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Meeting date | time 
Feb 27/15 – 2pm
 | Meeting location 
Winspear

	Type of meeting
	Development and Tessitura

	Note taker
	Celyne


	
	Attendees
Alberta Ballet - Angie
Opera – Grant, Gwen, Mickey, Joanne, Celyne
Winspear – Beth, Julia, Erin, Cathy, Danielle
Tix – Judy, Amanda

Absent

AGA




Agenda topics
Time allotted | N/A | Agenda topic   Plans at the Winspear   
| Presenters   Julia and Erin
**Please note that this section of notes was taken down in conjunction with viewing the powerpoint presentations. These presentations have been forwarded as PDF files, courtesy of the Winspear.

Monthly Donors Process
· Workers and Solicitors
· Keeps people in the loop without them needing to be the worker who carries each task out. Solicitors do not get reminders for tasks.
· Reminders can be set to pop up upon each log in but that is the only way to get them – Tess does not send out email reminders. 
· Each reminder is attached to a step – the more steps there are the more options for reminders there can be (time, worker, etc)
· CSI’s
· Document each point of contact with any constituent.
· Winspear specific: used for donation renewals, reprints, ticketing issues
· Open CSI’s have a ! icon 
· Each donation renewal gets a CSI – once it has been renewed the CSI is closed.
· Opera specific: used for event notes (allergies/seating), playbill tracking, constituent notes
· Mass Adding Plans
· Goto(Campaigns(Plans Maintenance
· Donation amounts and due dates can be edited if necessary – all edits like this will need manual entry.
· Constituents can have multiple plans, each with their own list of reminders.
· Plan steps, workers, and event invites can all be mass added as well (event invites are managed under the Activities tab).
Legacy Program
· Planned giving – donors leave part of their estate to the Winspear
· Surveys get sent out to long term subscribers/attendees

· Survey includes a pointed question about leaving behind a gift in their wills

· Plans are created for each constituent involved
· A dedicated Type was created for them: Identifying

· Priority marked High

· Added Step: Follow Up, set to remind worker in three weeks. If the survey has not been returned after that deadline it is re-sent.

· After the survey is returned the Type is changed to Legacy Expectant

· The constituent is changed from Identifying to Stewarding

· A step is added to send out a thank you/mail out a letter/brochure and assign a worker to do so
Questions
· Grant – Is there a way to get the expected revenue to be returned from plans?

· Cathy – Possible, but unsure if it would be done through using List Manager or a report.

· Yearly Cash Planning Report (in Reports & Utilities)

· Plans Summary Report (RAMP users might not have access to this)

· Monthly Donations

· Acknowledgements – had to make two kinds of receipts so that monthly donors are not inundated with receipts for every donation

· Dummy – Makes a fake acknowledgement that does not get sent out

· Consolidated – Creates two receipts a year (sequentially numbered as per CRA requirements) that total up the dummy acknowledgements and it is these receipts that get sent out instead

· Pledge Billing Utility Report

· Can run CCs on file, need to select either Dummy or Consolidated

· If a CC is declined the Pledge Billing Summary Report will show what payments did not go through

· Payments can be taken from direct debit cards but at this time there is only an extensive work around that can accomplish that
· Note: the Winspear has a custom report for pledge receipts. The information from there can be merged and sent via Wordfly 
· Note: setting up monthly donation receipting/acknowledgements took a lot of time and troubleshooting

· Mass Adding Activities

· GoTo(Reports & Utilities(Manage Special Activity(Select the list of constituents you want to add to and fill out the rest of the required fields

· ESO tracks comps here as well as in the order screen
· Mickey – Corrupt data in tax receipts

· The date of donation is corrupted by the time it gets to the Word receipt file

· The ESO had the same problem – the data is fine but the error comes from a formatting problem with Word. They were able to fix it but do not recall the process.
Future meetings

Time allotted | 
N/A
  | Agenda topic   Potential Topics   | Presenter    Group Discussion
· Beth
· In depth tax receipting

· Common reports between E-TUG members

· How everyone uses Memberships – if at all

· Joanne

· How to report on membership data

· Cathy – Reporting on memberships is a struggle. Usually go back to lists when stumped by reports. Lists are easy enough to pull but tracking movement is hard. Have not yet found a report that works as well/reliably as lists do

Next Meeting

· Opera hosting at the Production Facility

· Suggested theme: Ticketing with Tess

· And an update on any progress made by any group with NScan/patron identification

· End of May suggested. 
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