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	Fund Partner Annual Planning – TEMPLATE
	FY 2018



1) Designate an annual meeting time where you will plan the next year’s activities

2) Begin with the end in mind and establish your goals:
· Achieve 100 percent giving from advisory board
· Achieve 70 percent donor renewal rate
· Acquire _____ new donors
· Raise $_____ for __________ fund (endowment, named project, unrestricted project, operating)
· Raise awareness within the community by _________________
· Sponsor/participate in _____ community events
· Visit _____ donors/business and community partners
· Receive local media coverage _____ times
· Distribute _____ brochures/donation envelopes/memorial cards
· Increase # of Facebook followers from _____ to _____

· Increase # of event attendees from _____ to _____

· Consider other activities you wish to focus on
· Board recruitment
· Strategic grantmaking
· New local partnership opportunities
· Other
2) Brainstorm and plot the strategies you’ll implement in order to achieve your goals (use attached calendar, pages 2-4)

· Assign tasks and divide the workload 
· Create subcommittees and/or mini-plans for ideas as needed

· List the ways you can recruit new volunteers (great way to accomplish the work AND feed your board positions!)

· Set deadlines and plan ahead 

3) Develop the budget you’ll need to implement your ideas (see Annual Budget Form)
4) Implement

5) Evaluate (see page 4)

6) Repeat

	
	DONOR & COMMUNITY OUTREACH (EXTERNAL)


	OPERATIONAL ACTIVITIES (INTERNAL)
	SWIF GENERAL TOUCHPOINTS
	OTHER IMPORTANT INFO

	JULY 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations

· Participate in local summer celebrations and parades

	· Evaluate!

· Schedule annual meeting 

· Updated advisory board roster due to SWIF

· Ensure all gifts dated before June 30 reach SWIF no later than July 6
	· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	· Grantable endowment earnings become available July 1
· SWIF closes Fiscal Year books on July 6


	AUGUST 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations

· Participate in local summer celebrations and parades

	· Co-branding check-in—logo, SWIF affiliate tagline and mission statement in use

· Update print and online materials (contact info, photos, grant examples, $ amounts, etc.) 


	· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	

	SEPTEMBER 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations

· Promote open grant rounds (place ad, send news release, email, etc.)

	· Set grantmaking priorities and schedule
· Update contact list (for fundraisers and outreach)
	· Connect newsletter

· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	

	OCTOBER 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received) 

· Relocate banner, replenish brochures and memorial card supplies in public locations
· Promote open grant rounds (place ad, send news release, email, etc.)


	· Strategy check-in (planning for grants, fundraisers, events, board recruitment, etc.)
	· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	· SWIF Required Training Event 

	NOVEMBER 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations
· Fall/holiday fundraiser 


	
	· Holiday mail campaign

· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	· National Community Foundation Week, November 12-18 annually (cof.org)

· Give to the Max Day, November 16, 2017 (givemn.org)

· National Philanthropy Day, November 15, 2017 (nationalphilanthropyday.net)



	DECEMBER 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations

· Fall/holiday fundraiser 
	
	· Looking Forward, Giving Back donor/grant booklet 

· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach

	

	JANUARY 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)

· Relocate banner, replenish brochures and memorial card supplies in public locations
· Promote grant recipients 

· Promote winter event

· Public thank you to annual donors (newspaper ad, radio spot or community affairs program)

	· Ensure all gifts dated within Calendar Year reach SWIF no later than January 6
· Strategy check-in (planning for grants, fundraisers, events, board recruitment, etc.)
	· Calendar year tax receipt summary (for donors who made multiple gifts

· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach

	· SWIF closes calendar year books on January 6

	FEBRUARY 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations
· Promote grant recipients 

· Promote winter event

	
	· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	

	MARCH 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations
· Promote grant recipients 

· Promote winter event

	· Celebrate! Make time for a fun gathering, activity, or meaningful thank you for board volunteers
	· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	

	APRIL 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations

· Pitch story to local media about your role in community

	
	· Connect newsletter

· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	

	MAY 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)
· Relocate banner, replenish brochures and memorial card supplies in public locations

	· Strategy check-in (planning for grants, fundraisers, events, board recruitment, etc.)
	· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach
	

	JUNE 
	· Personalized thank you letter, note, phone call or e-mail (for new gifts received)

· Relocate banner, replenish brochures and memorial card supplies in public locations
· Participate in local summer celebrations and parades

	· Ensure all gifts dated before June 30 reach SWIF no later than July 6

	· Tax receipt acknowledgment (for new gifts)
· Monthly e-newsletter

· Weekly website posts

· Daily Facebook posts

· Ongoing media and event outreach

	


Evaluate! 
Before we replicate ideas from last year, answer these questions: 

1) Did we accomplish what we said we wanted to accomplish (from page 1)? 
2) Why or why not?
3) What was most successful? 

4) What would we change? 

5) Who else do we need to help us reach our goals (new/more board members, extra volunteers, partners, vendors, etc.) 
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