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Background:	  
	  
The	  Friends	  is	  a	  non-‐profit	  organization	  whose	  focus	  is	  to	  increase	  public	  awareness	  and	  to	  raise	  
funds	  to	  help	  address	  issues	  that	  affect	  the	  lives	  of	  women	  and	  girls,	  both	  in	  the	  community	  and	  
on	  a	  national	  and	  global	  level.	  To	  this	  end	  we	  conduct	  a	  number	  of	  events	  throughout	  the	  year,	  
principally	  funded	  by	  individual	  and	  corporate	  donors.	  
	  	  
We	  are	  seeking	  a	  fundraising	  consultant	  to	  manage	  this	  entire	  annual	  process	  and	  achieve	  our	  
annual	  fundraising	  goal	  of	  $150,000.	  	  
	  
Historically	  the	  Friends’	  major	  fundraising	  effort	  has	  been	  focused	  on	  the	  annual	  CEDAW	  Human	  
Rights	  Award	  luncheon.	  Separate	  fundraising	  efforts	  were	  undertaken	  for	  each	  of	  the	  other	  key	  
annual	  events	  (namely	  Women’s	  History	  Month	  reception	  in	  March,	  Conversations	  with	  
Exceptional	  Women,	  and	  a	  Tea	  with	  local	  young	  women	  with	  the	  First	  Lady	  of	  San	  Francisco).	  
We	  may	  add	  additional	  events	  but	  this	  is	  our	  core	  list	  (“Events”).	  Starting	  this	  year,	  our	  objective	  
will	  be	  to	  obtain	  funding	  for	  the	  entire	  annual	  calendar	  of	  Events,	  giving	  the	  sponsors	  and	  
donors	  the	  opportunity	  to	  “bundle”	  one	  or	  more	  of	  the	  Events	  they	  wish	  to	  support	  and	  give	  
one	  annual	  amount.	  The	  total	  amount	  to	  be	  raised	  over	  the	  course	  of	  the	  fiscal	  year	  is	  $150,000,	  
however,	  as	  this	  is	  our	  first	  year	  using	  this	  new	  integrated	  approach,	  our	  goal	  is	  to	  reach	  
$100,000	  by	  September	  2014,	  $25,000	  by	  March	  2015	  and	  $25,000	  by	  May	  2015.	  	  
	  
We	  are	  seeking	  a	  fundraising	  consultant	  to	  manage	  this	  entire	  annual	  process	  and	  achieve	  the	  
goal	  of	  $150,000	  for	  the	  entire	  roster	  of	  Events.	  The	  specifics:	  
	  
Scope	  of	  Work:	  
	  

A. Overview	  
	  

Consultant	  shall	  provide	  the	  following	  services	  to	  Friends	  for	  the	  Events	  described:	  	  
(1) Establish	  strategy	  and	  plan	  and	  execute	  the	  fundraising	  plan	  for	  the	  Friend’s	  calendar	  of	  

Events	  inclusive	  of	  the	  major	  fundraising	  event	  which	  is	  the	  September	  22,	  
2014	  CEDAW	  annual	  luncheon	  and	  pre-‐luncheon	  VIP	  reception,	  as	  well	  as	  Women’s	  
History	  Month	  reception	  (WHM),	  Conversations	  with	  various	  exceptional	  women,	  and	  
the	  Tea	  with	  the	  First	  Lady.	  

(2) Assist	  Friends	  to	  recruit	  and	  retain	  a	  core	  host	  committee	  for	  each	  of	  the	  Events	  as	  
noted	  above.	  

(3) Plan	  and	  execute	  Event-‐related	  fundraising	  meetings	  and	  phone	  calls	  
(4) Provide	  such	  other	  services	  as	  are	  generally	  described	  as	  fundraising,	  prospecting,	  donor	  

cultivation	  and	  event	  management	  as	  further	  described	  in	  this	  proposal.	  
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B. Fundraising	  and	  Prospecting	  
	  

(1) Consultant	  would	  assume	  primary	  responsibility	  for	  the	  fundraising	  of	  Friends	  with	  
duties	  to	  include:	  

 Maintain	  database	  of	  Friends	  current	  sponsors	  to	  track	  sponsor	  renewals	  
and	  prospect	  list	  for	  solicitation	  tracking	  	  

 Report	  weekly	  on	  current	  sponsor	  renewals	  and	  new	  pledges	  for	  the	  Events	  
and	  any	  other	  related	  items.	  Run	  fundraising	  subcommittee	  meetings	  on	  a	  
bi-‐weekly	  basis	  

 Draft	  solicitation	  letters	  and	  email	  and	  create/develop	  sponsorship	  
packages	  

 Support	  fundraising	  efforts	  of	  committee	  and	  board	  members	  including	  
coaching	  on	  how	  to	  successfully	  increase	  current	  sponsor	  support	  and	  how	  
to	  make	  the	  ask*,	  attending	  solicitation	  meetings	  and	  following-‐up	  with	  
committee	  and	  Board	  members	  on	  their	  efforts.	  	  

 Prepare	  call	  sheets	  for	  Friends	  board	  members/volunteers,	  update	  talking	  
points,	  and	  schedule	  and	  arrange	  priority	  calls.	  

 Follow-‐up	  on	  calls	  and	  donations	  with	  email,	  phone	  calls,	  donation	  tracking,	  
donation	  invoicing	  and	  donation	  acknowledgement	  on	  behalf	  of	  Friends.	  

 Prepare	  Friends	  for	  and	  end-‐of-‐calendar-‐year	  donation	  appeal	  and	  
#GivingTuesday	  (during	  Thanksgiving	  holiday)	  

	  
*California	  state	  law	  prohibits	  fundraising	  contractors	  from	  directly	  soliciting	  on	  behalf	  of	  
clients.	  
	  

(2) Donor	  Research	  and	  Management:	  Consultant	  will	  research	  existing	  donor-‐giving	  
behavior,	  as	  well	  as	  target	  by	  phone,	  mail	  and	  email	  appropriately.	  

(3) Friends	  Board	  will	  work	  with	  Consultant	  to	  execute	  high-‐profile	  calls/meetings.	  
(4) Collateral:	  Work	  with	  Friends	  on	  preparing	  appropriate	  collateral/on-‐line	  materials	  for	  

dissemination.	  
(5) Consultant	  to	  conduct	  calls/meetings	  with	  donors	  for	  whom	  there	  are	  no	  appropriate	  

relationships	  within	  the	  Friends	  Board.	  
	  	  	  	  	  	  	  	  	  
C. Event	  Management	  	  	  

	  
(1) Consultant	  will	  handle	  donor-‐related	  aspects	  of	  event	  management	  including:	  

 Management	  of	  Event	  hosts	  and	  commitments	  
 Management	  of	  donor	  registration	  lists	  
 Management	  of	  sponsorship	  benefit	  fulfillment	  

(2) Consultant’s	  activities	  and	  efforts	  will	  be	  consistent	  with	  the	  need	  for	  the	  fundraising	  
outreach	  to	  be	  robust	  and	  include	  a	  large	  email	  solicitation	  for	  Events	  as	  well	  as	  hard	  
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copy	  invitations	  where	  appropriate.	  Event	  host	  management	  (making	  sure	  each	  host	  is	  
also	  reaching	  out	  to	  his/her	  networks)	  will	  be	  key.	  

	  
	  

D. Donor	  Cultivation	  
	  

Consultant	  will	  cultivate	  and	  engage	  donor	  relationships	  in	  the	  following	  ways:	  
(1) Execute	  thorough	  outreach	  through	  Friends	  database	  of	  contacts.	  This	  database	  consists	  

of	  approximately	  2,600	  Friends	  members	  and	  contacts	  
(2) Identify	  major	  donors	  for	  prospecting	  and	  high	  net	  worth	  individuals	  for	  in-‐person	  

meetings.	  Consult	  with	  Friends	  leadership	  on	  appropriate	  prospects	  from	  Consultant	  
database	  

(3) Enhance	  reach	  to	  new	  donor	  community	  through	  Consultant	  contacts	  
(4) Identify	  constituencies	  of	  new	  donors	  that	  would	  fit	  naturally	  with	  the	  Friends	  mission,	  

work	  with	  Client	  on	  communicating	  targeted	  message	  this	  new	  donor	  group	  
(5) It	  is	  the	  expectation	  that	  roughly	  50%	  of	  the	  funding	  will	  come	  from	  NEW	  

donors/sponsors,	  that	  is,	  those	  who	  have	  NOT	  sponsored/donated	  previously	  to	  a	  
Friends	  activity.	  

	  
	  

E. Proposal	  Content	  
	  
Proposal	  should	  include	  approach,	  timeline,	  milestones,	  and	  strategy	  to	  achieve	  the	  goals	  stated	  
above.	  It	  is	  possible	  that	  additional	  events	  will	  be	  become	  part	  of	  the	  Scope	  of	  Work	  as	  the	  
opportunities	  present	  themselves.	  These	  opportunities	  may	  trigger	  a	  need	  to	  amend	  the	  
contract	  and	  possibly	  the	  proposal.	  	  
	  
	  	  	  	  	  	  	  F.	  	  	  	  Proposal	  Due	  by	  June	  20,	  2014	  
	  
Please	  submit	  to	  Barbara	  Mark,	  Ph.D.	  –	  Barbara@fullcircleinstitute.com	  
	  

G. Compensation	  
	  
The	  proposal	  is	  not	  to	  exceed	  $15,000.	  Compensation	  will	  be	  tied	  to	  our	  stated	  goals/milestones	  
of	  $100,000	  by	  September	  2014,	  $25,000	  by	  March	  2015	  and	  $25,000	  by	  May	  2015.	  
	  
 	  
	  


