Fundraising Timeline

Use the following sample timeline to ensure you start early and stay on top of your fundraising. This schedule is based on our recommendations. Feel free to modify it to suit your style, needs, and situation.
Week 1- 
· Personalize website.

· Include a link to your website in your email “Signature” (a few lines that display at the bottom of every email you send.)
· Tell at least one person every day.

· Start listing names and addresses of potential donors- aim for about 100.
· Start drafting your fundraising letter.
· Send your fundraising email.

· Record an outgoing message on your voicemail or home answering machine message about your training and fundraising: “I can’t come to the phone right now, I’m out training with Team In Training. If you haven’t made your contribution yet, it’s not too late!”

Week 2- 
· Bring 75 letters addressed and sealed to Rachel (in the office, at training etc.) and   LLS will mail them
· Look at PR packet and think about local publications that can publish your story.

· Look at the Corporate Sponsorship packet and think if you know any companies who can donate to you.

· Brainstorm ideas with Mentor and teammates for group fundraiser

Week 3- 
· Start planning any projects and events. Line up locations, supplies, free advertising, etc.- call businesses to request raffle prizes- talk to your Mentor for help.
· Happy Hour, Wine/Beer tasting, Summer BBQ, Bake Sale, Yard Sale, sell your talents (photography, painting, babysitting, dog walking etc.), Silent Auction…the ideas are limitless!
Week 4- 
· Send a follow-up email. Update your website with new pictures and info to draw people to visit the website again.

Week 5- 
· Make some phone calls to people who promised to donate to talk about your fundraising, training, honored teammate, etc., to gently remind them.

· Tally how much left you have to raise to reach your goal, and determine how many more people you need to approach.

· Brainstorm more names of people to ask.

Week 6- 
· Begin planning on additional projects or events to reach and surpass your goal.
Week 7-
· Mail out another batch of letters. Adjust the wording in your original letter with new deadlines, etc.

· Send another follow-up email. Update your website with new pictures and info.

Two weeks before Final Fundraising 
· Update your email signature to show how few days are left for you to fundraise. Use a sense of urgency!

· Talk about your event all the time. You’ll find some people will respond with, “Oh! It’s not too late to donate, is it?!”, and you can hand them a donor form.

· Send a “Thank you” email or letter to all of your donors. Include your link to encourage them to send it to everyone they know.
One night before your Event (or travel day)
· Send a follow-up email to your contacts: “By the time you read this, I will be riding/on a plane with my team/etc…”

