Prospect Research, Tracking and Management Systems Support

Curriculum Building Block 4
Major Giving Initiative Checklist and Workplan
	Status Rating
( 1 to 5)
	Tasks
	Action Steps
	Responsible
	Due by:

	   ____
	1) Identify a top prospect for a major gift (not a major membership gift, but a major gift that is unrestricted, or for a certain local program or outreach).  


	a)_________________

b)_________________

c)_________________


	a)___________

b)___________

c)___________


	a)_______

b)_______

c)_______



	   ____
	2)  Prepare a preliminary solicitation plan for that prospect, identifying what you will need to do in the following areas, who will help, and what the timeline is:

    a) What further research is needed and how will you accomplish it?
    b)       b) What aspect of your case will be particularly compelling to this prospect?  
c)      c) Who are the volunteers you will involve in cultivation, asking and stewardship of this donor?
d) What events, tours, lunches, etc., will you plan for this person?
e) Who do you think would be the best asker?


	a)_________________
b)_________________

c)_________________
d)_________________ 
e)_________________ 


	a)______________ 

b)______________

c)______________
d)______________ 
e)______________
	a)________ 

b)________ 

c)________ 

d)________ 
e)________


	   ____
	3) Evaluate and document the strengths/weaknesses of your current systems for capturing key donor data and information.
	a)_________________

b)_________________

c)_________________


	a)___________

b)___________

c)___________


	a)_______

b)_______

c)_______




	Status Rating Key

	1
	 Planning has begun
	
	4
	 Task is over 50% complete

	2
	 Planning is completed
	
	5
	 Task is completed


