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Index

Action plan

annual fund, 57

capital campaign, 79, 80, 85

development, 166

governing board, 142

marketing and communications, 7,

41–43, 48–50

and objectives, 53

planned giving, 99

planned giving, sample action plan,

99

strategic planning, 16, 19

Advertising, 38, 46. See also

Marketing/communications

Advisory boards, 130, 131

Advisory committees

Communications/Marketing

Advisory Committee, 43,

45–47

planned giving, 76, 77, 98

volunteers, 131

AFP Code of Ethical Principles and

Standards, 187

Alumni associations and boards, 131

Andreasen, Alan R., 2

Annual fund

action plan, 57

case statement, 56, 58, 59

committee, 56, 57, 84, 90, 91

committee chair, 57

development program

component, 7

direct mail solicitation, 58–61,

91–95

functions of, 55

goals, 57

importance of, 55

planning, 51–53

printed materials, 57

proof sheet mailing, 60, 95

recognition program, 58

staff assignments, 56

steps for building, 56–58

thank yous, 61, 62

Annual Report, 42, 50, 88,

168

Assessment of public perception, 35,

38, 40, 41, 45–47

Association of Fundraising

Professionals, 174

Audio/visual materials, 42

Audits, 168

Blogs, 39

Board development committee, 143

Board members. See Governing board

Board of directors. See Governing

board

Broadcast media, 39, 44, 49

Brochures, 42, 48
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Budgets

chief executive officer (CEO)

responsibilities, 164, 166, 169

and planning, 52, 54–57, 65,

73, 74

Bush, George W., 138

Business support policies, sample,

121–125

Capital campaign

action plan, 79, 80, 85

annual fund committee, 84

case for support, 79, 106

committees, 79, 84, 85

components of, 79, 80

corporation proposal letter, sample,

107, 108

corporations and foundations

committee, 84

and development, 78

donor recognition policies, 103,

104

feasibility studies, 80, 81

foundation proposal letter, sample,

107, 108

functions of, 78

gift acceptance policies, 102, 103

gifts and pledges, record of, 104,

105

leadership, 79, 82, 83

major gifts committee, 84

marketing and events committee,

84

participation in, 80

phases of, 105–107

pitfalls, 81, 82

planning for, 77, 78, 80, 81

prospects, 79, 80

rating committee, 84

steering committee, 84

strategic planning, 16, 19–21

trustee/director leadership gifts

committee, 84

volunteer recognition policies, 104

volunteers, 82, 83

CASE Currents, 179

Case for support, 56, 58, 59. See also

Internal case statement

Celebrities, use of in marketing, 41

Central Virginia Foodbank, 39

Chief development officer. See also

Development professionals

chief executive officer (CEO)

responsibilities, 164

strategic planning, role in, 17

Chief executive officer (CEO)

annual development plan, approval

of, 54

commitment, 163, 165–169

as component of successful

development program, 7

development professionals,

relationship with, 176, 177

development responsibilities, 164,

165, 176

goals and objectives, setting, 165,

166

governing board, relationship with,

138, 147, 151, 163–164, 166–170

leadership, 166–168

and major gifts program, 166, 167

responsibilities, 163–171

role of, 6

stewardship role, 167–170

strategic planning, role in, 15, 17,

18, 23

thank you letters, signing, 62, 88,

174

tone at the top, 165, 170

‘‘trickle down’’ development, 164,

165

vision, 163, 166
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ChildSavers, 36

The Chronicle of Philanthropy, 176,

179

Commitment

chief executive officer (CEO), 163,

165–169

governing board members, 138,

144

Committees

annual fund, 56, 57, 84, 90, 91, 161

on board affairs, 143

board committees, chart, 161

board development committee, 143

on “board wellness,” 143

capital campaign, 79, 84, 85

Communications and Events

Committee, 49

Communications/Marketing

Advisory Committee, 43,

45–47

corporations and foundations

committee, 84

internal case statement, 30, 31

major gifts committee, 84

marketing, 40, 43, 45–47, 49

marketing and events committee,

84

mission statement review/creation,

11

nominating committee

(‘‘committee on board

wellness’’), 143–146

organizational chart, 161

planned giving advisory committee,

76, 77, 98

prospect ratings committee, 65, 84,

114

rating committee, 65, 84

search committee for development

professional, 177–179

steering committee, 84

strategic planning, 11, 16–19,

21–24

trustee/director leadership gifts

committee, 84

volunteer advisory committees, 131

Communications

action plan, 7, 41–43, 48–50

chief executive officer, role of, 166

Communications and Events

Committee, 49

Communications/Marketing

Advisory Committee, 43, 45–47

with donors, 89

internal communications, 43

and marketing, 33–35, 37, 40–43,

45–49

Communications and Events

Committee, 49

Communications/Marketing

Advisory Committee, 43, 45–47

Contributions, summary of (sample

forms), 125, 126

Corporations

corporate versus individual donors,

72, 79

corporations and foundations

committee, 84

major gifts from, 72, 73

proposal letter, sample, 107, 108

Council for the Advancement and

Support of Education, 174

Crisis management, 44, 45

Development

chief executive officer, role of, 166

fundraising as part of, 4, 5, 53

governing board responsibilities,

140, 148

holistic nature of, 3, 4, 164

as marketing, 2, 3, 53

meaning of, 1
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Development (continued )

office manual, creating, 181

organizational effort, 3, 4, 7

professionals. See Development

professionals

successful programs, components

of, 6, 7

team, 5, 6

Development professionals

characteristics of, 173, 179, 180

chief development officer, 17, 164

chief executive officer (CEO),

relationship with, 176, 177

job description, director of

development, 182, 183

lack of appreciation for, 175, 176

monthly report, sample, 180, 181

need for, 174, 175

office manual, creation of, 181

professional organizations, 174

role of, 6, 165, 166

search for, 177–179

Direct mail solicitation

annual fund, 58, 59

barriers to use of, 59

end of year letters, 60, 93, 94

kickoff letter, 59–60, 91–92

parents, letter to, 94, 95

proof sheet mailing, 60, 95

return envelope, 61

schedule for, 59, 60

second solicitation letter, 92, 93

solicitation letter, 61

stamps, 60, 61

thank yous, 61, 62

trustees, end of year letter to, 94

writing tips, 61

year-end solicitation letter, 93

Director of development. See

Development professionals

Disaster relief, 127

Documents. See Forms;

Recordkeeping

Donor Bill of Rights, 189

DonorPerfect Online, 110, 111

Donors

annual dinner for, 86

annual fund, 55. See also Annual

fund

Bill of Rights, 189

communication with, 89

expectations of, 163

gift acceptance policies, sample,

116–118

Honor Roll of Donors, 42,

50, 88

individuals versus foundations and

corporations, 72, 79

LYBUNTS (Last Year But

Unfortunately Not This), 60

needs, meeting, 2, 3, 35, 165, 168

over-cultivation, 90

reasons for giving, 2, 6, 113

recognition, 88, 89

recognition policy, sample, 114,

115

relationship building. See

Relationship building

summary of contributions, sample,

125

summary of contributions by

source, sample, 126

SYBUNTS (Some Year But

Unfortunately Not This), 60

as volunteers, 89, 130

Dorsey, Tommy, 77

E-mail, 39

Endowed funds, 101, 102, 118–121

Estate-related giving. See Planned

giving

eTapestry, 110, 111
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Ethics, AFP Code of Ethical

Principles and Standards, 187

Evaluation

governing board self-evaluation,

142, 143, 157, 158

public perception, assessment of,

35, 38, 40, 41, 45–47

volunteers, 132

Excel spreadsheets, 111

Facebook, 39, 89

Facilitators, mission statement review/

creation, 11

Five ‘‘I’’s (integrity, intelligence,

intuitiveness, industry, and

influence), 144

Forms

annual fund, committee job

description, 90, 91

annual fund, end of year letter to

trustees, 94

annual fund, kickoff letter,

91, 92

annual fund, letter to parents, 94,

95

annual fund, proof sheet sample,

letter enclosing, 95

annual fund, second solicitation

letter, 92, 93

annual fund, year-end solicitation

letter, 93

biographical information, board

members, 156

board committees, 161

board member biographical

information, 156

board member self-evaluation, 157,

158

board organization chart, 161

board profile worksheet,

159, 160

business support policies,

121–125

capital campaign, donor

recognition policies, 103, 104

capital campaign, gift acceptance

policies, 102, 103

capital campaign, gifts and pledges

by size, 105

capital campaign, gifts and pledges

by source, 104, 105

capital campaign, phases, 105–107

capital campaign, volunteer

recognition policies, 104

committee organization, governing

board, 161

contributions, summary of, 125

contributions by source, 126

corporation proposal letter, 107,

108

development director, job

description, 182, 183

development office manual,

creating, 181

donor recognition policies, 103,

104, 114, 115

endowed funds, establishment, 101,

102

endowed funds, investment policy,

118–121

foundation proposal letter, 107, 108

gift acceptance policies, 102, 103,

116, 117

governing board, job description,

151–154

investment policy, 118–121

job description, annual fund

committee, 90, 91

job description, board of directors,

151–154

job description, director of

development, 182, 183
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Forms (continued )

job description, marketing/

communications advisory

committee, 45–47

job description, planned giving

advisory committee, 98

job description, strategic planning

committee, 22, 23

major gifts, checklist for raising,

96

marketing/communications

advisory committee, job

description, 45–47

marketing/communications plan,

47–50

monthly report, development

office, 180, 181

nomination form, board members,

155

organizational chart, governing

board, 161

planned giving, advisory committee

job description, 98

planned giving, invitation to join

recognition society, 101

planned giving, sample action plan,

99

planned giving, wills bequest

program, 99, 100

proposal letter, 107, 108

prospect evaluation form, 96, 97

self-evaluation, board members,

157, 158

stewardship policy, 117, 118

strategic planning committee, job

description, 22, 23

strategic planning committee

agendas, 23, 24

volunteer recognition policies, 104,

115

Foundation Directory, 72, 73

Foundations

governing board, 148–150. See also

Governing board

major gifts from, 72, 73

proposal letter, sample, 107, 108

Fundraising program

annual fund. See Annual fund

capital campaigns. See Capital

campaign

internal case statement, use of, 27

major gifts. SeeMajor gifts

and marketing, 33

objectives, 53

ownership, 53, 54

as part of development, 4, 5, 53

planned giving. See Planned giving

planning, 51–55, 90

relationship building, 87–89

special events, 85–87, 90

steps for annual development plan,

54

terminology, 1

GEICO, 37

Gift acceptance policies, sample,

116–118

Gift stewardship policy, sample,

117–118

Golden Rule, 88, 174, 179

Goodwill Industries, 36

Gouldthorpe, Hugh, 3

Governing board

action plan, 142

and annual fund committee chair,

57

biographical information, sample

form, 156

board profile, 143, 159, 160

board relations, 148

CEO, relationship with, 138, 147,

151, 163, 164, 166–170
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character, importance of, 137, 138,

150

commitment, 138, 144

committees, organizational chart,

161

as component of successful

development program, 7

crisis management, 44

development responsibilities, 140,

148

duty versus fulfilling experience,

141

five ‘‘I’’s (integrity, intelligence,

intuitiveness, industry, and

influence), 144

foundation boards, 148–150

functions of, 139–141

giving expectations, 146

importance of, 137, 138, 150

invitation to join, 145, 146

job description, 142, 143,

151–154

leadership, 140, 142, 143, 150

members, selection of, 142–145

nominating committee

(‘‘committee on board

wellness’’), 143–146

nomination forms, 142, 155

organization chart, 161

and prospect research, 113, 114

recruitment, 138, 139

red flags, member candidates, 145

responsibilities, 139–141, 151–153

role of in marketing, 33, 38, 40–42,

48, 49

self-evaluation, 142, 143, 157, 158

stewardship, 140, 169, 170

strategic planning, role in, 15, 17,

19–22, 24, 54, 140, 149, 151

strong and effective board, building,

141–143, 148, 150

three W’s (work, wealth, wisdom),

144

Grants, 72, 73

Holistic approach

development, 3, 4, 165

marketing, 34

Honor Roll of Donors, 42, 50, 88

Hoyle, Rene, 109

I-CAR Educational Foundation, 149

Insider letters, 42, 50

Integrity, intelligence, intuitiveness,

industry, and influence (five

‘‘I’’s), 144

Internal case statement

case for support, 7, 25

chief executive officer, role of, 166

committee, 30, 31

components of, 28, 29

creating, 30, 31

drafting tips, 31

and fundraising, planning for, 52

and marketing, 26, 27, 32–33

need for, 25, 26

and planning, 52

presentation materials, 27, 31, 66

purpose of, 26, 32

use of, 26–28, 32, 66

Internal communications, 43

Investment policy, sample, 118–121

Job descriptions

annual fund committee, 90, 91

director of development, 182, 183

governing board, 142, 143,

151–154

marketing/communications

advisory committee, 45–47

planned giving advisory committee,

98
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Job descriptions (continued )

strategic planning committee, 22,

23

volunteers, 132

Kotler, Phillip, 2, 71

Leadership

capital campaign, 79, 82, 83

chief executive officer (CEO), 166–

168

governing board, 140, 142, 143,

150

LYBUNTS (Last Year But

Unfortunately Not This), 60

Major gifts

annual fund as source of donors, 55

baseline for, 63, 64

chief executive officer, role of, 166,

167

as component of development

program, 7, 62

corporations, 72, 73

defined, 63

foundations, 72, 73

funding opportunities, list of, 64

identifying prospects, 41. See also

Prospect Identification Program

internal case statement, use of, 28

managing, 71, 72, 90, 167

planned giving. See Planned giving

prospects, 62–72, 96–98

steps to raising, checklist, 96

Marketing/communications

action plan, 7, 41–43, 48–50

advertising, 38, 46

assessment of public perception, 35,

38, 40, 41, 45–47

attitudes toward, 33, 34

celebrities, use of, 41

committees, 40, 43, 45–47, 49

communications, 33–35, 37,

40–43, 45–49

Communications and Events

Committee, 49

Communications/Marketing

Advisory Committee, 43, 45–47

crisis management, 44, 45

development as, 2, 3, 53

and fund-raising, 33

governing board, role of, 33, 38,

40–42, 48, 49

holistic nature of, 34

internal case statement, use of, 27, 33

internal communications, 43

market research, 35, 38, 40, 41,

45–47

materials, 41–43

media, 38–40, 44, 49, 50

and mission, 33, 35–37, 40, 45–48

name of organization, 35–37

newsletters, use of, 40–43, 46, 50

objectives, 53

as organizational effort, 34, 35

outside professionals, 38, 40

plan, sample, 47–50

staff, role of, 33, 34, 38, 40, 42, 43,

47, 49

and strategic planning, 33, 41

target audiences, 35–38, 40–42, 45

volunteers, use of, 38, 40

Marketing for Nonprofit

Organizations, 7th ed. (Kotler

and Andreasen), 2

Marketing for Nonprofit

Organizations (Kotler), 2

Mastheads, 11

Media

broadcast, 39, 44, 49

and crisis management, 44

electronic, 39
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multi-media presentations, 48

press conferences, 39

press kits, 39, 42, 49

press releases, 39, 44, 46, 49

print, 39, 44, 49, 50

publications, 50

use of, 39

Meetings

mission statement, use of, 12

planning sessions, 54

strategic planning committee, 18,

19, 22–24

Memorial Child Guidance Clinic, 36

Mission. See alsoMission statement

awareness of, 9, 10

chief executive officer (CEO), role

of, 166

as component of development

program, 7

and internal case statement, 28, 31

and marketing, 33, 35–37, 40,

45–48

and planning, 52

Mission statement

awareness of, 9, 10

creating, 10, 11

described, 10

development process, role in, 1

examples of, 10, 12–14

and internal case statement, 28

length of, 10, 166

and marketing, 33, 35, 47

review of, 10, 11, 14

use of, 11, 12

Morris, Pat, 39

MOVES method of major-gives

management, 71, 72, 90, 167

Name of organization, 35–37

Nash, Ogden, 141

Nelson, Robert, 66

Newsletters, 40–43, 46, 50

Nominating committee (‘‘committee

on board wellness’’)

invitation to join board, 145, 146

responsibilities of, 143

selection of board members,

143–145

Objectives

and internal case statement, 28

organizing, 53

setting, 165, 166

strategic planning, 15–16, 18–22,

24, 52

Online giving, 39

Online services, 110, 111

Organization chart, governing board,

161

Owens & Minor, 3

Pareto Principle (80/20 rule), 79

Parrish, Robert, 66

Planned giving

action plans, 99, 100

advisory committee, 76, 77, 98

advisory committee job

description, 98

annual fund as source of donors, 55

as component of development

program, 7

defined, 74

direct mail, 77

excuses for lack of program, 73, 74

experts, use of, 75, 76

guiding principles, 74, 75

prospects, 75, 77

recognition society, invitation to

join, 101, 102

steps for creating and operating

program, 75–77

wills bequest program, 77, 99, 100
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Planning

annual development plan, 54

components of, 51–55

marketing and communications, 7,

33, 41–43, 47–50

sessions, 54

stakeholders, role of, 53, 54

strategic planning. See Strategic

planning

Pope, Alexander, 76

PowerPoint, 27, 32, 40, 48,

66, 69

Press conferences, 39

Press kits, 39, 42, 49

Press releases, 39, 44, 46, 49

Productivity, 109

Professional fundraisers, 5, 167

Prospect Identification Program, 40,

41, 66, 114

Prospects

annual fund as source of, 55

chief executive officer (CEO), role

of, 167

evaluation form, 96–98

identifying, 113, 114

interviews, 70, 80

for major gifts, 62–72, 96–98

managing, 71, 72, 167

planned giving, 75

power groups, 68, 69

power players, 66–71

Prospect Identification Program,

40, 41, 66, 114

qualifying, 65, 66

rating, 113, 114

ratings committee, 65, 84

ratio of to donors, 79

researching, 65, 109, 110, 113,

114

sources of, 64, 65

treatment of, 88

Public perception, assessment of, 35,

38, 40, 41, 45–47

Public service announcements,

38

Recognition

annual fund, 58

capital campaign donors and

volunteers, 103, 104

donors, 58, 88, 89, 103, 104, 114,

115

planned giving recognition society,

invitation to join, 101, 102

volunteers, 104, 115, 133, 134

Recordkeeping

as component of development

program, 7, 110

data gathering, 112

evaluation of and refining, 112

Excel spreadsheets, 111

existing procedures, charting, 111,

112

forms. See Forms

guidelines for, 109, 110

importance of, 114

online services, 110, 111

prospects, 113, 114

sample forms, 114–126

software, 110, 111

and staff productivity, 109

system for, creating, 111, 112

volunteers, 111, 114

Relationship building. See also Thank

yous

chief executive officer (CEO), role

of, 164, 165, 169

development professionals, 87–89

major-gifts management, 71, 72,

90, 167

recognition of donors and

volunteers. SeeRecognition
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Reports

Annual Report, 42, 50, 88, 168

monthly report, development

office, 180, 181

and recordkeeping system, 110

strategic planning, 15, 16, 19,

21–24

Research. See Prospects

Retreats, 11

Richmond Midnight Basketball

League (RMBL), 36

Robert E. Nelson and Associates, 66

Schilling, Arlo, 141

Second Baptist Church (Richmond,

VA), 10

Sharpe, Henry D., Jr., 139

Smith, Buck, 71, 167

Social networking, 39, 89

Software, recordkeeping, 110, 111

Speakers, 42, 140

Special events, 85–87, 90

Staff

as component of successful

development program, 7

crisis management, 44

evaluation, 165

internal communications, 43

marketing, role in, 33, 34, 38, 40,

42, 43, 47, 49

newsletters, 43

planning, role in, 54

productivity, 109

stewardship, 168, 169

strategic planning, role in, 15, 17,

19, 21–23

Stakeholders, 53, 54

Stewardship

chief executive officer (CEO),

167–170

governing board, 140, 169–170

policy, 117, 118

staff, 168, 169

Stone, Phillip, 147

Strategic planning

action plan, 16, 19

benefits of, 15, 16

capital campaign, 16, 19–21

case for support. See Internal

case statement

chief executive officer (CEO),

role of, 166

components of, 51, 52

development program

component, 7

governing board, role of, 15, 17,

19–22, 24, 140, 149, 151

implementation of plan, 15, 19

and marketing, 33, 41. See also

Marketing/communications

need for, 15

objectives, 15, 16, 18–22, 24, 52

ownership, 15, 25

process, 15, 16, 21, 22

reports, 15, 16, 19, 21–24

steps, 16

strategic planning committee. See

Strategic planning committee

and vision, 15–18, 21, 23, 25

Strategic planning committee

agendas, 23, 24

establishing, 16–18, 21

job description, 22–23

meeting agendas, 23, 24

meetings, 18, 19, 22–24

members of, 17, 18, 21–23

mission statement review/creation,

11

reports, 19

responsibilities of, 22, 23

and strategic planning process, 21,

22

index 201

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



E1BINDEX 08/02/2010 19:29:48 Page 202

Stuhr, Robert (Bob), 9, 150

SWOT (strengths, weaknesses,

opportunities, and threats)

analysis, 16

SYBUNTS (Some Year But

Unfortunately Not This), 60

Target audiences, 35–38, 40–42, 45

Tax considerations

gift acknowledgments, 62, 88

planned giving, 74–76

Thank yous

annual fund gifts, 61, 62

from beneficiaries, 88

development professional, role of,

174

donors, 88

policies, 115

and recordkeeping system, 110

volunteers, 133–134

Thousand Points of Light, 138

Three W’s (work, wealth, wisdom),

144

Tocqueville, Alexis de, 127, 128

Training, volunteers, 128, 129, 135

Twitter, 39, 89

Virginia Fund Raising Institute, 1

Vision

chief executive officer (CEO), role

of, 163, 166

and strategic planning, 15–18, 21,

23, 25

Vision statements, 11–13

Visits

personal, 42

site, 34, 42

Volunteers

advisory boards, 130, 131

advisory committees, 131

alumni associations and boards, 131

annual fund committee, 56, 57

developing, 130, 131

development program component,

7

disaster relief, 127

as donors, 89, 130

evaluating, 132

functions of, 129

internal case statement, use of, 27,

28

job descriptions, 132

marketing, 38, 40

needs, meeting, 35, 165

problems with, 134, 135

reasons for volunteering, 128

recognition, 115, 133, 134

recordkeeping, 111, 114

soliciting, 132–133

spirit of in U.S., 127–128

thanking, 133, 134

training, 128, 129, 135

Websites, 39

Work, wealth, wisdom (three W’s),

144
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