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Plan for getting Face to Face (F2F) meetings when seeking Legacy Gifts:

1. Use your data base, Development Committee or other persons in your organization “in the know” to identify potential donors.
a. Looking for those who have a passion as evidenced giving every year (gift size doesn’t matter) or have given a gift of some significance in past 24 months ($250, $500 or more), or gave a substantial gift to capital or endowment.
b. Keep in mind that if the substantial gift was awhile ago, you might need to cultivate donor for longer period of time.
2. Create a portfolio on all donors including history of giving and connection to organization – this can be done on a simple excel spread sheet.
3. Assign a person to contact potential donor to set up F2F meeting.  Usually this is a person who knows the potential donor and is a lay leader for the organization. 
4. Contactor makes a call asking the donor (and spouse) to a F2F meeting with donor, CEO, lay leader (often board member), and Director of Development (DOD) or some combination of this group.  Scheduling with anyone is challenging and takes time.  Be persistent and be willing to go with two persons instead of all three.  
a. Hint – setting up a meeting through the person’s assistant often works for those very busy persons.  Get friendly with the assistants.

b. There are ways to work with common calendars to make this process of scheduling easier:  Yahoo Calendar, meetingwizard.com
5. Contactor gets an appointment and notifies others.  Usually the first meeting is educational about your organization and to learn more about donor’s interests – not a time for an ASK unless donors leads in that direction.  It is okay to ask potential donor if they would keep your organization as a top choice for their philanthropy dollars.
6. DOD or CEO’s assistant sends reminder email to all participates confirming and reminding about the F2F meeting 1-2 days in advance of the meeting.  
At the meeting:

· CEO gives history of organization and what the mission and vision are for maintaining a strong organization well into the future.  What makes your organization unique and vibrant?  
· Talking about the future of the organization gives the CEO a chance to visualize about the impact that Legacy Giving has done for your organization and what it can do for the future.  People want to know that the organization uses all gifts wisely and is very grateful for all support. 
· Donor asked to talk about their connection to organization and Jewish community.  What do they like about the organization?  If they mention anything negative about your organization, don’t get defensive.  Thank them for bringing up the topic and find a way to turn it around into a positive manner.
· Lay volunteer talks about their connection to organization and why.

· CEO makes a case for support (this includes your strongest NEEDS).   Why fundraising in general is needed at your organization.  View this as an educational time to inform and update potential donors.  Use the case statement you crafted in your Live On II grant request.
· DOD asks if the donor has a will.  If not, strongly encourage donor to meet with an attorney and get their estate plans in order (offer to pass along some names – give them the name of your attorney).  If they have a will, ask donor if they are willing to consider making your organization one of their priorities for their charitable philanthropy.  

· Continue the conversation by asking if donor would list your organization in their estate plans with a Place Marker.  A Place Marker means they are not giving a large dollar amount but instead agree to list such and such organization in my will to receive 1% of estate or $1.  As time goes by, the donor when updating their estate plans may decide to list organization for a larger amount but they are less likely to do that if your organization’s name doesn’t appear anywhere in their estate plans.  

· Hint – Asking to have your organization listed as a Place Marker is a great tool to use with reluctant Board members who haven’t signed on for your Legacy Society.

· If donor responds that they have not thought about including your organization, ask what needs to happen to help make that happen.
· Share a copy of your organization’s legacy society brochure or a list of your members.
· Confirm follow up plans before ending the meeting (i.e., call donor in 6 weeks, after a certain event, send information, etc.)

Follow Up after meeting:

1. DOD, CEO or lay leader makes notes about the meeting stating high-lights and interests of donor.  You think you will remember everything but you don’t so do the notes ASAP.
2. Notes are then put into the donor’s record in the data base for future reference and interested parties are copied on the notes if needed (like Board Chair).  NOTE:  donor’s record can be shared with donor at any time upon request so assume they will ask to see their file and thus only include notes that you are comfortable with the donor reading.

3. Send personal hand written thank you note from one of the meeting attendees within 24 hours and keep a copy in donor file.

4. Follow through with information requested by donor as well as make a note for follow up calls/meetings in the future.

5. Re-evaluate situation on a regular basis to make sure the development office or CEO is staying on track with cultivating and stewarding the donor. 
6. At the appropriate time (based on information gathered from initial meeting), seek 2nd appointment to further the discussion about Legacy Giving.  Share any stories about newly acquired gifts or reasons why other donors have chosen to include your organization in their estate plans.  
a. Hint – when you learn of a Legacy Gift or your organization receives funds from a Legacy Gift, then update everyone in your Legacy Society about the gift and what it means to your organization.  It is also a great time to call people you have met with and share with them the news.
Cultivation Tools:
1. Send High Holidays cards with personal note or personal signature

2. Include testimonials in your materials about gifts

3. Promote your Legacy Society by listing names in annual dinner programs, fundraising event programs

4. Invite Legacy Society donors to meet with your board of trustees and CEO at least once a year.  Not everyone will come but when you call to see if they are attending, you get a chance to catch up with them and see how everything is going.  You’ll be amazed at what you learn.

5. Send periodic notes using Kid Art or photos of your organization saying what Legacy Society dollars are being used for.
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