PLANS
Standard Operating Procedures
Drafted / reviewed summer 2014; updated July 2015

ENTERING A PLAN: Values & corresponding definitions

Select the appropriate value in the following fields:

1. Owner: the individual, household or organization for which you are creating a plan; for example, Gail Rubinfeld, or Gail and Dan Rubinfeld, or the Walter and Elise Haas Fund.

2. Campaign, Designation and Fund
Enter as appropriate, see “Campaign, Fund, Designation, GL, Appeals & Sources Structure” saved in O:\Development\private\Resources\Standard Operating Procedures

3. Type: the purpose or use of the plan 

	Value
	Definition

	Undesignated
	For use in the prospect campaign only
(a value needs to be entered in this field to complete plan entry)

	Board Prospect
	Potential / referred Board prospect; use this plan type in the prospect campaign only

	Engagement
	Keeping important people engaged with Cal Performances through periodic communications (aka keeping in the loop); no ask planned

	New
	New prospect; if any past CP giving over 36 months ago

	Reinstate
	No gift of $1,500+ in last 12-36 months (previous FY = renewals; no gift in 36+ months = new)

	Renewals
	Renewing donor, gave a gift in previous fiscal year

	Upgrade
	Renewing donor, gave a gift in previous fiscal year; potential for increased support

	Qualified Prospect
	Moved from prospect campaign and taking active steps towards solicitation; no gift of $1,500+ in over 36 months—might phase out, review summer 2016

	Planned Gift
	Do not use, on hold for now
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4. Status: stage in the moves management process

Prospect Campaign
	#
	Value
	Definition

	1
	Identification
	Name comes up as a possible prospect
Plan source field tracks how they were identified
Basic research (level 1) is done to ascertain move to qualify or not

	2
	Qualification
	Level 2 research done
Steps are taken to determine the prospect’s inclination

	2
	Not a prospect
	Level 1 research shows no capacity and/or inclination
Determined that it is not a good use of our time to personally qualify 

	3
	Not at this time
	Disqualify, prospect expressed overall interest in the organization but does not want to engage at this time (worth reviewing in later years)

	3
	Not interested
	Disqualify, did not respond to any attempts to connect

	3
	Cultivation
	MOVE TO A DEFINED CAMPAIGN AT THIS STAGE



· Records can be assigned the identification and qualification statuses in the prospect campaign only
· For all prospects you assign a plan in the prospect campaign assign yourself as the worker—this way we can group and pull individual vs. institutional prospects etc
· Plans in all other campaigns start with a cultivation status and cannot be assigned an identification or qualification status
· Once a prospect is qualified, the campaign type will change from Prospect Campaign to whatever campaign the constituent has been qualified for (Producer’s Circle, Leadership Gift, Foundation, Principal Gift, etc.) 
· Plan types of New and Reinstate will be tracked in the Prospect campaign through the moves management cycle; after / if a gift is given the second gift will be tracked in an FY campaign (Producer’s Circle, Major Gifts, etc).
· Plan types of Renewal and Upgrade will be tracked in and FY campaign (Producer’s Circle, Major Gifts, etc).

All other campaigns
	#
	Value
	Definition

	3
	Cultivation
	Qualified prospects only
Active steps are taken to build a relationship
Ascertain individual interests

	4
	Proposal Devlpmt
	Level 3 research done to determine appropriate ask amount
Strategize around best ask scenario

	4
	Reassess
	Cultivation attempts have been made, did not pan out, need to reassess

	5
	Renewal
	Letter

	5
	Solicitation
	In-person

	5
	Upgrade
	Now tracking as a plan type

	6
	Gift Received
	

	6
	Written Pledge Rcd
	

	6
	Verbal Pledge Rcd
	

	6
	Decline Rcd
	

	7
	Stewardship
	Steward the gift through ongoing communication & benefit fulfillment



5. Ask: planned or actual ask amount 

6. Goal: best estimate of projected $ to be received within the fiscal year, aka forecast number. Change or update as needed based on progress and steps taken. Will be reviewed at each quarter reforecast.

7. Recorded: $ received that did not get recorded into the cont total field through gift entry. For example, soft credits and/or gave through a donor advised fund, etc. 

Note: in the prospect campaign ask and goal is $0, and as prospects will move into the annual campaigns as qualified recorded will always be $0 in the prospect campaign as well. 

8. Probability (of ask amount): 

	0%
	unknown or beginning cultivation process 

	25%
	Speculative – unlikely to get “ask” amount this FY 

	50%
	possible to get “ask” amount this FY 

	75%
	likely to get “ask” amount this FY 

	100%
	100% = will give “ask” amount; renewals 





9. Plan Source
How the donor/prospect was identified

	Value
	Definition

	Board Recommendations
	Names given to us by Trustees

	Executive Director
	Matias meets and/or makes a connection

	Programming Staff
	Rob and other staff members meets and/or makes a connection

	Current Donors
	Donors who have last year; generally adding a new track for new FY

	Dev – Research
	Identified through data mining, predictive modeling, etc

	Dev – Staff
	Names that development staff members identify thru referrals, like-minded organization donor listings, etc

	Ticketing – Staff
	Box office note buying trends or know name and refer to Development

	UREL
	Name and/or connection made through University Relations



10. Priority
Departmental workflow priority with regards to plans

	Value
	Definition

	High
	Extended a connection to Executive Director/Staff/Volunteer
Knowledge of higher capacity
Strong interest in particular programming

	Medium
	Annual donor with possibility of movement
Board/Volunteer recommendation

	Low
	Longtime donors with no upgrade potential



11. Start Date: day the plan is entered

12. By: target ask date or deadline; if not known use default of June 1

13. Primary Worker: work and/or portfolio assignment; if you are entering the plan—it’s you!

14. Custom Field: Budget
For projected gifts of $5,000+ enter the amount or goal number first provided when FY budget projections are built by funder. This number is submitted to accounting and is then locked in for the remainder of the FY. Changes over time, or quarterly reforecasts, will be entered in the goal field. 


RESEARCH DEFINITIONS 

Level 1
· See “move from identify to qualify and Level 1 research” saved in O:\Development\private\Resources\Standard Operating Procedures

Level 2
· Relationship to other organizations
· Professional background
· Family relationship
· Relationships to Cal Performances board/staff
· Assets review
· Contributions to political campaigns

Level 3 (done by Diane/Caleb)
· Greater detail on financial capabilities
· Greater detail on inclination to give
· Recommended ask amount

SOP DECISIONS MADE SURROUNDING PLANS

Projections

· Budget:
Enter budgeted amount into custom field and pull plans summary report

· Quarterly forecasts:
Update goal if needed and pull plan summary report to provide the following information / fields:
	Funder
	Budget
	Goal
	Recorded or Cont. Total

	name
	Custom field
	Varies on info or quarterly forecast
	Received

	Kate
	$10,000
	$10,000
	$10,000

	William
	$10,000
	$25,000
	$-- 

	Harry
	n/a, new prospect
	$10,000
	$-- (none yet)



[bookmark: _GoBack]Working with UDAR (University Development and Alumni Relations)

· Submitting planned ask amount and planned ask date
	Info requested by UREL
	Tessitura Field

	Planned ask amount
	Ask

	Planned ask date
	By




In-house & direct mail procedures

· Anyone with a Prospect Campaign Plan who comes up in Friends mailings we will review as a list at a prospect review meeting before data is sent to mail-house (7/21/14)

· On a regular basis, Jamie will bring a list of Prospect Campaign Plans that have been in the status of Qualification for more than 24 months to prospect review meetings to reassess. (7/21/14)

· A prospect is considered to be qualified if it is determined that they are likely to make a gift of $1,500 or more in the next 24 months. (7/21/14)

· If a prospect is determined to not be qualified (i.e. it is determined that they are NOT likely to make a gift of $1,500 or more in the next 24 months) the Prospect Campaign status is changed to disqualified. That constituent will then be regularly folded into Friends renewals or acquisition activities as appropriate/normal. (7/21/14)
