.com/live_meeting/schedule-a-demo.aspx
http://www.auctionpay.com/ed_center/index.htm
http://www.auctionpay.com/ed_center/white_papers.htm
http://www.auctionpay.com/ed_center/enewsletter.aspx
http://www.auctionpay.com/ed_center/online-tips/online-tips.aspx
http://www.auctionpay.com/ed_center/webinars.htm
http://www.auctionpay.com/ed_center/webinars.htm
http://www.auctionpay.com/ed_center/auction-tips/auction-tips.aspx
http://www.auctionpay.com/about_us/index.htm
http://www.auctionpay.com/about_us/index.htm
http://www.auctionpay.com/events/index.htm
http://www.auctionpay.com/events/index.htm
http://www.auctionpay.com/partners/index.htm
http://www.auctionpay.com/partners/index.htm
http://www.auctionpay.com/ed_center/index.htm
http://www.auctionpay.com/ed_center/index.htm
http://www.auctionpay.com/client_services/index.htm
http://www.auctionpay.com/client_services/index.htm
http://www.auctionpay.com/contact_us/index.htm
http://www.auctionpay.com/contact_us/index.htm


Auctionpay Tips

5.  Have a plan.  Larger auction items typically don’t just appear in the mail.  Know what you want - 
dinner parties, trips, sporting events, ladies night outs, sports memorabilia, and unique 
opportunities.  Provide volunteers with a wish list of items to find.  

6.  Be creative.  Think out of the box -- unique locations, opportunities and once in a lifetime 
experiences are key.  Put a different spin on a common item.  Offer items that can only be acquired 
at your event.   Make it special! 

Plan B – Using Consignment Items to Augment Donations 

So what do you do if your list of target items is not materializing? What if that great golf package you were 
hoping for didn’t happen?  What if someone donated a fabulous condo in New York with all the trimmings, 
but you just can’t get the airlines to provide any tickets?  Or if an exotic travel package is on your list, but 
you don’t have the resources to acquire a donation. What are you going to do?

There are many companies out there that offer everything from art and sports memorabilia to travel 
packages, all designed to enhance your auction. It’s time to consider consignment items.

Consignment items (like Auctionpay’s Auction Booster), can generate interest and bidding excitement 
among your guests with no risk to your organization. Typically you reserve the item, offer them at your 
event and after the auction, order the items that are sold. In most cases, your organization keeps the 
difference between the winning bid and the package cost – sometimes hundreds or thousands of dollars.

The good news about consignment items is that they are easy to get and are often highly desirable items 
that can generate substantial revenues and boost the overall appearance of your auction. With many 
consignment vendors, your organization can acquire more than one of each package so it can be sold 
more than once at the event.  If you get into a bidding war on a particular package, you can offer that 
same package to two bidders and double your profits!

The drawback about consignment items is that you don’t get to keep all the money!  Some packages are 
also very restrictive in how they can be used, so be sure to do your homework when seeking a vendor.

Bonus: Seven tips for successfully using consignments 

Here are some tips to help ensure that your sale of consignment items will benefit not just the seller and 
the buyer, but your organization as well.

1.  Make sure that you know the consignment vendor you are choosing.  Like any 
large purchase you make, take the time to ask for references, and contact them to find out their 
experience.  Be sure you are dealing with a reputable organization. 

2.  Verify the pricing.  Find out how much the item would cost to purchase on your own.  If the 
consignment cost is the same or close to the retail value, how are you going to make any money? 
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3.  Carefully review restrictions. The more restrictions, the less attractive the package will be.  
When is the item available?  Are there any black out dates? Will your buyer have to pay additional 
fees?  When does the item expire?  

4.  Consider how to present the consignment items.  Some consignment vendors will 
provide presentation materials such as posters, videos, brochures – even someone to attend your 
event to help promote the item.  Verify that there are no additional fees for the materials when they 
are available. 

5.  Not all travel consignment package are created equal.  Be sure to check whether 
transportation is included.  There are a lots of terrific consignment destinations to choose from, but 
if they do not include transportation, the perceived value of the package drops considerably.  Look 
for packages that include roundtrip airfare where applicable. 

6.  Set the minimum bid.  One of the biggest keys to success with consignment items is in setting 
the minimum bid.  Don’t make the mistake of making the minimum bid your cost of the 
consignment item.  If you only have one bidder, you make no money!  A good rule of thumb is to 
add 10-20% of the package cost to guarantee a profit to your organization if the item is sold. 

7.  Be creative with your packages.  Remember that a great package can be created by 
combining a consignment item with other donations that you have received. For example perhaps 
you have obtained a lunch with a celebrity in New York, you can combine this with a weekend 
shopping/theater item to augment the value. 

Consider adding consignment items to your next auction to ease your mind and boost your profits. 

About Stephen Hamann 
Stephen Hamann is a professional Charity Auctioneer, Master of Ceremonies and Event Host based in 
San Diego, CA. Known for his great enthusiasm and attention to detail, Stephen is an expert at extracting 
donations from guests while - at the same - time ensuring they go home with smiles on their faces. For 
more information, visit his website at www.slhamann.net. 
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Tips for Creating Silent Auction Bid Sheets  
 
When preparing for your silent auction, carefully consider options for your bid sheets. Your auction 
software should give you multiple options to create the bid sheets that you need. If you are not using 
event management software, you can create the bid sheets in Word or other document software.

Important things to consider for silent auction bid sheets:
●     Use bid numbers (instead of names) to make competition among guests anonymous and friendly. 

●     Clearly state the minimum bid increment to reduce confusion. 

●     If you have multiple sections for your silent auction, list the item's section and closing time. 

●     Printed bid sheets will look better and be easier to read than hand-written ones. Use easy-to-read 
fonts, in 12 points or larger, on white or light-colored paper to ensure legibility. 

●     Enforce your cause by putting your organization logo or event name in the header of your bid 
sheets. 

●     Clearly mark item/package numbers on both bid sheets and items/packages in case bid sheets get 
moved or switched. 

●     You may want to include a "Guaranteed Purchase" price that will give the bidder a guaranteed win 
of the item. The Guaranteed Purchase price should be about 150% the value of the item. 

View sample bid sheet. Requires Adobe® Reader® (install now).
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Section: 1st Silent
Package #: 1

A Fantastic Feast
The Murray family offers a gourmet feast featuring a medley of Northwest 
seasonal delights presented by chef Scott Davis. Your special evening begins 
poolside with a selection of Northwest wines and hor d'oeurves, followed by 
wild rice stuffed salmon with all the trimmings, ending with desserts, coffee, 
and liquers, served around an open fire under the stars.  Look out over the 
Tualatin Valley (optional pre-dinner swim or after dinner jacuzzi).

Minimum Bid: $50

Bidder Number Bid Amount

 $50

 $75

 $100

 $125

 $150

 $175

 $200

 $225

 $250

 $275

 $300

 $325

 $350

Guaranteed Purchase

Children’s Network Gala
2005 Fundraiser and Auction

$500
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Families of Children with Special Health Care 
Needs 

Family Centered Approaches to Facilitate 
Conference Participation 

A Check List 
 
More families are attending conferences than ever before.  This has been a result of 
careful planning, support and applying a family centered approach at every level of 
participation.  Below are suggestions on how to facilitate a family centered approach 
throughout the conference; during the planning phase, the conference, and after it is 
over to facilitate successful participation of families from target populations.  
 
 
Conference Planning 

 Family members and target population representation on planning committee 
 Specific responsibilities giving to family representative 
 Dollars set aside to support family representative time 
 Dollars allotted to support family travel and time at conference 
 Dollars set aside for respite care for children (on or off site) 
 Planning meetings include a specific report of family activities progress 

 
 
Speakers & Workshop Content 

 Family members are used as presenters or co-presenters whenever feasible and 
appropriate 

 Specific percentage of presentations focus on family involvement 
 Presentations are of interest to a broad range of interests, including family 
participants 

 Speakers and facilitators receive an “Engaging Families in the Audience” tip sheet 
well before the conference to assist them in family centered session development 

 Family speakers are appropriately paid for their services if it is not a part of their 
regular job 

 
 
Registration 

 Registration is clear and easily understood by families-even those with little 
experience attending conferences 

 Families can see that they are part of the target audience on the registration form 
 How families can get financial assistance to attend the conference is clear on the 
registration form 

 The registration of families is sorted so they can be identified for additional 
information and support 

 Families who may be new to participation in conferences are offered a toll free 
number where they can talk with family leaders, ask questions and receive support 
and encouragement 
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Conference Logistics 

 The location is in a central area with easy access 
 Families are directed on hotel and conference check in specifics (see below) 
 Hotel check in is set up so families do not have to produce a credit card for check in 
 The facility is culturally competent and meets or exceeds ADA specifications 
 A “Family Resource Room” is set aside for families to go when they wish to gather, 
relax, or meet informally to network (this is a great place to staff with family leaders 
and mentors) 

 Families are reimbursed for expenses on location as they arrive-leave 
 Families are sent a packet of information specific to building the capacity of families 
to be partners and participants 

 Families are told how to identify other family participants (such as a red dot on their 
name tag) – this is not shared with other professional participants so families are not 
“singled” out 

 Other participants are given a tip sheet on how to connect with and make family 
participants welcome 

 A welcome table is setup for families to sign in (register), ask questions, or get 
guidance (this can be the resource room if convenient) 

 The welcome table is staffed with family leaders (hosts) who can assist with specific 
problems such as hotel check in or issues, respite, emergencies, or conflict 

 All family hosts and leaders working with the conference remain upbeat and positive 
during the conference-no matter what is happening! 

 Someone is responsible for ensuring that families are not “dropped” after the 
conference, but integrated into community activities and utilized as the next 
generation of leaders 

 
 
Travel & Check In  

 Families have a detailed map of the location prior to the conference 
 Families receive a map of the hotel layout prior to the conference 
 Families are advised of where and how to park (such as ramp, valet, etc) 
 Families are told where and how to check in and what they will need (such as 
identification) 

 Families are advised on approximately how much money they will need for the 
conference and how they will be reimbursed for agreed upon expenses 

 Families receive a “welcome” letter from family representatives on the planning 
committee when they check in to the hotel 
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Timelines 
 
The following is a suggested time schedule for direct and targeted support to families 
prior to, during, and after the conference 
 

One month Before Conference 
 Registered families receive confirmation 
 Registered families are directed on how to make hotel reservations 
 Families receive detailed information on how to access respite 
 Families receive information on how their expenses will be covered and how much 
the anticipated “out of pocket” expense might be 

 
Three weeks Before Conference 

 All conference information for the family is confirmed; hotel, registration, respite 
 Families receive detailed information on speaker sessions, workshops, and 
conference supports available to them 

 
Two Weeks Before Conference 

 Families receive “Open Doors” Conference packet 
 Families receive travel information 
 Families receive check in information 

 
One Week Before Conference 

 Families receive a call or card to reinforce who and how to contact with questions or 
concerns 

 
At Conference 

 A family “host or hostess” greets, meets, or has contact with all families as they 
come to the hotel 

 Families have assistance available for checking into hotel, if necessary 
 Families are directed to Resource Room or Family Registration table 
 Families receive money necessary for conference related expenses 
 Families are given clear directions on conference logistics 
 Families are informed on how to access needed supports or services 
 Families receive a conference feedback form to gather information specific to family 
support and participation 

 
After Conference 

 Families receive any follow up information sent out 
 Families are personally contacted to make sure they were reimbursed, answer 
questions, solicit feedback, and encourage ongoing growth as a community leader 
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Event Planning Tips 

Planning Special Events: Blueprint For 
Success  
by Debora Meskauskas 

A special event is a one-time event focused on a specific 
purpose such as a groundbreaking, grand opening or 
other significant occasion in the life of a library. Special 
events may also be created for other targeted purposes 
such as a jobs fair; awards banquet or logo contest.  

These one time special events are different from 
"programs" offered on a continuing basis such as a 
lecture series, summer reading club or story hour. The 
following steps are offered to help guide your event 
planning:  

1. Develop strategies for success 

Make sure the purpose for the special event 
is important enough to merit the time and 
expense needed to properly stage, publicize 
and evaluate the event. 

Carefully match the type of event that is 
selected to the purpose that it serves. Do 
you want to reach out to new users or thank 
your supporters? 

Ensure that the library staff fully supports 
the special event. Select a working 
committee with broad representation. 

Target groups that have a special stake in 
the event such as library users, funders, 
politicians. business leaders, senior citizens 
or parents. 

Start planning at least three months, and in 
many cases, a year ahead of time. 

Develop ways to evaluate the event's 
success. Measurable event objectives may 
include attendance, the amount of money 
raised, the number of library cards issued or 

 
 
 
 
 
 
 
 

Sample Check List 

The following checklist provides 
a step-by-step guide to 
organizing and executing an 
open house. Include projected 
deadlines for each step. 

Select chair and members of 
your planning committee.
Develop a master plan and 
set the event date.
Select chairs for 
subcommittees such as 
refresiments, setup and 
cleanup, tour guides, traffic 
and safety, volunteers 
speakers, and invitations.
Organize volunteers for each 
committee.
Formulate a publicity plan. 
Decide when/how media 
should be contacted. Be sure 
to alert the media of photo 
and interview opportunities.
Prepare copy for program 
and printed materials.
Hold a "tie down" meeting 
the day before the event 
Distribute a schedule of 
events to each committee 
member. Discuss 
assignments. Distribute 
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increases in circulation. 

Talk to other librarians who have 
successfully staged similar events. 

2. Make a checklist 

A checklist provides a step-by-step guide to 
organizing and executing a special event. See 
sample checklist on next page. 

3. Create a budget 

The objective is to provide event planners with a 
financial blueprint. The budget should be specific, 
and include revenue opportunities (sponsorship, 
ticket sales, donations. concession sales) as well 
as expenses printing, permits, insurance, speakers, 
food. supplies, security). 

4. Consider logistics 

With many activities going on simultaneously, 
there are many details to be checked. Major areas 
to consider and plan for include: size of space or 
building used, utility support needed, setup (tables 
and chairs. tents, portable toilets, parking, 
signage) coordination, cleanup, emergency plans. 
transportation, and public services such as police 
and fire departments. 

5. Plan publicity 

Promoting a special event takes creative thinking 
balanced with practicality. The primary objective 
is to publicize the event, but secondary objectives 
should be considered. 

Are you trying to inform, educate or 
entertain? 

Increase awareness or attendance of the 
event? 

Build a base support from a specific 
audience? 

Facilitate good community relations? 

identification badges. 
Answer any questions.
Set up several registration 
tables and stagger tour 
schedules to avoid 
bottlenecks. Distribute a 
program as guests arrive, so 
they know what to expect.
After the event, mail the 
printed program with an 
appropriate letter to 
"significant others" who 
were unable to attend.
Remember to thank everyone 
who participated. Send 
photos if possible.
Conduct an evaluation
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This information has been provided by  
FRIENDS & FOUNDATIONS of California Libraries 

Brainstorm all the available media in 
including marquees, school newsletters, 
church announcements, and cable and 
commercial stations. Make a detailed list 
with names of whom to contact and when.  

6. Evaluate the event 

Take time to evaluate right after the event while 
the details are fresh. You may want to consider 
having a questionnaire for participants to fill out. 
Some general evaluative criteria include: 

Did the event fulfill its goals and 
objectives? Why or why not? 

Identify what worked and what needs fine-
tuning. Which vendors should be used 
again? 

What items were missing on the checklist? 

Was the event well attended? 

Was informal and formal feedback about 
the event positive? 

Given all that went into staging, was it 
worth doing? 

Finally, it is important to remember to celebrate 
your successes and to thank all those who 
contributed.  

Special thanks to the American Library 
Association for permission to reprint.  

Excerpted from "Part-Time Public Relations with 
Full-Time Results," which covers topics ranging 
from how to write a news release to desktop 
publishing. Published by ALA Editions, 65 pages, 
$16 or $4.40 for ALA members. To order call 1-
800-545-2433, press 7.  

Debora Meskauskas is the public information officer at the 
Arlington Heights ILL, Memorial Library.  
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EVENT NAME DATE LOCATION

Task Role Timeline Completed 
Y/N

Notes

Find Partner Organization 6-8 Weeks 
Set Date for Event 6-8 weeks
Set Dates for Planning/Put 
to do items into 
Basecamp/or other 
calendar with dates for 
specific event.

6-8 weeks

Schedule Planning 
meetings/agenda 
development

6-8 weeks

Put Event Description on 
Website

6-8 weeks

Registration setup on 
website

6-8 weeks

Create Potential Sponsor 
List

6-8 weeks

Recruit Sponsors 6-8 weeks
Find Venue 4-6 weeks
Put venue on insurance 4-6 weeks
Create e-mailing list for 
event

4-6 weeks

Get speakers/facilitators 4-6 weeks
Identify audience/target 
publicity resources

4-6 weeks

Send out initial “save the 
date” email

4-6 weeks

Registration Monitoring 6-3 weeks
Finalize agenda/ session 
content

4 weeks

Research and schedule 
catering

4 weeks

Order or purchase any 
necessary materials or 
supplies (name badges 
etc)

4 weeks

Email pushes to register 3 weeks
Finalize materials 2 weeks
Registration Reports to 
partners

2 weeks

Shipping Materials/and 
supplies

2 weeks

Materials Printing and 
assembling

1 week

Assembly any materials or 
supplies to be brought

1 week

Set up event wiki 1 week
Last minute checks of 
registration list

1 week

Confirm logistics—parking, 
service entrance for 
caterers, handicap access, 
local copy shop; coffee 
shop

1 week

Reminder/Logistics email 
for attendees

1 week

Confirm with caterers and 
adjust order

2 days prior

Email FINAL Reg list to 
partners

2 days prior
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Put notes into the event 
wiki

During the event

Send out Post Event E-
mail 1

1 week post

Evaluation compilations 1 week post
Thank Yous: Partners, 
sponsors

1 week post

Update website with post 
event description

1 week post

Send out post event e-mail 
2

2 weeks post

Pay Invoices for Event 2 weeks post
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EVENT BUDGET AND PLANNING GUIDE

GENERAL INFORMATION

Event

Objective/Purpose

Theme  

Overall Responsibility
Staff or Faculty Member:
Student or Volunteer:

Intended Audience  
Primary:
Secondary:

Location

Timing of Event  
Date:
Day of week:
Time of day:
Conflicting events:

Overall Budget  $ __________________ Account(s) charged  ___________________________

AUDIENCE BUILDING
  Individual     Date

   Budget     Responsible     Accomplished
Invitations  

Invitation format:
Envelopes:
Reply cards/envelopes:
Quantity:
Mail House/Postage charges:

Flyers/Posters/Table Tents  :
Displayed on campus:  ______
Displayed off campus: ______
Total Quantity: ______
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Press Kits/Releases for:

   Newspapers/Magazines (list each):
Calendar sections:
Brief announcements:
Feature Story:

   Radio or TV:
Stations to be targeted:

ARRANGEMENTS
   Budget:    Individual Responsible:     Date Arranged:  

Speakers/Presenters:

Speakers/Presenters Travel/Hotel:

Speaker Hospitality:

Other transportation (bus, parking):

Food/Catering:
(include water for speakers)

Room Set Up:

Exhibits/Tenting/Other Set Up:

Rentals (tables, chairs, dishes, staging):

Flowers/Decorations/Banners/Flags:

Photographer/Videographer:
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Music/Entertainment:

Other Services (valet, servers, bartender):

Nametags/Placecards:

Support Materials:
Printed programs:
Registration area:
Handouts:
Charts/Markers:
Brochures:
Directional signs (indoors):
Other:

Audio/Visual Equipment:
Microphone/Speakers:
Screen:
Podium:
Overhead:
TV/VCR:
LCD/Computer:
Special lighting:
Audio/Video taping:

Premiums/Awards/Speaker gift:

Housekeeping/Maintenance:

Parking:
Reserved area for all guests:
Reserved VIP spots only:
Parking permits:
Directional signs (outdoors):

Security:

Program Agenda and Scripting:
Opening remarks, introductions (MC):
Speaker(s) and topics(s):
Concluding remarks:

Evaluation:
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ACCOUNTABILITY 
Accountability is the development of a process and system that ensures all 

requirements associated with nonprofit acceptance of funds are applied to the 
everyday management of the organization 
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Accountability in fundraising is critical.  Organizations cannot 

sidestep or afford to not carefully monitor their responsibilities 

to the Internal Revenue Service (IRS), funders, donors, federal 

and state laws, event participants, Board of Directors, and 

members.  All funds brought into an organization have to be 

gathered in an acceptable manner, managed according to law 

and industry standards, and intended for use to further the 

mission of the organization, as registered with their state and 

the IRS. 

 

 

D.  Accountability and the Statewide Family 
Network 

Note:  

It is not true that a nonprofit cannot 

make money nor have money in the 

bank at the end of their fiscal year.  

However, an organization must 

eventually use those funds to support 

its mission and cause. 

Fundraising

Relationship 
with mission

In accordance 
with federal 
and state rule 

and law

In accordance 
with funding 

source 
requirements
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Sarbanes‐Oxley Act 

In recent years, a number of interests including the IRS, state attorney generals, the press, 

major donors, and the general public have increasingly focused on accountability.  There is 

growing pressure to know where the money is going, how it is spent, and how much actually 

reaches the desired beneficiaries.  The American Competitiveness and Corporate Accountability 

Act of 2002, commonly known as the Sarbanes‐Oxley Act ("Sarbanes‐Oxley"), was signed into 

law on July 30, 2002.  The Act was passed in response to several corporate scandals and was 

intended to rebuild public trust in the corporate sector.  Only two of the 60+ sections of the 

Sarbanes‐Oxley Act of 2002 apply directly to nonprofit organizations: provisions prohibiting 

retaliation against whistleblowers and prohibiting the destruction, alteration or concealment of 

certain documents or the impediment of investigations.  Other Sarbanes‐Oxley requirements 

and the burden of complying with them generally are associated with large, publicly traded 

companies.   That does not mean that nonprofits are not liable for components of the act.   

Today, many accounting standards come from Sarbanes‐Oxley.  As a result, many nonprofits 

voluntarily comply with the act requirements. 

There are 10 general principles1 of corporate governance emerging from the Sarbanes‐Oxley 

reforms that may be worthy of consideration for the governance of nonprofit organizations: 

• Role of Board: The organization’s governing board should oversee the operations of the 

organization in such manner as will assure effective and ethical management.  

                                                            
1 Adapted from the Guide to Nonprofit Corporate Governance in the Wake of Sarbanes‐Oxley 
Section of Business Law and Section of Health Law by the ABA Coordinating Committee on Nonprofit 
Governance 2008 

Getting Acquainted with New Internal Revenue 
Service Accountability Laws 
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• Importance of Independent Directors: The independent and non‐management board members 

are an organizational resource that should be used to assure the exercise of independent 

judgment in key committees and general board decision‐making.  

• Audit Committee: An organization with significant financial resources should have an audit 

committee composed solely of independent directors, which should assure the independence 

of the organization’s financial auditors, review the organization’s critical accounting policies and 

decisions and the adequacy of its internal control systems, and oversee the accuracy of its 

financial statements and reports.  

• Governance and Nominating Committees: An organization should have one or more 

committees, composed solely of independent directors, that focus on core governance and 

board composition issues, including: the governing documents of the organization and the 

board; the criteria, evaluation, and nomination of directors; the appropriateness of board size, 

leadership, composition, and committee structure; and codes of ethical conduct.  

• Compensation Committee: An organization should have a committee composed solely of 

independent directors that determines the compensation of the chief executive officer and 

determines or reviews the compensation of other executive officers, and assures that 

compensation decisions are tied to the executives’ actual performance in meeting 

predetermined goals and objectives.  

• Disclosure and Integrity of Institutional Information: Disclosures made by an organization 

regarding its assets, activities, liabilities, and results of operations should be accurate and 

complete, and include all material information.  Financial and other information should fairly 

reflect the condition of the organization, and be presented in a manner that promotes rather 

than obscures understanding. Chief executive officers and chief financial officers should be able 

to certify the accuracy of financial and other disclosures, and the adequacy of their 

organizations’ internal controls.  

• Ethics and Business Conduct Codes: An organization should adopt and implement ethics and 

business conduct codes applicable to directors, senior management, agents, and employees 
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that reflect a commitment to operating in the best interests of the organization and in 

compliance with applicable law, ethical business standards, and the organization’s governing 

documents.  

• Executive and Director Compensation: Executives (and directors if appropriate) should be 

compensated fairly and in a manner that reflects their contribution to the organization.  Such 

compensation should not include loans, but may include incentives that correspond to success 

or failure in meeting performance goals.  

• Monitoring Compliance and Investigating Complaints: An organization should have procedures 

for receiving, investigating, and taking appropriate action regarding fraud or noncompliance 

with law or organization policy, and should protect “whistleblowers” against retaliation.  

• Document Destruction and Retention: An organization should have document retention 

policies that comply with applicable laws and are implemented in a manner that does not result 

in the destruction of documents that may be relevant to an actual or anticipated legal 

proceeding or governmental investigation.  

For more information on the Sarbanes‐Oxley Act of 2002 check out these websites: 

Sarbanes‐Oxley and Corporate Governance of Non‐Profits 

http://www.cadwalader.com/assets/article/Serbaroli112803.pdf  

 

The Sarbanes‐Oxley Act and Implications for Nonprofit Organizations 

http://www.boardsource.org/clientfiles/Sarbanes‐Oxley.pdf  
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NOTE: 

 If your organization is considering creating a small business as a way to make money, the 

board should assess the business plan to be sure that it doesn’t violate the IRS’s restriction 

on Unrelated Business Income (UBI) for nonprofit organizations and subject your or‐

ganization to taxes and penalties.   

For most organizations, an activity is an unrelated business (and subject to unrelated 

business income tax) if it meets three requirements: 

• It is a trade or business 

• It is regularly carried on, and  

• It is not substantially related to furthering the exempt purpose of the organization. 

 

Always check with the IRS or a lawyer to make sure you are not creating a tax problem for 

the organization through a business that operates through and turns money over to you for 

operating capital. 
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Accountability can work for you and your organization’s effort to fundraise.  Required data 

collection, evaluation, and outcome‐based reporting can serve 

as a marketing tool to help donors believe in the work you do 

and enhance your organization’s credibility. 

Funders, grant‐making institutions, and donors appreciate 

effective programs and organizations.  They want to know that 

you measure success and that you use those measurements to 

improve you programs.  The current trend of foundations 

wanting "results‐based accountability" is an indicator of the 

attention funders are giving to evaluation.  Many foundations 

and donors are looking for documented program results 

before they support an organization. 

For SFNs, evaluating your program is already a condition of 

funding.  Using an evaluation can help you get ahead of funders' requests.  You can use the 

evaluation data and outcomes as a marketing strategy when looking for additional funds.  Also, 

when you have evaluation reports readily available, grant writing and responding to proposals 

will be much more efficient. 

Various Kinds of Evaluation Data Can Be Helpful in Fundraising 

There are many ways to evaluate your program and develop a compelling argument for 

supporting your organization and its programs.  Program evaluation can include any or a variety 

of at least 35 different types of evaluation, such as needs assessments, accreditation, 

cost/benefit analysis, effectiveness, efficiency, goal‐based, process, and outcomes.  The type of 

evaluation you use as a fundraising tool depends on the strategy and approach you plan to 

utilize.  Some options might include: 

Making Accountability Work for You 

Your donors, funders, and 

stakeholders want to know 

what impact your 

organization has on the 

populations you serve.  

Evaluation is the way to 

obtain information about the 

results of your programs 

efforts.  Evaluation can help 

you improve the work you 

are doing as well as prove 

your value to others. 
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Goals‐Based Evaluation 

Goal‐based evaluations assess the extent to which programs are meeting predetermined goals 

or objectives. 

  

Process‐Based Evaluations 

Process‐based evaluations are geared to fully understanding how a program works ‐‐ how does 

it produce the results that it does.  

 

Outcomes‐Based Evaluation 

An outcomes‐based evaluation asks if your organization is really doing the right program 

activities to bring about the outcomes believed to be needed by families and their children and 

youth with serious emotional disturbance.  Program evaluation with an outcomes focus is 

increasingly important for nonprofits and requested by funders. 

 

How to Use Evaluations 

Using program evaluation as part of a successful fundraising strategy involves integrating the 

results, or findings of your evaluation into all of your communications.  Brag to your donors, 

members, and funders about the good work you do!  You can use a number of methods to 

communicate your evaluation methods and findings to current and potential funders.  Some of 

these might include: 

• Evaluation reports with program effort and outcome data 

• Annual or quarterly reports 

• Organizational audit overviews 

• Newsletters with program outcomes and impact 
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• Success stories, quotes, and qualitative evidence 

If you plan on using evaluations and other data collected by your organization as a tool in 

fundraising, consider the following. 

• Strategically plan how you could use data, evaluations, and other outcome‐based 

information as a fundraising or marketing tool.  Consider how you will communicate your 

evaluation results to current and potential donors and funders.  Give some thought to this 

before you develop your evaluation plan. 

• Consider the best approach to sharing the information (e.g., a presentation, a report, 

charts, and graphs). 

• Measure what is measurable with the resources you have.  Anticipate the need to 

increase and improve your evaluation capacity and build this into your budget and funding 

requests. 

• Work with other SFNs to develop common data collection elements so you can report as 

a part of a larger stakeholder group. 

• Program evaluation includes dedicating staff time; building technological capacity to 

collect, store, and report on data; and paying for an external evaluator, if appropriate.  

There are some choices you can make to manage these expenses.  It is critical that an 

organization be realistic in the evaluation and data it intends to collect, how it will 

accomplish the collection and analysis, and how it will use this as a means of proving the 

impact of its work. 
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Evaluation Resources 

Field Guide to Nonprofit Program Design, Marketing and Evaluation  

Carter McNamara, published by Authenticity Consulting, LLC.   

This book integrates how to carefully plan, organize, develop, and evaluate a nonprofit program 

into a comprehensive, straightforward approach that anyone can follow to provide high‐quality 

programs with strong appeal to funders.  Included are many online forms that can be 

downloaded.  

 

Evaluation in Organizations: A Systematic Approach to Enhancing Learning, Performance, and 

Change by Darlene Russeft features research with practical application to provide the definitive 

resource on organizational evaluation, designing surveys, and interviews as well as analyzing 

data and communicating results.  The authors present a systematic and rigorous approach to 

conducting evaluations and using them to foster learning and enhance performance at all 

levels. 
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Statewide Family Network 

Office Manager 

“We learned about accountability the hard way.  We thought that just because an agency 

employee told you it was OK to do something a certain way you were safe.  It was quite the 

opposite.  Come to find out, they were wrong...nothing happened to them but we were 

pounded with penalties, fines, and a loss of credibility.” 

 

Statewide Family Network 

Executive Director 

“You have a responsibility to the families you serve to make sure everything is by the book...not 

your book, but the books used by those who can shut you down.” 

 

Statewide Family Network 

Past Executive Director 

“I was never a careful or suspicious person.  But, I learned there are people out there who will 

do anything for a dollar.  We are extremely careful and always on the watch for something that 

might signal a problem.  I probably will not be doing this job much longer.  It is not for 

everyone.” 

 

Statewide Family Network Reflections 
 

• Documentation is important and critical to 
ensure you have complied with all 
requirements.

• Have an outside person review your grants 
requirements and what you are doing to 
make sure you are accountable.

• Never deviate from your grant or contract 
unless you have an ammendment or  
permission IN WRITING. 

Helpful 
Hints
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Greater Twin Cities United Way‐Checklist to Assess Fundraising Activities in Nonprofit Organizations 

Accountability checklist for nonprofit fundraising 
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
Alliance for Nonprofit Management‐Frequently Asked Questions 
Frequently asked questions about nonprofit liability, management, and accountability 
 
Federation of Families for Children’s Mental Health – Evaluation for Family Run Organizations 
Evaluation information and resources for family run organizations 
 
Management Help – Evaluation Activities in Organizations 
Discussion of evaluation in organizations and links to resources and process examples 
 
Health Resources and Services Administration – Health Center Patient Satisfaction Survey 
Discussion and samples of satisfaction surveys and use in determining program impact 
 
 
 

Accountability Appendix 

Accountability Resources 
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Checklist to Assess Fundraising Activities in Nonprofit 
Organizations 

General Fundraising  

Rating 
* Indicator Met Needs 

Work N/A 

E 1. Funds are raised in an ethical manner for activities consistent with the 
organization's mission and plan.   

E 2. The Board of Directors and organization staff are knowledgeable about 
the fundraising process and the roles in the organization.   

E 
3. The organization's Board of Directors has established a committee 
charged with developing, evaluating and reviewing fundraising policies, 
practices and goals.    

E 4. The committee is actively involved in the fundraising process and works 
to involve others in these activities.   

R 
5. The Board of Directors, executive director and committee supports and 
participates in the total fundraising process, including project identification, 
cultivation, solicitation and recognition.    

R 6.The fundraising program is staffed and funded at a level consistent with 
fundraising expectations.   

A 
7. There is direct communications and relationship between information 
services or marketing, accounting and other administration support functions 
to assist in the fundraising needs and efforts.    

E 8. The organization is accountable to donors and other key constituencies 
and demonstrates their stewardship through annual reports.   

Indicators ratings: E=essential; R=recommended; A=additional to strengthen organizational activities  

Using an Outside Fundraiser 

Rating 
* Indicator Met Needs 

Work N/A 

A 
9. The organization meets the nonprofit standards of the state charities 
review council (if one exists in the state, e.g., the Minnesota Charities 
Review Council provides standards for Minnesota's charitable nonprofits).    

R 
10. If the organization chooses to use outside professional fundraisers, 
several competitive bids are solicited. Each prospective outside fundraiser's 
background and references are checked.    

E 
11. The organization makes legal, mutual agreed upon, signed statements 
with outside professional fundraisers, outline each parties' responsibilities 
and duties, specifying how the contributed funds will be physically handled, 
and to guarantee that the fees to be paid are reasonable and fair.

   

E 
12. The organization has verified that the contracted fundraiser is registered 
as a professional fundraiser with the Attorney General and all filings 
necessary have been made before the work commences. (Registration 
requirements are dependent on state requirements.)

   

E 13. The fundraising committee or appropriate representatives from the Board 
of Directors reviews all prospective proposals with outside professional   
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fundraiser and reviews and accepts all agreements before they are signed.

R 

14. If the outside professional fundraiser plans to contact potential donors 
directly, the organization must review the fundraising materials (e.g., public 
service announcements, print or broadcast advertisements, telemarketing 
scripts, pledge statements, brochures, letters, etc.) to verify their accuracy 
and to ensure that the public disclosure requirements have been met.

   

E 

15. The organization properly reports all required information regarding use 
of outside professional fundraisers, amount of funds raised and the related 
fundraising expenses as required by state and federal governments. The 
gross amount of funds raised by the contracted fundraiser is reported on the 
organization's financial statement. The fees and costs of the campaign must 
be reported on the statement of functional expenses.

   

Indicators ratings: E=essential; R=recommended; A=additional to strengthen organizational activities  

This information may be copied. Please cite credit to the Greater Twin Cities United Way. 
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Frequently Asked Questions 

Question
What are the most dangerous myths about nonprofit liability 
(or risk management)?

Answer

For many people, nonprofit organizations have a 
certain mystique. They know that the founders 
created nonprofit organizations for charitable or 
educational purposes with the ultimate goal of 
improving the quality of life. Thirty or forty years ago, 
nonprofit organizations benefitted from charitable immunity, under 
which the courts held an organization immune from all tort actions. 
Charitable immunity was based on the belief that a charity's funds 
should go toward its good works, not to pay for someone's injuries. 
Through the years, the courts have abolished charitable immunity 
and replaced it with the doctrine of respondeat superior. The doctrine 
states that society may hold an organization liable for the actions or 
inactions of its employees, volunteers, or other agents, although the 
charity itself may be faultless. 

 
Well-intentioned people often have certain misconceptions about 
nonprofits. These same people may work or volunteer for a nonprofit 
agency and hold responsible positions. However, their lack of 
knowledge or understanding may jeopardize the organization's 
success. Due to these assumptions, the organization may not take 
the appropriate steps to protect itself and its stakeholders from 
harm. Dispelling the myths described below is a first step in 
managing a nonprofit's risks. 

Myth #1 - Practicing risk management is about buying 
insurance. 
Insurance is a method for financing or funding certain losses. For 
most nonprofits, insurance is a critical component of their risk 
management program. However, insurance is only a financial 
bandaid. Nonprofits exist for a variety of reasons and with many 
different missions. However, their first goal is to do no harm and in 
some way enhance another's life. Enhancements include introducing 
disadvantaged youth to the beauty of the arts, improving the 
environment, providing management assistance to other nonprofits, 
or finding shelter for a battered woman. 

The success of most nonprofits is dependent upon the support of the 
public either as donors or volunteers. Any misstep -- an auto 
accident, the abuse of a client, theft of the agency's funds by an 
employee or volunteer, or other event that brings negative attention 
to the organization -- can have a lasting impact. Practicing risk 
management is an effective way to address these issues. 

Risk management is the discipline for dealing with the possibility that 
some future event will cause harm. It provides strategies, techniques 
and an approach to recognize and confront any threat or danger that 
may hinder the organization from fulfilling its mission. Insurance is 
just one of many techniques available to a nonprofit to finance its 
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risks. Organizations must pay for losses somehow and insurance is 
one method. However, insurance does nothing to prevent a risk from 
materializing. The least costly accident, in terms of time, money and 
morale, is the one that does not occur. Risk management goes 
beyond the purchase of insurance. 

Myth #2 - Lawsuits against nonprofits are common. 
A popular, common belief is that the legal system is running amok. 
Many believe that everyone is suing someone and receiving multi-
million dollar awards. However, the facts reflect a different reality. 

According to a 1988 study by the Insurance Services Office, lawsuits 
represent less than a third of total liability claims. Approximately 
32% of all liability claims involve a lawsuit, while only 2% of all 
claims are settled by a jury or judicial verdict. An Insurance 
Information Institute study shows that while the total number of 
liability claims continues to grow, the growth rate is slowing when 
measured by the amount paid (in inflation adjusted dollars). In the 
1980's, the claims paid amount increased at an average annual rate 
of 21.2%. The current rate is 7.3%, although the rate is still double 
the inflation rate. 

Corporate managers often follow the "80-20" business rule. For an 
insurance company, the rule holds that 80% of their losses come 
from 20% of their policyholders. To extend the rule to the nonprofit 
sector, 20% of the nonprofit organizations will submit 80% of the 
claims. Consequently, 80% of all nonprofits may never suffer a loss. 
Unfortunately, no organization knows whether it will be a part of the 
20% that has a claim. One way to reduce the chance of being within 
the 20% that will have a loss or claim is to recognize and control 
your risks. Nonprofits work to improve the quality of life, not 
endanger it. Therefore, the organizations that attend to their risks by 
striving to protect and conserve their resources actively, reduce their 
chance of being in the wrong group. 

Myth #3 - Volunteers are more likely to suffer injuries than 
clients or employees. 
Many nonprofits are extremely concerned about their volunteers 
being hurt while working for the agency. A volunteer injury is a risk 
that an organization should consider, but not to the exclusion of 
other exposures. Any volunteer can suffer a debilitating or 
permanent injury from their volunteer activities. However, a greater 
risk may be that the volunteer harms another person, such as a 
client, another volunteer, or employee. 

Anecdotal evidence suggests that volunteer injuries are infrequent 
and minor. Also, volunteers do not appear to get hurt anymore 
frequently or severely than employees. The low cost of volunteer 
accident insurance supports these premises. The perception of a high 
accident rate may exist because the number of volunteer claims may 
be higher than employee accidents. However, for most nonprofits, 
the number of volunteers greatly exceeds the number of employees. 

Clients' injuries require a different perspective. A nonprofit must 
exercise a certain level of care for its clients. If the organization does 
not meet that standard and is deemed negligent, it can be held liable 
for the injury. A negligence claim can be more costly than paying for 
the medical expenses of a volunteer's minor injury. 

Every nonprofit organization should be concerned about injuries to 
its volunteers. Each agency should take steps to reduce the chance 
of a volunteer being hurt. However, this is just one of many risks 
that a nonprofit must recognize and address. 

Myth #4 - A "hands-off" approach to managing volunteers 
provides the best protection against liability. 
The basis of this myth is, first, the belief that a nonprofit 
organization is not responsible nor liable for the actions of its 
volunteers. The second part of the myth is that if an agency does 
manage its volunteers, it accepts responsibility for their actions. Like 
all myths, these statements contain an element of truth. Under the 
doctrine of vicarious liability, nonprofits can be found responsible for 
the actions of a volunteer (or employee) acting within the scope of 
their duties, even if the nonprofit is faultless. 
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The courts and society justify vicarious liability on the grounds that 
the entity that directs and benefits from an individual's actions 
should bear the costs of any resultant harm. The legal doctrine is 
respondeat superior ("the master will respond"). The doctrine 
provides that if a "servant" acts negligently and causes some 
damage while performing his or her assigned work, the "master" is 
legally liable for that damage. Society imposes the liability whether 
or not the "master" was negligent or at fault in any way. 

In order to determine (a) if a "master-servant" relationship existed 
and (b) if the servant's negligence caused the harm, the courts will 
consider the following factors: 

�❍     The degree of control the organization can exercise 
(whether exercised or not) control over the volunteer; 

�❍     The scope of the volunteer's position; and 

�❍     The benefit the organization derives from the volunteer's 
services. 

Whenever the a volunteer is deemed to be a servant, the nonprofit 
will be vicariously liable for the person's actions. A "hands-off" 
management approach does not necessarily allow an organization to 
avoid the creation of a "master-servant" relationship. If anything, 
the doctrine underscores the need for the organization to oversee 
and manage its volunteers to reduce the chance of an incident. 

Myth #5 - General liability policies cover all of a nonprofit's 
liability exposures. 
A commercial general liability (CGL) policy covers a nonprofit 
organization, its directors, executive officers, and employees for 
those sums the insured becomes legally obligated to pay as damages 
for bodily injury and property damage. Some insurance companies 
are willing to provide coverage for others such as volunteers, 
sponsors, and landlords. Most policies also provide coverage for 
personal injury (false arrest, libel, slander, defamation and malicious 
prosecution) and advertising injury (oral or written publications, 
copyright infringement). A CGL policy will pay for covered damages 
and the costs to defend against allegations even if the allegations are 
groundless or false. 

The CGL policy covers the operations of the insured, in this case the 
programs and activities of the nonprofit organization. However, the 
policy contains exclusions and limitations that may eliminate 
coverage for some aspects of an organization's operations. The most 
common exclusions are intentional acts, employee injuries, 
automobile, watercraft, employment practices, professional liability, 
and improper sexual conduct. Coverage for some of these exposures 
may be available through an endorsement to the CGL policy or a 
separate policy. A commercial general liability policy is rarely the 
only insurance needed by a nonprofit. 

Myth #6 - The Volunteer Protection Act immunizes our 
volunteers from claims. 
The Volunteer Protection Act of 1997 (Public Law 105-19) preempts 
state volunteer immunity laws "to the extent that such laws are 
inconsistent with the Act." The Act does not preempt a state law that 
provides additional protection, specifically: 

�❍     The requirement that a nonprofit adhere to risk 
management procedures; 

�❍     Laws that make a nonprofit liable for the acts or 
omissions of its volunteers to the same extent as 
employees; 

�❍     Provisions that render the immunity inapplicable if an 
officer of a state or local government brought the civil 
action; and 

�❍     Provisions that limit the applicability of immunity to 
nonprofits that provide a "financially secure source of 
recovery," such as insurance. 

The Act provides immunity for volunteers serving nonprofit 
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organizations and governmental entities for harm caused by their 
acts or omissions if: 

�❍     The volunteer acted within the scope of his or her 
responsibilities. 

�❍     If appropriate or required, the volunteer was properly 
licensed, certified or authorized to act. 

�❍     The harm was not caused by willful, criminal or reckless 
misconduct or gross negligence. 

�❍     The harm was not caused by the volunteer operating a 
motor vehicle, vessel, or aircraft. 

Other exceptions to the liability immunity include misconduct that is 
a crime of violence, hate crime, sexual offense, and acts committed 
under the influence of alcohol or drugs. The Act also does not protect 
volunteers from an action brought against them by the nonprofit. 
Consequently, a volunteer is still liable for some actions, such as 
automobile accidents, gross misconduct (reckless endangerment), 
and any action occurring while intoxicated or under the influence of 
drugs. 

Where to go for additional information 
No Surprises: Controlling Risks in Volunteer Programs, Tremper, 
Charles and Kostin, Gwynne, Nonprofit Risk Management Center, 
Washington, 1993. 

Am I Covered For . . . ? A Guide to Insurance for Non-Profits, Lai, 
Mary L., Chapman, Terry S., and Steinbeck, Elmer L., Consortium for 
Human Services, Inc., San Jose, 1992. Available from the Nonprofit 
Risk Management Center. 

Kidding Around? Be Serious! A Commitment to Safe Service 
Opportunities for Young People, Seidman, Anna and Patterson, John, 
Nonprofit Risk Management Center, Washington, 1996. 

"Board Members and Risk: A Primer on Protection From Liability," 
Special Edition of Board Member, National Center for Nonprofit 
Boards, Washington, 1992. 

Nonprofit Risk Management Center  
Feedback | Privacy Policy | Legal NoticeCopyright © 2003–2004, Alliance for Nonprofit Management. All Rights Reserved.
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T h e  N a t i o n ' s  v o i c e  
f o r  c h i l d r e n  a n d  
f a m i l i e s . . .  

 

Don't forget to check out the 
interactive evaluation 
discussion board. 

E v a l u a t i o n  f o r  F a m i l y - R u n  O r g a n i z a t i o n s  

Evaluation is an important and effective tool in supporting the mission, vision and work of family-run organizations. 
Below you will find resources to learn more about using evaluation and evaluative thinking In addition to materials 
of the National Federation, you will find tools and measures shared by our chapters and state organizations. 

E v a l u a t i o n  i s  

---a systematic inquiry in search of the “truth” about the value or usefulness of something. The fact that it requires 
careful planning, high quality methods, time to gather the data (information) and resources to analyze and interpret 
the data (figure out what it means) can cause evaluation to be expensive and time consuming. 

Family-run organizations should include resources to build evaluation capacity in their budgets. The ability to put 
solid evaluation results in grant proposals, annual reports and advocacy efforts makes a family-run organization far 
more likely to succeed and to sustain. It can also help to make on-going improvements in the work of the family-run 
organization. 
With or without the capacity to conduct evaluation, all family-run organizations should be using evaluative thinking. 

~ continued on page 2 ~ 

 
L i n k s  t o  R e s o u r c e s  

Family-to-Family Network Analysis (a small set of worksheets to help you check for gaps in the family network in 
your community; a product of the National Federation) 

Family Skills Inventory (part of gathering family feedback; used at intake; from UPLIFT in Wyoming) 

Family Feedback Form (part of gathering family feedback; used every 6 months and at closing; from UPLIFT in 
Wyoming) 

Client Information Intake Form (collects demographics and risk information; helps with funding; from UPLIFT in 
Wyoming) 

Tally Sheet (family-run organization employees fill this out monthly to track activities with families, communities, 
and policy makers; from UPLIFT in Wyoming) 

Annual Report (an excellent example of the use of data; from UPLIFT in Wyoming) 

  

 

© Copyright 2008 National Federation of Families for Children's Mental Health All Rights Reserved. 
Website Design - BC Innovations 
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Evaluation Activities in Organizations  

Evaluation Activities in 
Organizations 

Evaluation, in the context of management 
activities, is carefully collecting information about 
something in order to make necessary decisions 
about it. There are a large number and wide 
variety of evaluations that can occur in 
businesses, whether for-profit or nonprofit. 
Evaluation is closely related to performance 
management (whether about organizations, 
groups, processes or individuals), which includes identifying measures to 
indicate results. Evaluation often includes collecting information around these 
measures to conclude the extent of performance. 

Overviews of Major Types of Evaluations 

Designing Assessment and Evaluation Tools 
Selecting from Among Publicly Available Assessments 

Online Guides, etc.  
General Resources 

Overviews of Major Types of Evaluations 

Advertising Efforts 
Boards of Directors (self-evaluation) 
Chief Executive (evaluation by the Board of Directors) 
Customer Satisfaction (measuring) 
Employee Performance 
Financial Practices in Nonprofits 
Fundraising Practices in Nonprofits 
Group Performance 
Human Resource Management Practices in Nonprofits 
Legal Activities in Nonprofits 
Organizational Communications 
Organizational Performance 
Program Evaluation (including outcomes-based evaluations) 
Planning Practices in Nonprofits 
Sales Performance 
Self-Assessments 
Evaluating Training and Development 

Online Guides 

Performance Reviews
Free Whitepaper- Best Practices 
for Automated Employee 
Performance Mgmt  
SumTotalSystems.com/PerformanceMgm

Fast Employee Appraisals
Multi-Rater Evaluations & 
Reports. Powerful 360 Feedback. 
Free Trial!  
www.HalogenSoftware.com/Performance
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Basic Guide to Program Evaluation 
Terms in Evaluation 
Program Manager's Guide to Evaluation 
Analytical Methods in Maternal and Child Health 
Basic Guide to Program Evaluation 

General Resources 

(Thanks to Gene Shackman for suggesting many of the following resources.) 
American Evaluation Association 
Hospital Council of Western Pennsylvania Resources 
Bureau of Justice Assistance Evaluation Website 
Online library of resources for evaluation of mental health programs 
Massive list of free evaluation resources on the Web 
Evaluation portal and links collection 

In Regard to Outcomes-Based Evaluations 

Outcome Measurement Resource Network (lots of useful links from the United 
Way) 
Example Outcomes and Outcome Indicators for Various Programs 
What is a Program Logic Model? (logic model capures inputs, activities, 
outputs, outcomes) 
Outcome Measurement: Showing Results.. (wonderful overview of outcomes, 
myths, etc.) 
Economic Outcomes Evaluation Methodology (a little advanced?) 

 

For the Category of Evaluations (Many Kinds): 

Related Library Topics 

Recommended Books 

General Information (Applying to Many Types 
Evaluation) 

The following books are recommended because of their highly practical nature 
and often because they include a wide range of information about this Library 
topic. To get more information about each book, just hover your cursor over the 
image of the book. A "bubble" of information will be displayed. You can click on 
the title of the book in that bubble to get more information, too.
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Also see 

For evaluating employees, Supervision -- Recommended Books 

For evaluating nonprofit programs, Program Management -- Recommended Books 

  

Field Guide to Nonprofit Program Design, 
Marketing and Evaluation  
by Carter McNamara, published by Authenticity 
Consulting, LLC. There are few books, if any, that 
explain how to carefully plan, organize, develop and 
evaluate a nonprofit program. Also, too many books 
completely separate the highly integrated activities of 
planning, marketing and evaluating programs. This book 
integrates all three into a comprehensive, 
straightforward approach that anyone can follow in order 
to provide high-quality programs with strong appeal to 
funders. Includes many online forms that can be 
downloaded. Many materials in this Library topic are 
adapted from this book.  
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The Health Center Program: Health Center Patient Satisfaction Survey
Patient Satisfaction 
Survey Home  
Survey Form  
Giving the Survey to 
Patients  
Calculating Sample Size  
Collecting, Analyzing 
and Reporting Data  
Sample Report  

Calculating Sample Size 

On this page:  

Types of Samples  
Sample Size Calculation  
Examples of Sample Size Calculation  

Types of Samples  

Subjective or Convenience Sample  
- Has some possibility of bias  
- Cannot usually say it is representative  
- Selection made by ease of collection  

Simple Random Sample  
- No subjective bias  
- Equal chance of selection; e.g., select the fifth chart seen on every third 
day  
- Can usually be backed to say it is representative  
 
Systematic Sample  
- Is a random sample  
- Equal chance of selection due to methodology; e.g., computer-generated 
list of  
random numbers, or every fifth name on a generated list  
- Can usually be backed to say it is representative  

Stratified Sample  
- Breakdown the population into subgroups, then take a random sample 
from each subset  
- Can usually be backed to say it is representative  

  

Sample Size Calculation  

The Automated Method 

If you know your population size and desired confidence level you may 
use this Web-based calculator to automatically calculate sample size.  

 
The Manual Calculation Method 

To perform sample size calculation manually, you need the following 
values:  

Population Value: Size of the population from which the sample will be 
selected. (Number of users or number of encounters)  
Expected Frequency of the Factor under Study always err toward 50%  
 
Worst Acceptable Frequency  
If 50% is the true rate in the population, what is the result farthest from the 
rate that you would accept in your sample? If your confidence interval 
were 4%, then your worst acceptable frequency would be 54% or 46%.  
 
2. Formula: Sample Size = n / [1 + (n/population)]  
In which n = Z * Z [P (1-P)/(D*D)]  

P = True proportion of factor in the population, or the expected frequency 
value  
D = Maximum difference between the sample mean and the population 
mean,  
Or Expected Frequency Value minus (-) Worst Acceptable Value  
Z = Area under normal curve corresponding to the desired confidence 
level  

Confidence Level/ Value for Z  
90% / 1.645  
95% / 1.960  
99% / 2.575  
99.9% / 3.29  

B. Population Survey Characteristics  
1. The sample to be taken must be a simple random or otherwise 
representative sample. A systematic sample, such as every fifth person on 

 
Definitions and Terms 

 Population  
The entire group of objects or 
people about which 
information is wanted is called 
the population.  

Sample  
A sample is a part of the 
population that is actually 
examined in order to gather 
information.  

Representative Sample  
A sample is representative of 
the population from which it is 
taken if the characteristics of 
the sample mimic those of the 
population.  

Confidence Interval  
A range of values of a sample 
statistic that is likely (at a given 
level of probability, called a 
confidence level) to contain a 
population parameter. The 
interval that will include the 
population parameter a certain 
percentage (confidence level) 
of the time. The wider the 
confidence interval, the higher 
the confidence level.  

Confidence Level  
A desired percentage of the 
scores (usually 95% or 99%) 
that would fall within a certain 
range of confidence limits.  

Confidence Limits  
The upper and lower values of 
a confidence interval, that is, 
the values defining the range 
of a confidence interval.  

EXAMPLE: From the general 
population 1,000 people 
covering the voting age range 
were polled on the senatorial 
race. The poll predicted that, if 
the election were held today, 
the Republican candidate for 
Senator would win 60% of the 
vote. This prediction could be 
qualified by saying that the 
pollster was 95% certain 
(confidence level) that the 
prediction was accurate plus or 
minus 3% (confidence 
interval). This means the 
Republican candidate has a 
95% chance of winning 
between 57% and 63% 
(confidence limits) of the vote. 

S
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a list, is acceptable if the sample is representative. Choosing every other 
person from a list of couples would not give a representative sample, since 
it might select only males or only females.  
2. The question being asked must have a "yes/no" or other two-choice 
answer, leading to a proportion of the population (the "yes's") as the final 
result.  

  

Examples of Sample Size Calculation  

 
Trait or Factor Prevalence  
Suppose that you wish to investigate whether or not the true prevalence of 
HIV antibody in a population is 10%. You plan to take a random or 
systematic sample of the population to estimate the prevalence. You 
would like 95% confidence that the true proportion in the entire population 
will fall within the confidence level calculated from your sample.  

Let's say that the population size is 5000, the estimate of the prevalence of 
10%, and either 6% or 14% as the "worst acceptable" value, which is the 
end point of your confidence level. (Please note: the high and low values 
are calculated by adding and subtracting your confidence level, in this 
case "4", to your estimate of the prevalence.)  

Population Value = 5000  
Expected Frequency of the Factor under Study = 10%  
Worst Acceptable Frequency = 14% or 6%  
 
P = Expected Frequency Value = 10%  
D = (Expected Frequency - Worst Acceptable) = 14%-10%=4%, OR 10%-
6%=4%  
Z = 1.960 with Confidence Level of 95% (See Confidence Level values, 
page 3-2)  
 
Formula: Sample Size = n / [1 + (n/population)]  
In which n = Z * Z [P (1-P)/(D*D)]  

First, calculate the value for "n".  
 
N = Z * Z [P (1-P)/(D*D)]  
N = 1.960 * 1.960 [0.10(1 - 0.10) / (0.04 * 0.04)  
N = 1.960 * 1.960 [0.10(0.90) / (0.0016)  
N = 1.960 * 1.960 [.09 / .0016]  
N = 1.960 * 1.960 [56.25]  
N = 1.960 * 110.25  
N = 216.09  

Next, Calculate the Sample Size. (S = Sample Size)  

S = n / [1 + (n / population)  
S = 216.09 / [1 + (216.09 / 5000)]  
S = 216.09 / [1 +. 043218]  
S = 216.09 / 1.043218  
S = 207  

Clinical Performance Rates  
Suppose you want to evaluate the compliance of your center with standard 
Quality Assurance procedures or with the Clinical Measures. You plan a 
random or systematic sample of the center's charts, and seek a 95% 
confidence level that the sample is representative of all the center's charts 
and that the compliance rate will fall within the confidence level you desire. 
As this is a measure of how personnel perform a task, you would expect a 
high rate of compliance in completing a required task. Thus, it is strongly 
suggested that you use 95% (no lower than 90%) as your Expected 
Frequency, as 99.9% perfection is not a reasonable expectation. 
Performance is expected of all trained personnel and should not fall below 
a reasonable level. This level is suggested as 85% (no lower than 80%) 
for the "Worst Acceptable" value. The population size will equal the 
population of the life cycle or subset: in this example we will use 800. It is 
strongly suggested that you use the 95% Confidence Level for the Z 
Value.  
 
Population Value = 800  
Expected Frequency of the Factor under Study =95%  
Worst Acceptable Frequency = 85%  
 
P = Expected Frequency Value = 95%  
D = (Expected Frequency - Worst Acceptable) = 95%- 85% = 10%  
Z = 1.960 with a Confidence Level of 95% (See Confidence Level Values, 
page 3-2)  

Formula: Sample Size = n / [1 + (n/population)]  
In which n = Z * Z [P (1-P)/(D*D)]  
 
First, calculate the value for "n".  
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N = Z * Z [P (1-P)/(D*D)]  
N = 1.960 * 1.960 [0.95(1 - 0.95) / (0.10 * 0.10)  
N = 1.960 * 1.960 [0.95(0.05) / (0.01)  
N = 1.960 * 1.960 [.0475 / .01]  
N = 1.960 * 1.960 [4.75]  
N = 1.960 * 9.31  
N = 18.24  

Next, Calculate the Sample Size. (S = Sample Size)  

S = n / [1 + (n / population)  
S = 18.24 / [1 + (18.24 / 800)]  
S = 18.24 / [1 + 0.0228]  
S = 18.24 / 1.0228  
S = 17.8, or 18  
 
NOTE: If the calculated sample size is lower than 25 at a 95% confidence 
level, the Clinical Measures require you to use a minimum of 25 charts 
annually.  

The requirement of 25 minimum can be explained by the concept of 
Margin of Error. This is calculated by taking the square root of the sample 
size and dividing it into 1, then multiplying by 100%. A graph would show 
that a sample size of 25 gives a Margin of Error at 20%. Actually, by this 
method the most practical sample size is 40, giving a Margin of Error at 
15%. Over 40, the improvement in the error is very small. 
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General Resources 

 

 Websites 
 List Serves and E‐news 
 Books  
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Websites 
 
Tech Soup is an excellent web‐based resource for information on technical applications 

common to non‐profit organizations including the use of technology for fundraising.  TechSoup 

offers technology product philanthropy service and articles relating to the ways in which 

technology can support donor information, conduct on‐line auctions, and promote other 

fundraising initiatives. 

http://www.techsoup.org/learningcenter/funding/index.cfm 

 

The NonProfit Times features business publications for nonprofits and contains a searchable 

database, such as an inventory of million dollar corporate donations, and a function that allows 

the user to find grants through on line databases. 

http://www.nptimes.com/index.html 

 

Non Profit Fundraising and Grant Writing is part of a free management library that is web‐

based.  This site has extensive information that is pertinent to fundraising. 

http://www.managementhelp.org/fndrsng/np_raise/np_raise.htm 

 

The Alliance for Nonprofit Management is a professional association devoted to improving the 

management and governance of nonprofits.  Informative material and guidelines are offered in 

a number of areas including fundraising. 

http://www.allianceonline.org/FAQ/fundraising 

 

About.Com Non Profit Charitable Organizations contains several articles and resources on 

fundraising and cause‐related marketing with secondary links to other sites. 

http://nonprofit.about.com/od/fundraising/a/causemarketing.htm 

 

Association of Fundraising Professionals is developed and maintained by the Association of 

Fundraising Professionals and is focused on improving philanthropy through education, training 

and advocacy.  Publications, newsletters, presentations, and other resources including related 
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web‐based resources related to fundraising are catalogued and available to the public.  The 

Association also publishes toolkits and guidelines that are available at reasonable costs. 

http://www.afpnet.org/ 

 

Capaciteria Website is a comprehensive, searchable database directory of administrative 

resources for nonprofits.  Individuals can search more than 100 separate categories on nearly 

any aspect of philanthropy and nonprofit operations, including fundraising, organizational 

development, communications, accounting, legal resources, communications, technology, and 

volunteer management. 

http://www.capaciteria.org/index.php?env=‐194:m0‐1‐1‐1:l0‐0‐1‐:n0‐0‐0:bb21‐0‐1‐1‐1‐0‐1 

 

Cause Communications Publications is a nonprofit firm that develops a wide variety of 

communications, marketing, advertising, and public relations materials for nonprofits.  The 

organization has created a comprehensive communications toolkit that covers crisis planning, 

message development, advertising, advocacy, fundraising, special events, and media relations. 

http://www.causecommunications.org/clients‐cause.php 

 

National Committee on Planned Giving offers education, resources, and professional support 

to charitable gift planners.  The site’s resource center contains publications and other valuable 

information related to planned giving. 

http://www.ncpg.org/resources/?section=5 

 

Kellogg Foundation Database of Philanthropy and Volunteerism has developed an online 

Communications and Marketing Toolkit that outlines the essential elements for building an 

effective communications and media relations program.  It also contains a list of resources for 

nonprofits to obtain additional information. 

http://www.wkkf.org/default.aspx?tabid=107&CID=‐&CatID=2&NID=149&Status=Active&Langu

ageID=0 
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Funds Net Services Online contains links and publications on fundraising and grant writing. 

http://www.fundsnetservices.com/grantwri.htm 

 

Foundation Center is the nation's leading authority on philanthropy, connecting nonprofits and 

the grantmakers supporting them to tools they can use and information they can trust. 

http://www.foundationcenter.org/ 

 

GrantStation is an interactive website that allows organizations to identify potential funding 

sources for their programs or projects and mentors them through the grantseeking process. It 

also provides access to a searchable database of grantmakers who are actively accepting 

inquiries and proposals from a variety of organizations; federal grant deadlines, which are 

updated twice a week; links to state funding agencies; and a growing database of international 

grantmakers. 

http://www.grantstation.com/Public/Company_info_px/company_info.asp 

 

Guidestar’s mission is to revolutionize philanthropy and nonprofit practice by providing 

information that advances transparency, enables users to make better decisions, and 

encourages charitable giving. 

http://www.guidestar.org 
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E‐News & List Serves 

 

Fundraising Well is a monthly newsletter that features methods to improve fundraising 

efficiency through the use of modern technologies and philosophies.  

http://www.blackbaud.com/Profile/nRegister.aspx?FID=PRREQ  

 

RFP Bulletin is a weekly roundup of recently announced Requests for Proposals (RFPs) from 

private, corporate, and government funding sources. 

http://foundationcenter.org/newsletters/   

 

Connections round up bi weekly, philanthropy‐related content the Web.   

http://foundationcenter.org/newsletters/ 

 

The Smart Nonprofit eNewsletter provides cutting edge news articles on the latest issues and 

trends in nonprofit marketing.  Delivered monthly, you will find practical advice, resources and 

support to answer your top nonprofit marketing questions.  To subscribe, simply visit the 

website.   

www.numamarketing.com/html/services_enews.html 

 

The NonProfit Times is one of the leading business publications for nonprofits; this web‐based 

resource contains a searchable database, such as an inventory of million dollar corporate 

donations, and a function that allows the user to find grants through online databases.  The site 

contains articles and guidelines on fundraising that are pertinent as well as useful.   

 http://www.nptimes.com/index.html 

 

Guidestar Newsletter is a free monthly e‐newsletter with valuable resources for anyone 

interested or involved in the world of philanthropy. 

http://www.guidestar.org/news/newsletter/index.jsp 

 

Page 207



National Center at UACF 2009 

Charity Channel is a resource that connects you to your nonprofit colleagues around the corner 

and around the world.  The CharityChannel community is comprised of nonprofit‐sector 

professionals from around the world who volunteer their time, advice, information, tips, and 

articles for the benefit of the community.  

http://charitychannel.com/Home/SubscribeorRenew/tabid/3635/Default.aspx 
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Books 

 

Special Events Fundraising Handbook focuses on special events, a widely used technique to 

raise money for non‐profits, attract publicity, and educate the public.  Prepared for non‐profit 

organizations in Canada but with direct applicability to agencies in the US and elsewhere, this 

web‐based “handbook” focuses on the salient issues associated with events fundraising as 

evidenced by the following topics it addresses: “What makes special events winners or losers?”; 

“What are the different types of events?”; “How to guarantee income before you sell your first 

ticket.”; “How to get musicians and celebrities to give their time and be glad they did.”; “Secrets 

of scheduling time for maximum effectiveness.”; and “The mathematics of money at events and 

how to avoid surprises.” 

http://www.nald.ca/FULLTEXT/heritage/ComPartnE/Specev1.htm 

 

Online Fundraising Primer was published by George Washington University; this online 

publication addresses the ways and means to generate online fundraising for political 

candidates and non‐profits.  Topics covered include email campaigns, websites, viral marketing, 

online advertising, online events web videos, and hardware and software needs. 

http://www.ipdi.org/UploadedFiles/of.pdf 

 

Turning Prospects into Donors by Mel and Pearl Shaw is a must have for organizations and 

institutions who want to increase the number of donors who give and the amount of money 

raised.  Personal solicitation results in gifts that are typically larger than those given in response 

to a direct appeal, phone call, or website.  Increase the results of your current solicitation 

program.  Prepare your volunteers and staff so they know how and when to ask and when to 

wait. 
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Grants for Mental Health, Addictions & Crisis Services from the Foundation Center 

This new Guide is a great resource for grantseekers who focus on any of these areas: 

 

• alcohol, drug and substance abuse 

prevention and treatment programs 

• services and centers for the 

developmentally disabled 

• Alzheimer's Disease  • autism 

• family counseling and pastoral counseling  • bereavement counseling 

• hotline/crisis intervention services  • learning disabilities 

• mental health associations  • mental health centers and clinics 

• mental health counseling and support 

groups 

• mental health related group homes 

and residential 

• treatment facilities  • psychiatric hospitals 

 

With 805 foundations represented, the Guide's easy‐access indexes get you to the information 

you need fast.  A subject index helps you locate funders for your specific project, a geographic 

index shows which grantmakers fund programs in your state or country, and a recipient index 

allows you to track grants awarded to organizations similar to your own. 

http://foundationcenter.org/marketplace/catalog/product_directory.jhtml;jsessionid=4C13FF5

EYHJX1LAQBQ4CGW15AAAACI2F?id=prod30047&navCount=0&navAction=push 
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Activities, Expertise, and Peer 
Resources 

Contact and detailed information on activities portrayed in this guide 
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Fundraising Activity Title:  Denver Foundation 

Brief Description: 

Funding to provide 
wraparound and family 
support services to Latino 
families in Jefferson 
County. 

Area:

x Grants 
Events 
Charitable Giving 

Other: 

Average Dollars 
Raised after 
expenses: 

18,000 

Investment Needed: 
 

Staff: 225 hours 

Volunteers:
Indirectly through peer wraparound 
evaluators 

Money: 0 

Other: $1,500 to $3,000 Grant writing contract fee 

Expertise Necessary: 
Grant writing skills, good relationship and knowledge of foundation, 
understanding of target population needs, and expertise of service 
delivery area. 

Positive Aspects: 

Bi‐lingual staff input to grant development process increased their 
professional skills and ownership of project and mission. The Board 
buy‐in and support for the project from beginning has helped broaden 
the organization’s diverse community outreach and reputation. 

Challenges: 

Grant timeline crunch and then a long waiting period before notice of 
award that arrived with expectation of instant start up and results. 
Staying realistic about what you can and can’t do for specific amount 
of funding when you have good ideas and understanding of the 
community needs.  

Contact Person:  Tom Dillingham  Phone: 720‐855‐3493 

Email:  tdillingham@coloradofederation.org 
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National Center at UACF 2009 

Fundraising Activity Title:  Georgia Parent Support Network (GPSN) Supporters 

Brief Description: 

Georgia Parent Support Network 
(GPSN) has built a "following" of 
approximately 200‐300 supporters 
who donate to their organization. 
GPSN developed this group of 
supporters by meeting people who 
might be interested supporters or 
believers in the work of the 
organization through networking and 
targeted outreach.  When the person 
showed a desire to help, GPSN enters 
that person into their database. When 
help is needed, such as holiday 
assistance, food, clothing, school 
supplies and assistance during natural 
disasters, GPSN simply calls, emails or 
sends a written notice to those in the 
database and people respond.  

Area:   Grants 
  Events 
X  Charitable 

Giving 
  Other: 

Average Dollars 
Raised after 
expenses: 

 

Investment Needed: 
 

Staff:  

Volunteers:  

Money:  

Other:  

Expertise Necessary:   

Positive Aspects:   

Challenges:   

Contact Person:  Sue Smith  Phone: (404) 758‐4500 

Email:  susmith@mindspring.com 
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National Center at UACF 2009 

Fundraising Activity Title:  Annual Firefighter Benefit Bachelor’s and Silent Auction 

Brief Description: 

Live and silent auction 
event held annually with 
contributions from FD 
(dates) , community  and 
business donations 

Area:

Grants 
x Events 

Charitable Giving 

Other: 

Average Dollars 
Raised after 
expenses: 

$7,000 

Investment Needed: 
 

Staff: 3 

Volunteers: 25 hours 

Money: $2,500 

Other:
Securing location, DJ, auctioneer, graphic 
designer 

Expertise Necessary: 
Fundraising, marketing and event planning skills. Knowledge of 
community, networking, and connections. 

Positive Aspects: 

Huge outreach and marketing that builds awareness and participation. 
Event gains momentum annually with free TV spots, press releases, 
news articles, and word of mouth exposure that spreads organization 
name recognition throughout state. 

Challenges: 
Fear of upfront cost and risk of failure are typical with fundraising 
events.  Set realistic goals and plan well with benchmark timelines to 
make adjustments or cancelations and control cost or potential losses.  

Contact Person:  Courtney Lester Santillan  Phone: 208‐433‐8845 

Email:  cluster@idahofederation.org 
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National Center at UACF 2009 

Fundraising Activity Title: 
Competitive Wine and Cheese Receptions for Louisiana Federation 
of Families for Children’s Mental Health (LAFFCMH) 

Brief Description: 

In an effort to raise 
$25,000 in non‐restricted 
funds, a challenge was 
issued between North 
and South Louisiana to 
hold wine and cheese 
receptions to collect 
pledges of support for 
LAFFCMH. 

Area: Grants 
Events  X 
Charitable Giving 

Other:   

Average Dollars 
Raised after 
expenses: 

29,775 pledged and collected  

Investment Needed: 
 

Staff:

Time spent researching facts prevalent to and 
representing children’s mental health issues in 
each area of the state.  Providing ambassadors of 
the event with this information.  

Volunteers:
Families and youth spoke with ambassadors 
about their experiences and challenges. 

Money: There was no direct expense to LAFFCMH.   

Other:  

Expertise Necessary: 
A real knowledge of how children, youth, and their families, as well as the 
communities in which they live, are affected by children’s mental health 
issues. 

Positive Aspects: 
Expanded public awareness on children’s mental health.  Created 
additional “door openers” for LAFFCMH. 

Challenges:  Access to elite, influential community members.  

Contact Person:  Verlyn “Vee” Boyd  Phone: 225‐293‐3508 

Email:  volboyd@laffcmh.org 
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National Center at UACF 2009 

Fundraising Activity Title:  Membership Solicitation Letter 

Brief Description: 

Annual letter sent to 
$5,200 statewide 
organization members to 
provide organization and 
legislative updates and 
solicit tax exempt 
donations. 

Area:

Grants 
Events 

x Charitable Giving 

Other: 

Average Dollars 
Raised after 
expenses: 

$1,800 

Investment Needed: 
 

Staff: 56 hours 

Volunteers: 0 

Money: 0 

Other: $3,500 Bulk mail cost 

Expertise Necessary:  Good writing skills 

Positive Aspects:  Another way to stay in contact with community and market org. 

Challenges: 
State family organization needs to sustain partnerships with local 
family groups by sharing information about solicitation letter and 
delivery date to reduce confusion and perceived competition 

Contact Person:  Cynthia Keele  Phone: 573‐634‐7727 

Email:  namimockj@yahoo.com 
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National Center at UACF 2009 

Fundraising Activity Title:  Unmasking Children's Mental Illness Ball 

Brief Description: 

Every Fat Tuesday (in February) the GA 
Parent Support Network sponsors the 
"Unmasking Children's Mental Illness 
Ball” at the FOX Theater. The Fox is a 
well known theater located in the heart 
of downtown Atlanta in a very 
prestigious area. At the Ball people 
dress in Mardi Gras attire, there’s a 
band, silent auction, great food; a 
party. It has been well supported and 
the revenue increases each year. 
People are beginning to plan from one 
year to the next to come.  

Area:   Grants 
X  Events 

  Charitable Giving 

  Other: 

Average Dollars 
Raised after 
expenses: 

 

Investment Needed: 
 

Staff:  

Volunteers:  

Money:  

Other:  

Expertise Necessary:   

Positive Aspects:   

Challenges:   

Contact Person:  Sue Smith  Phone: (404) 758‐4500 

Email:  susmith@mindspring.com 

 
 

Page 217



 

 

 

 

 

 

 

 

 

 

 

 

 

 

National Center for Organizational Development and Sustainability 

A Project of the United Advocates for Children and Families 

2035 Hurley Way, Suite 290 

Sacramento, CA 95825 

(916) 643‐1532 

www.tacenter.net 
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