[image: image1.jpg]A °
) (J Y th
\i ' ' !.Imrau!:)n!!n?lts U(I)l%e





Youth United: Fund Raising

Developing a fund-raising plan

Introduction

Successfully raising large amounts of money requires a focused, strategic effort involving careful planning and coordination. It also requires the building and nurturing of ongoing donor relationships. Successful fund raising is relational and personal in nature. The more your fund-raising efforts focus on building personal relationships, the more successful you will be. This resource will guide your Youth United steering committee through a 10-step process of developing a strategic and sustainable fund-raising plan that is based on this idea.
Step 1: Create a fund-raising sub-committee
Form a fund-raising sub-committee of the Youth United steering committee. The sub-committee should be composed of five to 10 people who have the time and commitment to make your fund-raising efforts successful. Choose a chair person, or two co-chairpersons, to coordinate the committee’s efforts.

Look for committee members with a variety of skills: writing letters and proposals, designing presentations, organizing activities, and asking for donations. Also look for several adult community members such as parents, faculty, staff or affiliate volunteers to act as advisers. Seek adults who can bring a range of experience and perspectives to your project, and who have connections that might help you achieve your goals. If you are partnering with other community organizations, encourage them to provide a representative who is neither a staff nor board member and who will have time to devote to your project. 
The fund-raising sub-committee is responsible for coordinating the fund-raising efforts of all participating groups. By doing so, the sub-committee will be able to ensure that prospects are not approached more than once by different groups. They will also be able to keep things organized, share responsibilities and pool their network of potential donors. The fund-raising sub-committee may also opt to pursue joint fund-raising opportunities to reduce the fund-raising responsibilities of the participating groups. 

Step 2: Establish fund-raising goals

Find out from your local Habitat affiliate the sponsorship cost for the Youth United house. Once you know how many different groups will be involved in Youth United, you will have to figure out how much each group will have to raise to meet the total sponsorship cost. 

· The Youth United steering committee must decide how the sponsorship cost of the Youth United house will be divided. You might simply divide the total sponsorship cost evenly among all participating groups. You might also plan to raise some money jointly and divide the remainder of the sponsorship cost among all groups. 

· Have each participating group commit to raising a certain amount of money and sign a letter of intent to avoid confusion and conflict during the fund-raising process. (See “Sample letter of intent.”) 

· Ideally, each group will be responsible for raising an equal amount of money. However, if a group is unable, it is important to be flexible and allow them to participate as best they can. 

· If the amount to be raised per group is too high, consider securing more partners, sponsors, grants or a large donation that will allow you to lower the cost per group. 
· Use a chart like Table A to list collaborative fund-raising goals that will assist the entire group, if applicable, along with each participating group’s fund-raising commitment. Assign deadlines as needed. 

	Table A: Fund-raising goals and deadlines

	Participating group
	Purpose
	Goal ($)
	Deadline

	Fund-raising sub-committee
	Collaborative fund-raising efforts
	$20,000
	Jan. 1

	Davis Drive High School football team
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	Springfield College Campus Chapter
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	First Baptist Church youth group
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	Broughton High School
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	4-H Club
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	National Honor Society
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	Temple Beth Or youth group
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	Daniels Middle School
	$5,000 portion of sponsorship
	$5,000
	Feb. 15

	Forest Hills Elementary School
	Windows for Youth United house
	$500
	May 31

	
	Total:
	$60,500
	


You can use a chart like Table B to keep track of each group’s progress toward their fund-raising goals. Make adjustments as needed if groups are falling short of their goals. List each group and its fund-raising goals over the duration of your project. Table B uses a quarterly system, but you can change it to suit your timeframe. Be sure to share this information with your local Habitat for Humanity affiliate. 

	Table B: Cumulative fund-raising efforts

	Group
	1st quarter
	2nd quarter
	3rd quarter
	4th quarter

	
	Goal
	Actual
	Goal
	Actual
	Goal
	Actual
	Goal
	Actual

	Springfield College
	$1,250
	$900
	
	
	
	
	
	

	Broughton HS
	$1,250
	$1,000
	
	
	
	
	
	

	First Baptist
	$1,250
	$1,300
	
	
	
	
	
	

	Total goal
	$3,750
	
	
	
	
	
	
	

	Total actual
	
	$3,200
	
	
	
	
	
	


Coordination and collaboration

· The fund raising sub-committee should follow the steps outlined to create an overall fund-raising plan. Each individual group can also use this process to create their individual fund-raising plans. 

· Require that each group submit its proposed fund-raising plan to the fund-raising sub-committee, and review each plan to ensure that multiple groups are not planning to approach the same prospects.

· If multiple groups want to fund raise from the same donor or group, have the groups work together on a single fund-raising strategy and split the proceeds. The committee should meet regularly to keep everyone updated on fund-raising activities and progress. 

Step 3: Examine fund-raising history

By examining the past fund-raising performance of your group, you can help make your future efforts more successful. Use the criteria below to evaluate the five most successful fund-raising strategies that your group has utilized in the past. If your group has not raised funds before, ask the members to share information about fund-raisers they have been involved with. Fill in a chart like Table C with this information. 

For each fund-raising strategy, consider the following:

· How much money did the fund-raiser bring in? 

· How much did it cost you? 

· Estimate the total amount raised (gross), expenses incurred and net profit. 

 Gross - Expenses = Net Profit

· Approximately how many people were needed to plan and coordinate the fund-raiser? 

· Approximately how many people-hours were invested during planning and coordination? (People-hours are the total number of hours spent by everyone involved. For example, 10 people working an average of five hours each on the project equals 50 people-hours). If you’re not sure, indicate whether the fund-raiser required a high, moderate or low investment of time.

· In addition to raising money, the primary purpose of any fund-raising activity is to develop and cultivate relationships with long-term supporters who will continue to donate in the future. Did the fund-raiser cultivate future supporters by educating participants about Habitat for Humanity’s mission? Use value indicators of high, moderate or low. 

· Decide whether the fund-raisers are worth repeating. Consider the following:

· If your net profit was lower than desired, could you find ways to increase your profit in the future by increasing your gross income and/or reducing your expenses? 

· Was the money raised, positive publicity received and number of people educated about Habitat’s mission worth the investment of time and effort, or are there better ways to achieve the same results?

· Do you think the fund-raiser could become increasingly successful over time, if repeated?

· If you have repeated a particular fund-raiser a number of times, has it become increasingly successful over time, and would you expect it to continue to do so? 

If you answered yes to these questions, the fund-raiser might be worth repeating. 

	Table C: Evaluating fund-raisers

	Fund-raiser
	$$ Raised
	Vols needed
	Time investment

(ppl-hrs)
	PR/education value
	Worth repeating?

	
	Gross
	- Exp
	= Net
	
	
	
	

	Direct ask of donor
	7,500
	0
	7,500
	2
	10
	High
	Yes

	Grant
	5,000
	0
	5,000
	2
	10
	Low
	Yes

	Yard sale
	3,000
	200
	2,800
	30
	60
	High
	Yes

	Letter writing
	1,000
	40
	960
	30
	30
	Moderate
	Yes

	Car wash
	250
	50
	200
	20
	60
	Moderate
	No

	Benefit concert
	1,100
	1,300
	-200
	10
	100
	High
	No


You can also use this process to evaluate the same fund-raiser if held more than once:

	Fund-raiser:

benefit concert
	$$ Raised
	Vols needed
	Time investment

(ppl-hrs)
	PR/education value
	Worth repeating?

	
	Gross
	- Exp
	= Net
	
	
	
	

	2001
	1,000
	1,200
	-200
	15
	60
	Low
	

	2002
	1,500
	1,200
	300
	13
	60
	Moderate
	

	2003
	2,000
	800
	1200
	10
	50
	Moderate
	

	2004
	2,500
	500
	2,000
	10
	40
	High
	Yes


Step 4: Identify and prioritize funding

After setting goals, the next step in raising funds is to identify potential funding sources, or prospects. Prospects can be individual donors, groups of people such as faculty or parents, or organizations such as churches, foundations, businesses or civic clubs. The fund-raising sub-committee should lead your full Youth United steering committee through the process for identifying prospects. Since successful fund raising is primarily personal and relational in nature, start with people and groups with whom your members already have relationships. 
When considering prospects, think of your group’s needs. Some prospects might supply a valuable donation of goods or services to enhance your fund-raising efforts, or construction materials and labor for a house sponsorship (in-kind donations). Other prospects might provide you with an important connection to a lucrative funding source. 

Identifying prospects 

Distribute a copy of Table D: Prospect list for group members to each person. Have them individually brainstorm people or groups they know who might support your efforts. See the example below. 

After you complete the process described below, collect each person’s completed information, make photocopies and return the originals to your members. If your group pursues fund-raising strategies where members are soliciting numerous prospects, as with a letter-writing campaign or silent auction, this information will allow you to coordinate their efforts so that prospects aren’t solicited repeatedly. 
Instructions for completing Table D

1. Brainstorm potential prospects. 
· List churches, civic organizations (Lion’s Club, Rotary, Kiwanis, etc.) and other community groups to which you belong.

· List local businesses and corporations to which you are connected, either by ownership, employment or frequent patronage.

· List activities that you are involved with: sports teams, clubs and organizations, etc. 

· List family or community grant-making foundations that you have connections to. 

· List faculty, administration and staff members on campus with whom you have relationships. 

· List family members, family friends, neighbors and relatives who would be interested in your project. Consider whether someone close to you might be able to connect you with the types of groups mentioned above. 
· List anyone else you know who might be interested in supporting your organization and helping you reach your goals. 

2. For each prospect, indicate the following:

· What your group might need from the prospect: 

· Monetary contribution. This could include asking another group to raise money on behalf of your group or in partnership with you. If possible, estimate how much you think they might give. 

· In-kind donation of goods or services. 

· Connection to another prospect.

· Whether each prospect has contributed to Habitat before, to your knowledge, and when. 

3. Prioritize prospects.

All prospects do not have equal potential, so it is important to prioritize them. When prioritizing, utilize the LIA principle. LIA stands for Linkage (or strength of your relationship with the prospect), Interest of the prospect (have they donated/volunteered in the past or expressed interest in donating) and Ability to make a donation (do they have the financial resources available to help you). The order of those criteria is important; your linkage or relationship is the most critical factor to consider, followed by the prospect’s interest, and lastly by the prospect’s ability to make a donation. Using the LIA principle: 

· Review your list and choose your five top-priority monetary prospects, or connections to monetary contributors. Number these prospects in order of priority.

· Choose your five top-priority in-kind contributors, or connections to in-kind contributors. Label these alphabetically, in order of priority.
	Table D: Prospect list for group members

	 Your name: Bob Felder      Group name: Youth United steering committee

	Potential source


	What you need from the potential source
	Given before? (what/when?)

	
	Funds 


	In-kind donations (what?)
	Connection
	

	
	
	
	To?
	For?
	

	Rotary Club
	$1,500
	
	
	
	$1,000/2yrs ago

	(B) Lowe’s
	
	Plumbing supplies
	
	
	Lumber/last yr

	Zeta Sigma Fraternity
	
	
	Whole Greek system
	Do fund-raiser for us
	No

	Prof. Allen
	
	
	Other faculty
	Donations
	No

	(2) St. Mark’s Church
	$2,500
	
	
	
	$2,000/last yr

	(1) Dad
	$2,000
	
	Employer’s matching program
	Match funds

($2,000)
	No

	(A) Uncle Jim
	
	
	Jim’s Vinyl Siding
	Vinyl siding
	No


Prioritizing group prospects:

Once the participants have identified and prioritized prospects, create a group prospect list. 
· Have each person share with the group their top-priority monetary prospects, including connections to monetary prospects. Record each person’s answers on flip-chart paper. Allow time for questions and discussion.

· Have each person share their top-priority prospects for in-kind contributions, including connections to in-kind prospects. List these on a separate piece of flip-chart paper.

· Discuss as a group whether you are missing any important group or individual prospects that would be vital to your success. In particular, consider those who have supported your group in the past and with whom you already have relationships. Add these to your lists.

· Prioritize your prospects to decide which to approach first. Use the LIA principle described above.

· List the group’s top monetary prospects on a chart like Table E, and estimate how much you reasonably hope to receive from each prospect. A general rule of thumb is that you will receive one donation for every four prospects you approach, so be sure to account for this when listing prospects.
· List the top in-kind prospects on a chart like Table F. Specify which group member is connected to which prospect.

· Share these prospects with your local Habitat for Humanity affiliate and get their approval before proceeding. If the affiliate already has a relationship with a prospect, it is very important that you respect that relationship. You might be able to approach the prospect together with the affiliate, or they might ask you not to approach the prospect at all.

Keep all the information you have generated up to this point. You may need to repeat this process again in the future and select additional priority prospects from the lists you generated. 

	Table E: Prospect list for full group: Monetary donations

	Group name: Youth United steering committee

	Prospect


	Group’s connection to prospect
	What you need from the prospect
	Have they given before? When?

	
	
	Funds 

(how much?)
	Connection 
	

	
	
	
	To?
	For?
	

	Family Foundation
	Sarah L.
	$10,000
	
	
	No

	Parents, friends, relatives 
	All members
	$5,000
	
	
	N/A

	St. Mark’s Church
	Bob F.
	$2,500
	
	
	$2,000 last yr

	Bob Felder’s dad
	Bob F.
	$2,000
	Employer’s match program
	Match of $2,000 donation
	No

	Ron’s dad
	Ron T.
	
	Rotary Club
	$5,000
	No


	Table F: Prospect list for full group: In-kind donations

	Group name: Youth United steering committee

	Group member
	(knows)

contact
	(contact is connected to)

prospect
	(prospect might donate)

goods/services

	Jeremy Cane
	John Cane (father)
	Local newspaper
	Free advertising space

	Heather Lee
	Jean Smith (neighbor)
	United Airlines
	Airline tickets

	Bob Felder
	Jim Felder (uncle)
	Vinyl siding company
	Siding for house

	Anna Bauer
	Andy Jones (friend)
	Roofing company
	Roofing work for house

	Frank Hardy
	Bob Chester (manager)
	Best Buy 
	Plasma TV for raffle


Step 5: Select fund-raising strategies
Your fund-raising sub-committee now has lists of top-priority monetary prospects and in-kind prospects. In the future, plan to have members approach in-kind prospects as needed by phone, letter or in person. Put them aside for the time being, though, and focus on your monetary prospects for the remainder of this process. For monetary prospects, there are a number of different fund-raising strategies you can use, and it’s important to use the most effective approach for each prospect. Remember that the more personal and relational the approach, the more likely you will be to succeed. For example, handwritten letters to family members will typically be more effective than a general solicitation sent out in a newsletter. Refer to the “Fund-raising strategies” resource for ideas. 

Using a chart like Table G, list your top-priority monetary prospects along with the general fund-raising strategy that you plan to use for each prospect. Develop more specific ideas for each strategy as shown in the examples, and set a preliminary date for each fund-raiser. List the expected net income (profit after expenses) that you hope to receive from the fund-raiser. Then move on to Step 6; you will complete the rest of Table G later. 

	Table G: Income sources and fund-raising strategies

	Group name: Youth United steering committee        Total fund-raising goal: $20,000 

	Prospect
	Fund-raising strategy
	Specific fund-raiser
	Date
	Expected net income
	Actual net income

 
	People req’d
	People-hours

	
	
	
	
	
	
	Est.
	Act.
	Est.
	Act.

	Family Foundation
	Grant
	Apply for foundation’s Community Partners grant program
	Sept. 
30
	$10,000 
	 
	 
	 
	
	

	Parents, relatives, friends
	Special event
	Benefit dinner
	Oct. 31
	$5,000 
	 
	
	
	
	

	Ron’s dad/Rotary Club
	Presentation/

ask
	Give presentation at Rotary lunch, ask for donation
	Jan. 30
	 $5,000
	 
	
	
	
	

	Bob Felder’s dad/

employer
	Ask/

match
	Ask for donation, employer match
	Feb. 15
	$4,000 
	 
	
	
	
	

	St. Mark’s Church
	Presentation/

ask
	Speak at service, request donations
	Nov. 15
	 $2,500
	 
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Totals*
	
	 
	
	
	 
	 


Step 6: Create organizational support systems

Before you implement your goals and strategies, you need to determine the organizational support systems your group will need to be successful. Consider the following:

· Does your fund-raising sub-committee have enough members?

· Have you written a case statement that you can present to donors and also use to educate your members? A case statement should include information about: 

· The need you are addressing (the need for affordable, decent housing).

· Your goals for addressing the need (involving community youth in the effort to raise funds for and build a house with a partner family).

· Why Habitat for Humanity is the solution to the problem and why Youth United is an important program within Habitat.

· Return on investment (if the donor makes an investment in Habitat through Youth United, what positive outcomes will result for the partner family, youth and community?).

· Rationale for support (why should the donor give?).

· Do you have a system set up for collecting funds and turning them over to your affiliate? Your affiliate will set up a special account for you. 
· Do your members need training to better equip them to carry out your fund-raising plan? For example, you might train people who are nervous about asking for money. This can be as simple as pairing them with someone with experience.

· Do you have a system for keeping track of donors, donations and follow-up over time? You can use a spreadsheet such as the one shown in Table H, but it would be best to create a database to keep track of your information. Consult with your local affiliate to find out how they keep track of donors; they might have a system you can borrow, or they might keep track of donors for you. 

	Table H: Donor tracking

	Donor
	Donation 1
	Donation 2

	
	Date
	Amt. or item
	Date thank-you sent
	Notes
	Date
	Amt. or item
	Date thank-you

sent
	Notes

	Bob Jones

13 Main St. Springfield, MO 54321 

(340) 501-8263
	2/1/03
	$200
	2/3/04
	At benefit dinner. Added to mail list.
	1/6/04
	$400
	1/7/04
	Came to house dedication.


Step 7: Determine and assign tasks
Plan each fund-raising strategy in detail, scheduling the tasks required to complete each one. If you will be spending money to implement a fund-raising strategy, carefully calculate your budget in advance. Use charts like tables I and J below to help you. 

Remember when planning every fund-raising strategy:

· Always seek to inspire donors by educating them about Habitat for Humanity and about the challenging goals your group is trying to accomplish. Your ultimate goal should be to nurture and develop relationships with donors and win their long-term support. You want them to continue to donate to your group in the future, in increasing amounts. 

· Be certain to capture donor contact information so that you can thank them afterward and also keep them informed about your group’s activities and accomplishments. This will increase the likelihood that they will donate again in the future. A donor that gives a small donation at first may give more later if you maintain the relationship. 

· Inform your local affiliate of your fund raising before planning and implementation, not afterward. Be certain that they know who your prospects are before you approach them. 

Action planning for fund-raisers

· Use Table I to plan the details of each fund-raiser.
· Indicate the fund-raiser, person in charge, goal and date range.

· List the major tasks necessary to implement this fund-raiser in the first column.

	Table I: Action planning

	Group name: Youth United steering committee          Fund-raiser: Benefit dinner

	Leader: Jean K.                               Team members: Bob, Ron, Anna

	Goal: $5,000

	Deadline: October 31

	Task
	Action steps
	People
	Dates
	Done

	
	
	
	Start
	End
	

	Plan dinner
	Set date in late October
	Bob
	July 15
	July 31
	

	
	Research, choose location
	Bob, Jean
	July 15
	July 31
	

	
	Contract with caterers
	Jean
	Aug. 1
	Aug. 15
	

	Plan program
	Order equipment: tables, tablecloths, chairs, etc.
	Bob
	Aug. 1
	Aug. 15
	

	
	Develop schedule
	Ron, Anna
	Sept. 1
	Sept. 30
	

	
	Invite guest speakers, emcee
	Ron
	Sept. 1
	Sept. 10
	

	
	Recruit string quartet from music school
	Anna
	Sept. 1
	Sept. 10
	

	Invite guests


	Develop printed program
	Ron, Anna
	Sept. 1
	Sept. 15
	

	
	Develop guest list
	All
	Sept. 1
	Sept. 5
	

	
	Create, print invitations
	Jean
	Sept. 5
	Sept. 10
	

	
	Send invitations
	Jean
	Sept. 10
	Sept. 11
	

	
	Collect RSVPs, confirm guests
	Jean
	Oct. 10
	Oct. 15
	


Complete the rest of Table G

For each fund-raiser listed in Table G, you are now better able to list the expected number of people and people-hours needed to effectively plan and coordinate the fund-raiser. When the fund-raiser is complete, fill in the actual information for each column. This will help you to evaluate the fund-raiser’s success and will assist you in your planning the next time you do this fund-raiser. 

Budgeting:
Not every fund-raising strategy will cost you money to implement. However, if you will have to spend money up front to implement a fund-raising strategy, it is critical to your success that you accurately anticipate your expenses and your income for each fund-raiser. Otherwise, you could end up just breaking even, or worse, losing money. 

Using Table J:

· List your estimated expenses and estimated income in the appropriate columns. Your total estimated income minus your total estimated expenses should equal the expected net income that you listed in Table G. If not, you will need to make some adjustments. As expenses are incurred and income received, record those numbers in the “actual” columns. Your total income minus your total expenses must equal your net goal for the fund-raiser. If you are falling short of your goal, you will have to find ways to reduce your expenses or increase your income. 

	Table J: Expenses and income

	Group name: Youth United steering committee  Fund-raiser: Benefit dinner

	Expenses
	
	Income

	Item
	Cost
	
	Source
	Amount

	
	Estimated
	Actual
	
	
	Estimated
	Actual

	Camera film, developing
	$15
	$10
	
	Pledge donations
	$4,000
	$3,500

	Food
	$300
	$250
	
	Raffle
	$1,000
	$500

	String quartet
	$95
	$95
	
	Silent auction
	$500
	$1,500

	Print program
	$50
	$70
	
	
	
	

	Invitations
	$20
	$40
	
	
	
	

	Decorations
	$20
	$35
	
	
	
	

	Total expense
	$500
	$500
	
	Total income
	$5,500
	$5,500


Step 8: Implement plan

Put your plans into action and start raising money. Remember the following:

· Keep records of all communications, activities, donors and documents.

· Make sure your entire group is aware of your goals and fund-raising activities; educate your members so that they can communicate clearly with donors. All members should be able to accurately answer questions both about your project and Habitat for Humanity.

· The leader is responsible for making sure that all tasks are being accomplished on schedule. Follow up regularly with those responsible for tasks, without micro-managing.

· Keep your affiliate informed about your progress. 

Step 9: Follow up and communicate with donors

It is important to show your appreciation to all those who supported your efforts. 

· Thank your donors within 72 hours! Donors who are thanked promptly are more likely to continue their support.

· Keep donors in the loop. Document your group’s progress and successes, send a newsletter, let them know how their money was used, invite them to house dedications and events.

· Consider creative ways to thank generous donors in addition to a thank-you note (for example, have a plaque made, send a T-shirt, etc.).

Step 10: Evaluate and keep going

After each fund-raiser, use the process outlined in Step 2 to evaluate the fund-raiser and decide if it should be repeated in the future. Be sure to clearly document your thoughts for future use, noting successes and areas for improvement.
updated 11/06

Tip: Fund-raising strategies include things like grants, letter-writing campaigns, direct requests for donations, special events, contests, etc. Refer to the “Fund-raising strategies” resource for more info.














Tip: Increase your efficiency by employing the same strategy for multiple prospects wherever possible. For example, host a benefit dinner for both parents and faculty members. Also, try to incorporate multiple income strategies into the same fund-raiser. For example, sell tickets for your benefit dinner, include a silent auction during dinner and sell advertising space in your event’s program. 
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