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GENERAL INFORMATION
What is an annual fund?
An annual fund bridges the gap between tuition and the full cost of educating students.  Annual fund donations are unrestricted gifts.  They are used primarily for operational expenses, not special projects.
Who gives to the annual fund?
At the elementary level, the largest contributions typically come from parishioners, followed by parents of alumni, current grandparents, current parents, then alumni.  At the high school level, alumni have a deeper allegiance to their high school then their elementary, so alumni giving levels are typically higher if the school works to actively engage their alumni.
Gifts to the Annual Fund are voluntary and are therefore tax-deductible, unlike tuition.
When building your annual fund from the ground up, you will not be able to incorporate all of the best practices in this list right away.  On the following page is a recommended timeline for a manageable roll out.
Annual Fund Best Practices
· Brand your annual fund such as “The Shanahan Fund”.  Name recognition is important.
· Segment your letters - alumni, parents of alumni, parishioners, etc.
· Address your letters personally, “Dear Mark and Mary”.  Your donor management software or a mailhouse can help you with this.
· Send to donors who have given in the last 5 years and any new prospects you may have recently identified.
· Consider asking for a specific gift amount (10% increase from the previous year).
· Have an addressed giving envelope, ways to donate online, or a QR quote to give by mobile phone
· Create giving levels based on gift amounts.  Establish a leadership society where donors who give an established amount or more get invited to a leadership event.
· Consider an annual fund committee of board members, parents, and alumni.  Have their names on the left side panel of the letter.
· Remind givers of workplace giving matching donations
· Add personal note to givers on your donor thank you letter
· Build in 7 thank you touchpoints a year
· Complete and update profiles on all of your new parents and make direct asks.  Use:
· Zillow
· Guidestar
· FEC.gov
· SEC.gov
· OpenSecrets.org (political donations)
DSgiving.com has a free tool but only screens one donor at a time

Grow Your Annual Fund: 3 Year Plan
How to get Started
Year 1
The campaign runs year round - July 1 - June 30. 
Summer


· Establish giving levels
· Craft letter
· Review donor information/database - or - purchase donor database subscription
· Consult with pastor about contacting parishioners
· Consult with printer/mailhouse to print and send annual fund letter and response envelope
· For the first year, you can use a general greeting, such as Dear Friend of __________.  Plan for future segmentation by recording donor information in the donor database.
October


· Send your letter to the mailhouse
· If doing two fall mailings, send first letter in October
November


· If doing one fall mailing, letter is mailed in early November
· Track incoming donations in database
December


· Send follow-up Christmas card or email blast to donors/donor prospects with call to action
· Track incoming donations in database
· Send donor thank you tax letters 
January/February/March


· Conduct annual day of giving campaign on social media
· Begin to prep the annual report proof sheet (Donor lists by giving level. Never publish actual gift amounts!)
· Track incoming donations in database
· Send donor thank you tax letters 
April


· Send annual report proof sheet for all givers and likely givers to check their names
· Have call to action with message that it’s not too late to give
· Track incoming donations in database
· Send donor thank you tax letters 
May/June


· Continue preparing annual report
· Track incoming donations in database
· Send donor thank you tax letters 
July / August


· Continue preparing annual report/close out giving year July 1
· Track incoming donations in database
· Send donor thank you tax letters 
· Plan donor kick off event
Year 2
This year begin working with the mailhouse to send customized greetings on your annual fund letter, for example: Dear John and Kathy.
Find a donor to give a challenge match for day of giving
	September

	· Finalize annual report
· Send back to school e-mail message to donors

	October
	November
	December

	· Launch the year with a leadership event in early October
	· Send mailing
· Parochial school leadership speak at all contributing parishes - you can also include tax credit opportunities
	· Send Christmas message with end of tax year reminder email 
· Send donor thank you’s

	January
	February
	March

	· Secure donor for challenge match for day of giving
· Send donor thank you’s
	· Send donor thank you’s
· Possible day of online giving
	· Send donor thank you’s
· Possible day of online giving
· Prep annual report proof sheet

	April
	May
	June

	· Send proof sheet
· Send donor thank you’s
	· Prep annual report
· Send donor thank you’s
	· Prep annual report
· Send donor thank you’s
· Close out year

	Summer

	· Send donor thank you’s
· Analyze giving patterns
· Prep annual report
· Clean-up database
· Begin building donor profiles for givers who have larger capacity


Year 3
What to do differently in year 3:
Segment and customize your letters by constituent groups:
· Parishioners
· Parents of alumni
· Current parents
· Alumni
· Grandparents
· Other Friends of your school
Make direct asks:
· By phone/meeting, 
· In the solicitation letter itself. In the letter you can use mail merge functions (or your mailhouse can do it) to make a specific monetary ask based on previous giving.  For example, “Would you consider a gift of $1,200?).  It should be a slight increase over the previous year. 
Expand your annual report to an annual/semi-annual magazine
· Include letter from principal, pastor or head of school
· Have 2-3 articles about school programs (academic, music, athletics)
· Feature alumni engagements, marriages, new babies, career successes
· Donor lists by giving level (never publish actual gift amounts!)
Sample Letter Text
Dear <Name>,
I write to you with gratitude to God for the many blessings He has bestowed on All Saints Catholic School since our founding in 1910.  Our mission is to provide students with a challenging academic environment that instills Catholic values and fosters a life of faith and servant leadership. 
Insert short paragraph about exciting things happening at your school that highlight the mission.
After parish investment to the school, the Saints Fund is the way we bridge the gap between tuition and the cost to educate each student.  By supporting the Saints Fund, you help us keep Catholic Education affordable and accessible for all families.  The Saints Fund supports our overall strategic goals: to provide a rigorous and engaging curriculum, to attract and maintain quality faculty and staff, and to keep tuition affordable for our families. No matter the amount, each gift helps to ensure the future of All Saints Catholic School. 
Every gift makes a substantial impact on every student and is 100% tax deductible.  If your employer has a Matching Gift program, your gift may be doubled or even tripled. Please contact your HR department for information.
We are blessed with strong programs, gifted educators, supportive parents, and committed stakeholders. All Saints Catholic School continues to <insert your own tagline>. We are incredibly thankful for your support and partnership.  May God continue to bless all of us as we do His work of forming and educating our children in faith, knowledge and service.
Signatures should be principal/head of school or principal and pastor.
Donor Acknowledgement
IRS guidance suggests that gift acknowledgments should contain:
· A statement that the nonprofit is a public charity recognized as tax-exempt by the IRS under Section 501(c)(3)
· Either (a) amount donated (if cash or cash equivalents); or (b) description of the property donated (the nonprofit should not attempt to assign the cash value of property; doing so is the donor's responsibility)
· The date the donation was received
· Either: (a) statement that the organization did not provide more than insubstantial goods or services in return for the donation, such as, "No goods or services were received in return for this gift"
The Annual Report
· List donors by giving level
· Include a section for other special events such as an auction or golf outing 
· Include graphs and charts 
· Total giving over 5 years (bar graph)
· Annual fund compared to other revenue (pie chart)
· Annual fund contributions by constituency: alumni, parents, parishioners, etc (pie chart)
· Quotes from donors about why they give 
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