(Draft 1: 7/31/06)

CISV International Jacksonville

Fundraising Committee

	Name of the Committee: FUNDRAISING



	Committee Purpose: Sets the goals and manages the overall fundraising strategy of CISV Jacksonville.  This includes:

Work with the President, VP of Operations and Budget committee to define the Fundraising Plan for CISV.  The plan will include specific strategies for meeting the fundraising goals in the current operating year and will identify the responsible entity.

1. The plan may include strategies for all types of fundraising including:

· Special Event: Extravaganza

· Corporate and individual donors

· Multi-year pledges 

· Donation gift cards

· Grants

· Acknowledgement

It fundamental that CISV Jacksonville diversify its funding!

2. Set priorities for fundraising efforts, evaluate plans and efforts, and present to the board twice a year.

	Primary Responsibilities:

1. A list of all sources from which you are seeking funds (both grant and non-grant fundraising) organized by likelihood of support and priority of effort. 

2. A calendar including all deadlines and a follow- up schedule. 

3. An income projection based on likely funding. 

4. A cash flow projection. 

5. Continuously throughout the fiscal year, review fundraising performance against the plan, and adjust the plan/ priorities are necessary to meet agencies revenue needs.

6. Submit to Board an annual evaluation of fundraising performance


The following tasks and activities are not meant to be done by the Recruiting Chair alone. The challenge will be to interest family and other volunteers to join in the committee. Recruitment of these volunteers can take place at any time, but the best times are when families have completed their first CISV experience – at the August debriefing and Fall meeting.

The V. P of Programs and the President are available for advice, contacts and strategizing.

	Tasks/Activities
	Process/Strategy
	Timeline
	Responsibility

	Resources

	Recruit for Fundraising Committee and sub-committees and 

Sub-committee Chairs 


	•Present at the debriefings and general meetings the fundraising committee opportunities that are available.

• Follow-up with calls to potential members

•Work with others to identify potential members

• Meet with sub-committee chairs to discuss plans and strategy
	July and August

Fall and Spring general meetings

Sept – Oct.
	Fundraising Chair President,

VP of Operations,

Others as needed


	Short job scopes

Contact information

	Pull committee together 

Orient and train
	• Have meetings at JAX office or other convenient location

• Send out meeting notices and do follow-up calls

• Establish a communications plan (group e-mail, etc) and gain commitment of members to check and respond

• Have members assemble full fundraising packets and discuss the utilization of each piece 

• Decide on calendar of meetings

• Present the overall fundraising strategy (with the actual amount to raise to be determined)

• Break into sub-committee groups 

• Assign homework and tasks.

• Strategize about who knows whom and contact process

• Continue meetings assignments, reports back.


	Sept –Dec.
	Fundraising Chair 

Sub-committee chairs

Other board members as needed

Staff


	Materials for packets – work with Publicity. Recruitment, staff to compile.

Contents should include:

• Stated mission

• Program descriptions

• Sample fundraising letters

• Copies (print electronic and audio) of JAX media exposure

• Brochures for all activities

• Calendar of fundraising events

• Contact information sheets, scripts

• CDs with forms, letters, etc that members can download onto their computers.

• Donor gift cards

• Other

	Plan and implement Donor Gift Card campaign for the holidays
	•  Train committee on the use of Gift Cards

• Make a presentation at the Fall general meeting and board meetings on Gift Cards 

• Put notice in newsletter

• Distribute Gift Cards to all members

• Have committee members follow-up with calls about Cards


	
	
	


	Tasks/Activities
	Process/Strategy
	Timeline
	Responsibility

	Resources

	Decide how much money will need to be raised in the next fiscal year


	Work with the President, VP of Operations and Budgeting/Planning committee to determine:

· What activities will JAX be hosting and the costs for each

· What amount of scholarship money will be needed

· What travel and Interchange programs will be going on and costs – if any attached to each

· JB budget

· Operational costs
	End Oct – mid Nov.
	President,

VP of Operations,

Budget planners

Fundraising Chair
	Time, historical information, records

	Determine amount of ‘guaranteed’ income
	Similar to the above, but gather information for the last 2 -3 years (if possible) on what has been historically raised from Extravaganza, corporate and other donations, pledges to be redeemed.. 
	End Oct – mid Nov
	Same as above
	Time, historical information, records

	Develop a fundraising plan.
	Based on the above information develop goals for each fundraising source, timelines and identify fundraising sources.
	Mid Nov – Dec
	Fundraising Chair

Sub-committee chairs

Other board members
	Prospect research

Above information

	Present plan to board and Fundraising committee
	• Get input from committee and board members

• Revise plan if needed

• Assign tasks and get commitments from board and fundraising committee
	Dec - Jan
	Fundraising Chair


	A plan

	Begin work on Extravaganza

Tasks/Activities
	• Work with sub-committee to plan event 

• Make assignments for:

· Site and caterers

· Ticket Sales

· Silent Auction

· Reverse draw

· Publicity and marketing 

· JB role

· Corporate sponsorship

Process/Strategy
	Jan – April

Timelines
	Chair and Extravaganza sub-committee

Responsibility
	• Research, site and caterer options

• Invitations and tickets

• Sponsorship letters

• Silent auction items

• Contact 

Resources

	
	(coordinate corporate sponsorship with corporate donor sub committee)
	
	
	information for mailings

• Ticket sales letter

	Corporate donors

Think about the ‘ask’ to the donor – sponsorship, employee matching, personal donation, corporate giving program.

AVOID duplicate asks – 

Give them a menu of options
	• Set corporate donor goals

• Identify potential corporate donors by:

· Asking board members who they know where

· Research corporate giving programs

• Work out timelines for corporate asks

• Develop information/contact sheets to track asks and progress

• Support JAX members to make introductory calls, write notes, send e-mails, sign letters, etc

· Develop scripts, model e-mails and notes

· Provide targeted informational packets 

· Role play

• Conduct follow-up follow through
	Year round
	Chair

Corporate donors sub committee

Board and general membership

Staff
	Prospects

Contact information and tracking forms

Scripts, samples of notes, etc

Informational packets

Data base




Other elements for Committee
Individual donors – gift cards and pledges

Grants

Acknowledgements

CISV JACKSONVILLE

Board of Directors Job Descriptions (version 2: 3/06)

FUNDRAISING (appointed), Who Shall:

· Serve a 2 year term (proposed)

· Work with the President V.P. of Operations to provide oversight and management to the Fundraising committee

· Work with Budget committee to develop goals for annual (or longer) fundraising need/ plan that incorporates diversified funding streams, (fees, individual and corporate donations, special events, pledges, etc)

· Break the funding need/plan into manageable parts 

· Build the case for support (mission, costs, number served, individual/ community benefits)

· Identify key donors 

· Put the fundraising plan/activities on the calendar

· Monitor fundraising efforts to be sure that ethical practices are in place, that donors are acknowledged appropriately, and that fundraising efforts are cost-effective

· Schedule and oversee specific tasks of committee and volunteers to cause the fundraising activities to occur

· Review and evaluate progress, making adjustments as needed

· Be responsible for involvement of all board members in fundraising.

· Develop board policy for fundraising involvement

· Provide training and support for board in the role, responsibility and art of fundraising

· Craft a list of fundraising opportunities for board members

· Attend fundraising events

· Help with expressions of thanks when appropriate 

· Mentor and support their successor

· Submit to Board an annual evaluation of fundraising performance.
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