
Month Status Description Assignment

July July 17 - Development Committee meeting Dev Comm

Prepare list of potential donors for Board screening Staff

August August 28 - Development Committee meeting Dev Comm

Board screening complete and consolidated Staff, Dev Chair & all Board members

Annual Report content compiled, to editor/designer Staff w communications contractor

September Sept 11 - Development Committee meeting Dev Comm

Develop talking points, pledge form, supporting materials Staff & Dev Chair

Draft Fundraising Plan and gift table, establish gift 

goals/strategies/confirm contact assignments for individual 

donors

Staff & Dev Chair

Development Committee leads BOT discussion re fundraising 

plan

Dev Chair

Follow up w/BOT assignments Dev Chair

Annual Report to printer Staff

Prepare donor contact sheets Staff

Outreach to major gift prospects begins All, as assigned

Grant Reports and proposals (VHCB, Brundage,McCollom, 

Stettenheim)

Staff

October October 9 - Development Committee meeting Dev Comm

Gifts/pledges from 100% of Trustees prior to Oct Dev Comm 

meeting

Dev Chair

October 8 - donor event at Ohana BOT

Annual Report available to share with donors Staff manage BOT distribution

Annual Report mailed to supporting donors (non major gift 

prospects)

printer/mailing house

Year end appeal mailed to supporting donors Staff produce, BOT personalize

Outreach to major gift prospects continues (80% complete) All, as assigned

November Nov 13 - Development Committee meeting Dev Comm

Outreach to major gift prospects complete before Dev Comm 

mtg

All, as assigned

Mailing to new donor prospects (purchased lists and grand 

lists, etc)

Staff, w BOT assistance procuring 

and vetting lists

Newsletter to press (content dependent, goal to mail right 

after T'giving)

Staff w communications contractor

December Board/Staff dinner (MTW, week of Dec 8 or 15) All

Dec 11 - Development Committee meeting Dev Comm
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Online solicitation to supporting donors (2 or 3 times in 

December)

Staff w communications contractor

January Jan 8 - Development Committee meeting Dev Comm

Jan 21 - Board Discussion re Planned Giving Dev Comm

February Feb 12 - Development Committee meeting Dev Comm

Planned Giving mailer to all donors staff

March Mar 12 - Development Committee meeting Dev Comm

Spring assignments outreach to major gift prospects reviewed Dev Comm

Outreach underway to spring major gift prospects All, as assigned

Newsletter to press (content dependent, possibly move to 

Feb and have another newsletter in May)

Staff w communications contractor

April Apr 9 - Development Committee meeting Dev Comm

Outreach underway to spring major gift prospects (60% 

complete)

All, as assigned

Spring Appeal mailed to supporting donors Staff

May May 14 - Development Committee meeting Dev Comm

Outreach to spring major gift prospects continues (80% 

complete)

All, as assigned

June June 11 - Development Committee meeting Dev Comm

Outreach to spring major gift prospects complete by June Dev 

Comm mtg

All, as assigned

Online solicitation to supporting donors (2 or 3 times in June) Staff w communications contractor
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