Appendix A

Sample Strengths Weaknesses Opportunities Threats (SWOT) Exercise

	Strengths
	Weaknesses

	Examples:

· Knowledge of the issue

· Passion for the project

· Past successes

· Diverse, strong coalition

· Reputation of The Robert Wood Johnson Foundation


	Examples:

· Lack of experience with fundraising

· Limited human resources

· Limited time (both daily and until deadline)

· Lack of philanthropic entities in community

· Feel like resources are tapped out

· Small coalition



	Opportunities
	Threats

	Examples:

· Large number of nonprofit health care facilities transitioning to for-profit and establishing grantmaking bodies

· Have established corporate partnerships with local businesses

· Have established partnerships with local organizations


	Examples:

· SCHIP has been/is going to be capped

· State budget is facing a deficit

· Competition from other nonprofits

· Match deadline is nearing and still have money to raise




Appendix B

Strengths Weaknesses Opportunities Threats (SWOT) Exercise

	Strengths
	Weaknesses

	
	

	Opportunities
	Threats

	
	


Appendix C

The Circle Exercise

Begin by filling in the inner circle of this chart with the names of people who are familiar with your organization. Those people should be able to lead you to other contacts that will be helpful in your fundraising efforts. After you have done research on possible funders and have found a potential funder without an obvious contact, your goal will be to move them to your inner circle.
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Appendix D

Sample Worksheet for Compiling Preliminary List of Prospects
	PROSPECTS
	 
	 
	 
	 
	 
	 

	Name
	Goal
	Contact
	Network Access
	Key Interest(s)
	Deadlines
	Supporting Materials 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 


Appendix E

Funding Assessment Worksheet

	
	# Prospects
	Cultivation Time Needed
	Dollar

Potential
	Access
	Long-Term

Potential
	Staff

Requirements
	Start-Up

Costs

	INDIVIDUALS

	- Major donors
	
	
	
	
	
	
	

	- Special events
	
	
	
	
	
	
	

	- Direct mail
	
	
	
	
	
	
	

	- Telemarketing
	
	
	
	
	
	
	

	- Planned giving
	
	
	
	
	
	
	

	- Other
	
	
	
	
	
	
	

	FOUNDATIONS

	- Independent
	
	
	
	
	
	
	

	- Corporate
	
	
	
	
	
	
	

	- Community
	
	
	
	
	
	
	

	CORPORATIONS/BUSINESSES

	- Bottom line
	
	
	
	
	
	
	

	- Publicity
	
	
	
	
	
	
	

	- Other
	
	
	
	
	
	
	

	GOVERNMENT GRANTS

	- State
	
	
	
	
	
	
	

	- Municipal
	
	
	
	
	
	
	

	OTHER                  (e.g., United Way, voluntary health associations, civic and religious organizations, federated fundraising, earned income projects)
	
	
	
	
	
	
	


Appendix F

Sample Fundraising Plan Worksheet

	Covering Kids & Families Match Requirement Fundraising Plan

	
	
	
	

	Year
	Dollar Goal
	Deadline
	Commitments

	One and Two
	 
	 
	 

	Three
	 
	 
	 

	Four
	 
	 
	 

	Total
	 
	 
	 


	Potential Funders
	Goal
	Commitment
	Contact
	Connection
	Staff Responsible
	Deadline to Start Process
	Funder Deadlines
	Tasks
	Status

	Years One & Two
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Subtotal
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Potential Funders
	Goal
	Commitment
	Contact
	Connection
	Staff Responsible
	Deadline to Start Process
	Funder Deadlines
	Tasks
	Status

	Year Three
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Subtotal
	 
	 
	 
	 
	 
	 
	 
	 
	 


	Potential Funders
	Goal
	Commitment
	Contact
	Connection
	Staff Responsible
	Deadline to Start Process
	Funder Deadlines
	Tasks
	Status

	Year Four
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Subtotal
	 
	 
	 
	 
	 
	 
	 
	 
	 


Appendix G

Fundable Projects Worksheet

	FUNDABLE PROJECTS WORKSHEET
	 
	 

	Project
	Amount Needed
	Prospective Funder(s)

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	
	
	


Appendix H

Covering Kids & Families Core Talking Points

When preparing your talking points for your supporting materials, be sure to include the following points:

An overview of your Covering Kids & Families project

Example:

· [COALITION NAME] is a project of The Robert Wood Johnson Foundation’s Covering Kids & Families, a national initiative to increase the number of children and families who benefit from federal and state health care coverage programs. Covering Kids & Families coalitions across the country work with health professionals, social service agencies, faith-based organizations, corporate partners and policy-makers to reach families and inform them about low-cost and free health care coverage available in all 50 states and the District of Columbia.

A description of the issue as it relates to your state or community

Example:

· According to [INSERT NAME OF DATA SOURCE], [NUMBER OF UNINSURED CHILDREN IN YOUR STATE] [STATE] children are uninsured. More than [NUMBER OF UNINSURED BUT ELIGIBLE CHILDREN IN YOUR STATE] of these children are eligible for low-cost or free health care coverage through [NAME OF YOUR STATE’S SCHIP AND/OR MEDICAID PROGRAM] but are not enrolled.

Available data such as:

· The number of children without health insurance and a description of who they are

· The impact this has on their lives

· The impact on the larger community (e.g., loss of productivity because parents miss work, cost of providing care)

Examples:

· Nationally, 24 percent of Hispanic children, 14 percent of African-American children, 12 percent of Asian and Pacific Islander children, and 7 percent of non-Hispanic white children are uninsured. Twenty-one percent of children in low-income families are uninsured. In [STATE], [INSERT DATA ON LOCAL STATISTICS BASED ON ETHNICITY AND/OR INCOME LEVEL, IF AVAILABLE].

· Uninsured children are:

· Less likely to receive preventive care

· 70 percent more likely than children with health insurance not to get care for common conditions like ear infections

· 30 percent less likely to receive medical attention when they are injured

· More likely not to have a regular source of health care

· More likely to miss school than insured children

· More likely to have untreated vision problems

· Children who have health care coverage are less likely to seek care in an emergency room.

The specific objectives (measurable, achievable outcomes) you want to accomplish in your community

Example:

· Through statewide and local coalitions, [COALITION NAME] is working with local businesses and organizations to:

· Conduct and coordinate outreach programs

· Simplify enrollment and renewal processes

· Coordinate existing health care coverage programs

· [COALITION NAME] is striving to [INSERT GOALS OF YOUR COALITION, e.g., maintain the current level of enrollment as well as enroll 5,000 uninsured eligible children in state-sponsored health care coverage programs by the end of 2004; establish online application capabilities with application stations in multiple areas of the community; etc. You should focus on the specific projects detailed in your work plan for this talking point.]

Your plan of action to help alleviate these problems, and why your staff and board are qualified to tackle these problems

Example:

· [COALITION NAME] plans to [LIST HOW YOU PLAN TO MEET YOUR GOAL].
Success you have had working toward your goal (e.g., a reduction of the number of uninsured)

Example:

· The past activities of [COALITION NAME], in conjunction with its many partners, have led to notable successes, including: 

· Increasing enrollment in state-sponsored health coverage programs

· Making the process of applying for state-sponsored health coverage programs easier to navigate, more family-friendly, and less demeaning and stigmatizing

· Implementation of a major communications campaign to raise awareness of the availability of health coverage that generated [NUMBER] calls to the [STATE] hotline for children’s health insurance coverage and enrollment of [NUMBER] previously uninsured children

The amount of funds you need to raise and the amount you are seeking from this funder

Example:

· [YOUR ORGANIZATION] is looking to the community for help in raising [AMOUNT OF REQUIRED MATCH] to continue this vital work. We are asking [SPECIFIC POTENTIAL FUNDER] to contribute [SPECIFIC DOLLAR AMOUNT].  

Appendix I

Corporate Prospect Worksheet
	Date:

	Basic Information

	Name
	

	Address
	

	Contact person/title/phone
	

	Corporate Data

	Products/services
	

	Customers
	

	Competitors
	

	Target $ request
	

	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)
	

	Review process
	

	Sources of Above Information

	( Annual report – Year:

	( Corporate Web site 

	( Corporate giving guidelines

	( Business publications/local newspaper

	Notes: 



	Follow-up: 




Appendix J

Foundation Prospect Worksheet

	Date:

	Basic Information

	Name
	

	Address
	

	Contact person/contact #
	

	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: 




Appendix K

Sample 990-PF Form
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Appendix L

The Foundation Directory Entry Example
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	The Robert Wood Johnson Foundation 
Rte. 1 and College Rd. E. 
P.O. Box 2316 
Princeton, NJ 08543-2316 
Telephone: (609) 452-8701 
Contact: Richard J. Toth, Dir., Office of Proposal Mgmt. 
E-mail: mail@rwjf.org 
URL: http://www.rwjf.org 

Donor(s): Robert Wood Johnson +. 
Type of grantmaker: Independent foundation. 
Background: Incorporated in 1936 in NJ; became a national philanthropy in 1972. 
Purpose and activities: The foundation is devoted exclusively to health and health care and concentrates its grantmaking in four areas: assuring access to quality health services for all Americans at reasonable cost; improving quality of care and support for people with chronic health conditions; promoting healthy communities and lifestyles; and reducing the harm caused by substance abuse - tobacco, alcohol, and illicit drugs. 
Program area(s): The grantmaker has identified the following area(s) of interest: Access; Advancing Diabetes Self-Management; Building Community Supports for Diabetes Care; Chronic Health Conditions; Clinical Scholars; Coming Home: Affordable Assisted Living; Covering Kids and Families; Developing Leadership In Reducing Substance Abuse; Employee Matching Gifts; Executive Nurse Fellows Program; Faith in Action; Generalist Physician Faculty Scholars Program; Health and Society Scholar's Program; Health Policy Fellowships Program; Investigator Awards in Health Policy Research; Local Initiative Funding Partners Program; Minority Medical Faculty Development Program; New Jersey Health Initiatives; Promoting Excellence in End-of-Life Care; Reducing Underage Drinking Through Community and State Coalitions; Scholars in Health Policy Research; Self-Determination for Persons with Developmental Disabilities; Substance Abuse Policy. 
Fields of interest: Aging; Aging, centers/services; Child development, education; Child development, services; Children/youth, services; Disabled; Family services; Health care; Health care, cost containment; Health organizations; Homeless; Homeless, human services; Hospitals (general); Medical school/education; Mental health, smoking; Mental health/crisis services; Minorities; Native Americans/American Indians; Nursing care; Residential/custodial care, hospices; Substance abuse, services; Volunteerism promotion. 
Geographic focus: National 
Types of support: Matching/challenge support, Program development, Program evaluation, Program-related investments/loans, Research, Seed money, Technical assistance. 
Limitations: Giving limited to the U.S. No support for political organizations, international activities, programs or institutions concerned solely with a specific disease or basic biomedical research. No grants to individuals, or for ongoing general operating expenses, endowment funds, capital costs, including construction, renovation, or equipment, or research on unapproved drug therapies or devices. 
Publications: Annual report (including application guidelines), Application guidelines, Grants list, Informational brochure, Newsletter, Occasional report. 
Application information: Application form not required. 
Initial approach: Preliminary letter (no more than 5 pages) 
Board meeting date(s): Quarterly 
Deadline(s): None 
Final notification: 6 to 12 months 
Officers and Trustees:* Robert E. Campbell,* Chair.; Risa Lavizzo-Mourey, M.D., MBA ,* C.E.O. and Pres.; Calvin Bland, Chief of Staff; John R. Lumpkin, M.D., Sr. V.P. and Dir., Health Care; J. Michael McGinnis, M.D., Sr. V.P. and Dir., Health Group; J. Warren Wood III, V.P., Secy., and Genl. Counsel; Peter Goodwin, V.P. and Treas.; James Knickman, V.P., Research and Evaluation; David J. Morse, V.P., Comm.; Albert O. Shar, Ph.D., V.P., Info. Tech.; David L. Waldman, V.P., H.R.; Brian O'Neill, C.I.O.; G. Russell Henshaw, Jr., Cont.; Nancy-Ann DeParle; George S. Frazza; James R. Gavin III, M.D.; Linda Griego; Wendy Hagen; Edward J. Hartnett; Robert Wood Johnson IV; Hon. Thomas H. Kean; Ralph Larsen; Edward E. Matthews; William L. Roper, M.D.; Marla E. Salmon, Sc.D., R.N.; Gail L. Warden; Richard B. Worley. 
Number of staff: 130 full-time professional; 6 part-time professional; 99 full-time support; 5 part-time support. 
Financial data: (yr. ended 12/31/02 ): Assets, $8,012,367,000 (M); gifts received, $1,410,342; expenditures, $455,687,191; total giving, $360,347,466; qualifying distributions, $460,054,133; giving activities include $357,306,381 for grants and $3,041,085 for employee matching gifts. 
EIN: 226029397 
Most Recent IRS filings:
Selected grants: The following grants were reported in 2002. 
$30,841,725 to Center for Healthcare Strategies Supporting Organization, Lawrenceville, NJ, For technical assistance and direction, sites, and related support for Medicaid Managed Care Program, payable over 3 years. 
$15,000,000 to Partnership for a Drug-Free America, New York, NY, To continue media campaigns to reduce demand for illegal drugs and broaden awareness of treatment, payable over 3 years. 
$9,000,000 to Boston University, School of Public Health, Boston, MA, To support national resource center for community substance abuse initiatives, payable over 3 years. 
$9,000,000 to National Center on Addiction and Substance Abuse, New York, NY, For continued program support, payable over 3 years. 
$7,750,288 to American Medical Association Education and Research Foundation, Chicago, IL, For special opportunities grant for SmokeLess States: Statewide Tobacco Prevention and Control Initiatives, program to develop and implement comprehensive statewide strategies to reduce tobacco use through education, treatment and policy initiatives, payable over 3 years. 
$6,498,000 to Third Sector New England, Community Health Leadership Program, Boston, MA, For Awards for Community Health Leadership Program, payable over 5 years. 
$6,006,050 to Corporation for Supportive Housing, Oakland, CA, For national initiative to reduce chronic homelessness through creation of supportive housing, payable over 2 years. 
$5,400,000 to University of California, School of Public Health, Berkeley, CA, For Scholars in Health Policy Research Program, payable over 5 years. 
$5,200,000 to University of Michigan, School of Public Health, Ann Arbor, MI, For Scholars in Health Policy Research Program, payable over 5 years. 
$5,000,000 to Georgetown University, Institute for Health Care Research and Policy, DC, To establish Center and national campaign to reduce impact of alcohol marketing on children, payable over 3 years.


Appendix M

Template Proposal Cover Letter

[DATE]

[NAME]

[TITLE]

[BUSINESS]

[ADDRESS]

[CITY], [STATE]  [ZIP CODE]

Dear [PREFIX] [LAST NAME]:

Thank you for taking the time to meet with me last week. I appreciated having the opportunity to talk with you about [COALITION NAME] and to learn about the current directions of [NAME OF PROSPECTIVE FUNDER]. As we discussed, I am writing to request [NAME OF PROSPECTIVE FUNDER]’s support with a grant of [AMOUNT OF MONEY BEING REQUESTED]. The purpose of the grant is to [PURPOSE OF THE REQUESTED MONEY].

[PARAGRAPH ON THE BACKGROUND OF YOUR PROJECT]

[PARAGRPAH ON THE SUCCESS OF YOUR PROJECT]

[PARAGRAH EXPLAINING FUTURE GOALS OF YOUR PROJECT]

With this in mind, we ask that [NAME OF PROSPECTIVE FUNDER] supports our continued work to cover all of [STATE]’s eligible uninsured children. 

If you have any questions about our project or the enclosed materials, please call me at [PHONE NUMBER]. Thank you for your serious consideration of this request. 

Sincerely,

Appendix N

Template Proposal Cover Page and Title

A request to [PROSPECTIVE FUNDER] for a

grant of [AMOUNT REQUESTED] to support

[NAME OF COALITION OR PROJECT]

Submitted by

[NAME OF COALITION OR ORGANIZATION]

[ADDRESS]

[PHONE NUMBER]

[NAME OF CONTACT]

[TITLE OF CONTACT]

Appendix O

Sample Budget for Proposal

Estimated Budget

Staff time
15,000.00

· Project director (10%)


· Outreach coordinator (50%)


Outreach materials

· Core piece describing the project
1,000.00


· General audience brochure
1,500.00

· Spanish-language materials
500.00

Administrative costs
2,000.00

(long distance, postage, etc…)

Total
$20,000.00

Appendix P

Sample Timeline for Proposal

Timeline

Efforts to enroll eligible uninsured children in [NAME OF YOUR STATE’S SCHIP AND/OR MEDICAID PROGRAM] will proceed as follows:

January – April 2004

Meet with coalition members



Conduct outreach to Hispanic community

May – July 2004
Participate in health fairs sponsored by business and organizational partners

August – September 2004
Participate in national Covering Kids & Families Back-to-School campaign

October – December 2004
Develop online application system

 Appendix Q

Template Thank You Letter

[DATE]

[NAME]

[TITLE]

[BUSINESS]

[ADDRESS]

[CITY], [STATE]  [ZIP CODE]

Dear [PREFIX] [LAST NAME]:

Thank you for taking the time to [TALK/MEET] with me. I appreciate having the opportunity to talk with you about [COALITION NAME] and to learn about the current directions of [NAME OF PROSPECTIVE FUNDER]. 

[PARAGRAPH ON YOUR PROJECT]

[If appropriate] As we discussed, [COALITION NAME] will be submitting a proposal to [NAME OF PROSPECTIVE FUNDER] to support our work. In the meantime, if you have any questions about our project, please call me at [PHONE NUMBER]. 

Sincerely,

Appendix R

Proposal Checklist Worksheet
	Proposal Section
	Yes
	No
	Comments

	
	
	
	

	COVER PAGE
	
	
	

	Descriptive title
	
	
	

	Name of funder
	
	
	

	Requested amount
	
	
	

	
	
	
	

	TABLE OF CONTENTS
	
	
	

	Page numbers for each section
	
	
	

	
	
	
	

	COVER LETTER
	
	
	

	
	
	
	

	EXECUTIVE SUMMARY
	
	
	

	1-2 paragraphs on the problem
	
	
	

	1-2 paragraphs on the solution
	
	
	

	Description of your organization
	
	
	

	Funding request
	
	
	

	
	
	
	

	STATEMENT OF NEED
	
	
	

	Benefits are quantitative
	
	
	

	Benefits are based on statistics
	
	
	

	Clearly shows who/what has a need for project
	
	
	

	Clearly shows who/what will benefit
	
	
	

	Shows relationship to other efforts
	
	
	

	
	
	
	

	PROGRAM PLAN
	
	
	

	Objectives:
	
	
	

	Are quantitative
	
	
	

	Are realistic
	
	
	

	Will be easy to evaluate
	
	
	

	Relate to grant guidelines
	
	
	

	
	
	
	

	Method/Evaluation:
	
	
	

	Clearly shows what the project will entail
	
	
	

	Provides justification for methodology
	
	
	

	States who will do what
	
	
	

	States when it will be done
	
	
	

	States how success will be evaluated
	
	
	

	
	
	
	

	Timeline:
	
	
	

	Delineates the projected start and completion dates for each activity
	
	
	

	Easy-to-read format
	
	
	

	
	
	
	

	Staffing:
	
	
	

	Includes all key individuals
	
	
	

	Includes job descriptions of people to hire (if applicable)
	
	
	

	
	
	
	

	Budget:
	
	
	

	Outlines costs in sufficient detail
	
	
	

	Only shows costs that relate to the proposal
	
	
	

	Seems reasonable and well planned
	
	
	

	Shows the full worth of the project
	
	
	

	
	
	
	

	ORGANIZATIONAL DESCRIPTION
	
	
	

	Mission statement
	
	
	

	History of organization
	
	
	

	Expertise of staff
	
	
	

	Other programs and key successes
	
	
	

	Biographies of board members
	
	
	

	
	
	
	

	CONCLUSION
	
	
	

	Recaps key details
	
	
	

	Addresses emotional aspect of the project
	
	
	

	
	
	
	

	APPENDICES
	
	
	

	501(c)(3) letter
	
	
	

	Staff and board biographies (if appropriate)
	
	
	

	Any information required by the funder
	
	
	


Document has been:

(
Reviewed by a source familiar with your project

(
Reviewed by a source outside of your project

(
Reviewed by a copy editor

Appendix S

Grant Match Worksheet

Date: ________________

Name of project activity: __________________________________________________


Prospective grant provider: _________________________________________________

	Criteria
	Points Earned

(Possible: 1-5*)
	Comments

	Matches goals of grant provider
	
	

	Matches required demographics
	
	

	Able to be completed in timeframe
	
	

	Sustainable after allowable grant period
	
	

	Necessary funds are available
	
	

	Evaluation methods are compatible
	
	


*1 is low, 5 is high

The best grant matches will score 4 or 5 in every category. If a score of 3 or higher is not given for each, it is doubtful that this is a good match. 

Appendix T

Individual Prospect Worksheet

	Basic Information

	Name (first, middle, last): 

	Title (Mr., Ms., Mrs., Dr.): 

	Former or maiden name or nickname: 

	Address: 

	Phone number(s): 

	Alternate address: 


	Employment Information

	Place of employment: 

	Web site (if any): http:// 

	Address: 

	Work phone number: 

	Work e-mail: 

	Position (title): 

	Since (date): 

	Salary and other benefits (estimated): 

	Other relevant employment-related data (e.g., former employment): 


	Personal Information

	School(s) attended: 

	Board affiliation(s): 

	Foundation affiliation(s): 

	Civic/volunteer interests: 

	Social (include club memberships): 

	Hobbies: 

	Giving history (include large gifts, dates, etc.): 

	Assets (real estate, stock, etc.): 

	Other wealth indicators: 


	Family Information (if applicable)

	Spouse’s name: 

	Spouse’s occupation: 

	Spouse’s affiliation(s): 

	Spouse’s philanthropy: 

	Children’s school(s): 


	Connection to Your Organization

	Board member (dates): 

	Volunteer (current?): 

	Current or past donor (amount and other details): 

	Friend of board member or staff (provide contact name): 

	Other (shared interests, etc.): 




	Area(s) of Commonality with the Prospect

	Prior giving history: 

	Geography: 

	Subject field: 

	People: 

	Other: 


	Sources Consulted (provide URLs, dates and other details)

	Search engines (terms used): 

	Web sites: 

	Databases: 

	Contribution lists: 

	Directories: 

	Newspapers: 

	Other: 


	History of Past Cultivation (if any)

	Type (letter, call, invitation, meeting, etc. and dates): 




	Recommended Next Step(s)

	(Indicate deadlines): 




Appendix U

Event Planning Worksheet

	Event
	

	Date
	

	Basic Information

	

	Time
	

	City
	

	Type
	

	Contact Info for Host
	

	Name
	

	Address
	

	Phone
	

	E-mail
	

	Location Info
	

	Address
	

	Phone
	

	Site contact
	

	Additional Info
	

	$$$ Goal
	

	Ticket price
	

	Number of expected attendees
	

	Target audiences
	

	Logistics
	

	Catering
	

	Invites
	

	   Number
	

	   $ Amount
	

	Mailing ETA
	

	   Postage
	

	Follow-Up Calls
	

	Date to begin
	

	Host Committee
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Name/Phone
	

	Notes
	

	


Appendix V

Event Planning Timeline

	Time
	Tasks

	
	

	6 to 12 months ahead



	· Schedule event

· Choose theme

· Set fundraising goal and ticket price

· Draft budget

· Identify and begin recruiting potential sponsors

· Identify and begin recruiting host committee

· Select venue and get cost estimates

· Select printer and get cost estimates

· Select caterer and get cost estimates

· Search for entertainment (optional)

· Compile mailing list

	
	

	3 to 6 months ahead

	· Begin calling committee members monthly

· Continue recruiting committee members

· Continue soliciting sponsors

· Design invitation

· Finalize mailing list

· Set menu

	
	

	2 months ahead
	· Print invitations

· Circulate invitations to committee members for their notes

· Begin calling committee members weekly

· Recruit volunteers to help at event

	
	

	6 weeks ahead
	· Mail invitations

	
	

	4 weeks ahead
	· Begin calling master invite list if committee members have not been assigned names

· Do walk-through at event site and finalize logistics

· Design event program

· Develop speaking program for event

	
	

	2 weeks ahead
	· Continue ticket sales

· Ask committee members for names and amounts of commitments


	
	

	1 week ahead
	· Continue ticket sales

· Give caterer guarantee

· Print event program

· Give seating or table assignments (if applicable)

· Train volunteers to staff registration

· Finalize attendee list for registration

· Confirm all logistics

· Hold final walk-through

· Schedule rehearsals

	
	

	Event day
	· Arrive at site early

· Set up registration

· Review details with caterer

· Hold rehearsal

· Review assignments with volunteers

	
	

	Day after
	· Send thank you notes to VIPs, event committee and donors

· Collect outstanding pledges


Appendix W

How Are You Doing?

Assessing Your Progress While Fundraising

Scoring yourself every 30 to 45 days on the following items will help you gauge and measure your progress in cultivating donors and prospects, maintaining your systems, and budgeting, as well as give you a sense of how well you are doing overall. If more than one person in your organization is responsible for fundraising, each is strongly encouraged to fill out this form separately. Then you can discuss the independent scores jointly. Pay special attention to items in which one person has a significantly different score than another or than the average score. Often, this will signal areas where problems may emerge. 

There is no magic formula to avoid the process of fundraising. You must do many things correctly and simultaneously to achieve success. Measuring your progress through the use of this checklist will help you assess which areas in your fundraising program may need additional attention. Your success hinges on the candor of this evaluation and whether appropriate actions are taken to improve areas of weakness.

Scoring 

10 is the best possible score, 1 is the worst

10
Best possible

 9
At an excellent level, but not perfect

 8
Very good, but requires some attention

 7
Good, but needs improvement

 6
Satisfactory, but not good enough to raise the necessary money

 5
Less than satisfactory, needs serious work

<4
Unacceptable, immediate correction is necessary

Each item is given a weight—the higher the weight, the more important the item.

Multiply your ratings in the first column by the weight in the second and put the total in the third column. Total the third column. You might want to keep a tracking sheet of your scores over time. 

	FACTOR
	SCORE
	x WEIGHT =
	TOTAL

	RELATIONSHIPS


	
	
	

	Your list of prospects and donors is current and expanding. 
	
	4
	

	You have spent 20% of your time in the last ____ (weeks/months/quarters) networking with and cultivating prospects. Give yourself an 8 if you are spending 20% of your time on fundraising. Score yourself higher or lower accordingly.
	
	4
	

	Your fundraising goal is an accurate reflection of donor interest and willingness to invest in your organization and has been tested in conversations with donors. Give yourself a 10 if you set your goal after you analyzed your market potential.
	
	3
	

	Board members are able to give, or open doors and make introductions to corporations and foundations, at least 10% of the budget goal. While it is possible to conduct a successful campaign with a smaller percentage, this does help ensure the vitality of the campaign. If they can give more than 10%, give yourself a 10, otherwise discount accordingly.
	
	2
	

	You can identify by name the major gifts that will produce 80% of the dollar goal. Creating the giving “pyramid” is a critical step in determining campaign success. Give yourself a 10 if you have identified these sources. 
	
	4
	

	During the last 12 months, you have actively cultivated your top sources and have made significant, personal and meaningful contact with each source at least six times. 
	
	5
	

	You have excellent records of your interactions with prospects.
	
	2
	

	You are, or someone on your board is, a person of sufficient strength, stature, influence and affluence that you are able to open doors to prospects.
	
	3
	

	Your organizational communications are consistent with fundraising materials and pitches in tone, content, look and frequency.
	
	2
	

	Your organizational visibility in the community is high. Remember, your community is the total group of concerned individuals who may be interested and/or involved in your program in some way. Visibility may include both free and paid press coverage, newsletters, awards, special events, etc. 
	
	3
	


	FACTOR
	SCORE
	x WEIGHT =
	TOTAL


	VISION


	
	
	

	There is wholehearted agreement between the staff and board about the vision and worth of the project. They will work together to bring it to fruition. Having proposed the plan, staff and board members are willing to help make the vision a reality. Give yourself a 10 if there is total and wholehearted agreement about the vision and program and a strong sense of expectation and excitement.
	
	4
	

	The projects for which you seek funding meet valid, urgent and justifiable needs and have been researched and tested in such a way that there is substantiation of same. Further, proposed projects help fulfill your mission and are in keeping with your philosophy of operation. Give yourself a 10 if you meet all of these criteria.
	
	3
	

	The written case (pitch) for the project has emotional and dramatic appeal. Remember, in order to raise significant funds, a project must be compelling and have emotional appeal. If you believe you can make a case that will appeal to both heads and hearts, give yourself a 10. 
	
	2
	

	If there are other organizations competing to perform the same services that you offer, giving to your organization may decline. If there are no other major parallel initiatives in your service area being planned for the same time period, give yourself a 10. 
	
	2
	

	DELIVERY – ORGANIZATIONAL IMPLEMENTATION


	
	
	

	The written fundraising plan is up to date and being used. 
	
	3
	

	As executive director, president or leader of the organization, you have been on the staff for a minimum of 24 months. Grade this item a 10 if yes. Deduct a point for every 3 months less than 24.
	
	2
	

	Your board is up to the full complement of membership allowed by your bylaws. Grade this a 10 if yes. For each vacancy subtract 1 point.
	
	1
	

	Board attendance for the last 18 months has averaged 80% or more. Total all the board meetings you have had during the past 18 months and compute attendance. If it has been 80% or more, give yourself a 10. For every 5% less than 80%, subtract one point. If attendance is less than 50%, you have a problem.
	
	1
	


	FACTOR
	SCORE
	x WEIGHT =
	TOTAL

	DELIVERY – ORGANIZATIONAL IMPLEMENTATION, cont.
	
	
	

	The organization has successfully raised its match of the RWJF grant for the first two years. If you have gone over your operating goal for the last two years, give yourself a 10. Score yourself a 9 if you have met your goal. Less than that, begin decreasing accordingly.
	
	2
	

	The organization has a challenging dollar objective that forces the organization to strive to reach it.
	
	1
	

	In the past two years, you have operated on a balanced budget. People invest in fiscally sound organizations. Give yourself a 10 for an operating surplus and grade yourself significantly lower if you have had deficits.
	
	2
	

	You have developed a careful budget for the organization and all special projects. The budget accurately reflects the real costs of launching and running the organization and/or project(s). You have a solid plan for generating sufficient sustaining support. If you meet these criteria, give yourself a 10, otherwise discount accordingly.
	
	2
	

	The board and staff have individually committed, in an open meeting with full discussion and verbal voting, their dedication to give and work sacrificially. Fundraising success starts at home.
	
	3
	

	You can identify and recruit sufficient help to mount a successful fundraising initiative. Many organizations do this through the use of volunteers; others find that a combination of staff and volunteers or all staff is more appropriate. Remember, cultivating prospects takes time; you will probably need one “buddy” for each 15 prospects.
	
	2
	

	TOTAL 
	
	
	









    Grand Total      _________ 
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