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1. Where the Money Goes

Introduction

Welcome to the Team In Training (TNT) program!  We are so excited to have you on the team of people working together to raise money in support of the mission of The Leukemia & Lymphoma Society (LLS). The commitment you have taken on is one that will help so many people now and in the future – on behalf of them, we say thank you! 

This guide provides a fundraising timeline, samples and many ideas to help you get an early start with your fundraising. Letter writing and emails are the cornerstone of your fundraising campaign. Once you get letters and emails out to your friends, family and co-workers, you will start to see the donations roll in. You may also want to include a supplemental event in your plan. There are plenty of ideas and “how to’s” for success listed in this manual.  

The biggest thing to remember when fundraising is the sooner you get started, the sooner you will see donations coming in. Review this guide for ideas and get started today!
We would like to begin this manual with the Vision of The Leukemia & Lymphoma Society as well as an overview of where the life saving dollars you are committed to raise will go.  

Again, thank you for joining Team In Training – we are glad you did! 

The Vision

The North Star 2015 Vision (Vision) describes a future which The Leukemia & Lymphoma Society’s volunteers and staff aspire to create. It is a future in which LLS will have transformed the lives of people with blood cancer and the healthcare landscape that patients and their families and caregivers navigate.

We envision that in the year 2015 the great majority of people who have been diagnosed with a blood cancer will be cured, or they will manage their illness with good quality of life. Society-led collaborations among nonprofit, commercial and governmental organizations will have created changes in healthcare delivery that enable patients to access the most effective treatments and care, from diagnosis through survivorship. In 2015, patients, their families and caregivers will have the support they need to minimize physical and emotional suffering and to cope effectively throughout their cancer journeys.

To achieve this vision, LLS will increase the impact of its services and programs by always focusing on patient outcomes; create new avenues to advance its mission; and build and sustain a strong culture and superior capabilities among its staff and volunteers. The Vision will guide LLS’s strategic planning processes, so that the outcomes envisioned for blood cancer patients and their families and caregivers are realized by 2015.
Your fundraising efforts this season will help us achieve this Vision and here’s how…

WHERE DO YOUR DOLLARS GO?
LLS is proud to be one of the most efficiently managed non-profits in the country with approximately 74 cents of every dollar spent directly on mission-related activities.
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Research: Since 1949, LLS has invested more than $550 million in research, $66.5 million in fiscal year 2007 alone. Society-funded research has directly contributed to many breakthrough cancer treatments, such as, chemotherapy, bone marrow and stem cell transplantation and new, targeted oral therapies such as GleevecTM, might never have happened were it not for the kinds of research funded by LLS.

Patient Services: The Leukemia & Lymphoma Society provides a wide range of services to patients such as family support groups, an extensive educational web site with web “chat” support programs, free seminars and conferences, and direct patient financial aid.

WE ARE RELENTLESS FOR A CURE

The bad news…

· There is no known cure.

· Leukemia remains a leading cause of cancer related death in children.

· Leukemia and lymphoma are the leading fatal cancers in young men under 35.

· Every five minutes, someone is newly diagnosed with a blood cancer. 

· Every ten minutes, another child or adult is expected to die from a blood-related cancer. 

· 823,000 Americans are presently living with leukemia, lymphoma, Hodgkin’s disease or myeloma.

The good news…

· In 1960, the five-year survival rate for children with the most common form of leukemia was just 4%. Today, it is 85%!

· A newly FDA approved drug, Gleevec, has been shown to normalize blood counts in nearly all patients with chronic myelogenous leukemia (CML).  As a result of the success of Gleevec, in 2007, the relative five-year survival rate for CML patients is now at 74.8%.
Local Funding and Aid:  
The National Capital Area Chapter serves the greater Washington Metro Area including Maryland and Northern Virginia and is one of 68 chapters in the U.S. and Canada. We help to support up to seven elite researchers each year. Up-to-date educational materials are sent free of charge to local individuals and health care professionals in hospitals, agencies and libraries. In addition, LLS’ financial assistance program provides up to $500 per patient per year to help cover the costs of transportation, drugs, and various treatments. 
The Research Is Working:

Research programs of LLS are based on the belief that all scientifically sound approaches toward a cure for, or control of, leukemia, lymphoma and myeloma should be encouraged on a worldwide basis. More than 350 grantees and 124 institutions of research are working to advance the understanding, treatment and prevention of blood cancer. The Leukemia & Lymphoma Society-sponsored research has been the catalyst for effective treatments of Hodgkin’s disease, lymphomas and other common kinds of cancer, including stomach, breast and lung cancer. We are now on the threshold of a new era. The hope is that with accelerated funding for research, all blood cancers will be curable by 2015.  The commitment to cutting-edge science has contributed to an unprecedented rise in survival rates for some blood cancers. The relative five-year survival rate for people with leukemia, for example, has tripled in the past 40 years. Hodgkin lymphoma is now considered one of the most curable forms of cancer, thanks to radiation, chemotherapy or a combination of the two.

“What does a $25, $50 or $100 donation buy?”  

A donation of $25 provides patients and their loved ones with FREE booklets that contain up-to-date information on their disease and help them make informed decisions about their treatment options. 

A donation of $50 makes possible a Family Support group with a trained facilitator where comfort can be found and experiences can be shared among patients and family members.

A donation of $100 helps supply laboratory researchers with supplies and materials critical to carrying out their search for cures.

$500 could provide patient aid to a person with Leukemia or a related cancer for a year.
A donation of $1,000 makes possible one- on-one conversations with health care specialists who provide patients with information about their disease, treatment options, and helps prepare them with questions for their health care team.
2. Fundraising Policies & Planning 

Introduction

The goal of Team In Training is to increase funding to support LLS’s mission while promoting fitness and healthy life-styles. The mission of The Leukemia & Lymphoma Society is to cure leukemia, lymphoma, Hodgkin’s disease, and myeloma and improve the quality of life of patients and their families.

Fundraising Policies

1. Participants enrolled in a current Team In Training (TNT) program cannot transfer funds to another program or event unless they are injured or pregnant (with written verification from a licensed medical doctor) or are members of the military whose service duty requires them to drop from the program. Please see your LLS staff for more information regarding this policy.
2. Participants can never transfer fundraising money to other participants and can only transfer fundraising money to events as noted above.

3. Funds raised may not be used to cover expenses for guests. 

Recommitment

· All team members must submit a signed Recommitment Form unless you have reached the participation minimum, according to Paycor, by the recommitment date. 

· On the Recommitment Date we will ask you to submit the signed “Recommitment Form”, confirming your commitment to the team and to raising the participation minimum set for your event. At this time, if you have not yet reached your participation minimum, we ask that you secure your position on the Team with a credit card. Recommitment is an important deadline as this is when LLS begins spending money on your behalf to ensure a great event weekend experience and we want to assure that the maximum amount of funds raised by TNT participants can be used to further our mission rather then to cover costs.
· On the final fundraising deadline -- we ask that you have completed your fundraising up to the Participation Minimum. At this time, you will be expected to make a personal donation if necessary to bring your fundraising to the required participation minimum. Funds charged will be reimbursed at your request providing you fundraise the additional funds within approximately one month after the fundraising deadline. 

· Therefore, at recommitment you acknowledge that you will donate the difference between what you have raised and the minimum fundraising goal by the due date. Your credit card will be charged if you have not reached the minimum fundraising goal on the due date. Should you decide not to recommit, you will need to drop off of the team at this time knowing that the funds you raised will go toward LLS’s programs of research and patient services. 

Participation Minimums

Each event has a required participation minimum which is set to ensure that at least 75% of every dollar is spent on the mission. This is the minimum amount we ask you to raise for your chosen event. The minimums are based on the expenses incurred by LLS. LLS utilizes discounts and group rates to keep costs as low as possible. The Leukemia & Lymphoma Society provides all participants with entry into the event (entry fee included), and for travel events airfare, lodging, ground transportation and bike shipment (tri and cycle), and a wetsuit for the tri program (based on the event chosen). LLS prides itself that our expenses do not exceed 25%. 
Funds raised over the minimum are greatly appreciated and help us to accomplish our mission. Additional funds over the minimum may not be carried over to another event. 
Set a Fundraising Goal

We encourage every participant to set a “Fundraising Goal”. This is an amount above and beyond the

participation minimum set for your event. Please use the Fundraising Strategy Worksheet AND consult

with your staff and mentor for help in determining your personal goal. You will want to include this personal goal in your letters, e-mails, and on your fundraising web site. Remember the more you raise, the more we can support the LLS mission and will improve the quality of life for even more patients!
What do I do about Matching Gifts?
Your donors can obtain a matching gift form from the Human Resources department at their company. They fill out their portion of the form and send it to you with their check or credit card donation.  

Matching Gift Forms and Checks should be sent directly to the TNT office in Alexandria, NOT Paycor.  Separate all matching gift donations from other donations.  Enclose the matching gift form with the 
donation and send it to:

The Leukemia & Lymphoma Society 

Team In Training 

5845 Richmond Highway, Suite 800

Alexandria, VA 22303

Matching gifts are a great way for corporations to donate to the Society.  However, please note that we cannot count matching gift money towards your participation minimum until we have received a check from the company. 
Reimbursement

Participants who are charged to reach their participant minimum can continue to fundraise up to a month after their event is completed. Said participants are then eligible to be reimbursed via check only up to the amount they were charged to reach their participation minimum. Checks will be mailed upon verification the donations have been received. 
Fundraising Plan

This guide provides a fundraising timeline, samples, and many ideas to help you get an early start with your fundraising. Letter writing and emails are the cornerstone of your fundraising campaign. Once you get letters and emails out to your friends, family and co-workers, you will start to see the donations roll in. You may also want to include supplemental fundraising activities as well to further maximize your success. There are plenty of ideas and “how to’s” for these activities in Section 6.

The biggest thing to remember with fundraising is that the sooner you get started, the sooner you will see donations coming in. Review this guide for ideas and get started today! 

What to do in the first 48 hours

1) Set up Your Web Page!

Follow the directions for Online Registration and read the Fundraising Quick Start Guide in Section 4 of your handbook.  

2) Make Your List of 100!

Using the “Donation Checklist” and “To Ask List” in your handbook, start making a list of 100 people to contact.  If you don’t have addresses handy, don’t get bogged down, just write as many names as you can think of.  When you think you just can’t come up with another name STOP and give your brain a rest.  Sleep on it and take the list out the next day. Do this for a couple of days.

3) Write a Rough Draft of Your Letter!

Using the letter writing guide (Section 3), write a rough draft letter. Again, don’t get bogged down, it doesn’t have to be perfect. Don’t forget to include:

· Where to send donations (self addressed return envelope)

· Your Web page address

· A deadline (30-40 days after you send your letter)

· “Donation Form” insert 

Your staff person is here to help. Please send a copy of your letter via email, we’d be happy to proof read it.  Two sets of eyes are better than one! Your staff will also review your letter and your lists during your one-on-one meeting that you will schedule with them during your first two weeks on the Team. 

Fundraising Tools

We have created two very important fundraising tools to help you as you plan your campaign: Fundraising Timeline (Appendix 1) and the Fundraising Strategy Worksheet (Appendix 2).  A true key to success is to personalize the timeline and strategy worksheet to work for you. You will review both of these documents with your staff  person during your initial “fundraising coach session.” You should aim to schedule this session in the first two weeks of your participation.

3. Letter Writing

Introduction

A combination of letters and online fundraising is the #1 way to raise funds, especially for first-time fundraisers. The keys to success with letter writing is simple: write a great letter explaining your involvement with TNT (use our samples) and send it out early to as many people as possible!

At the end of this section, there are samples of letters written by past participants. Please be aware that the information in these letters may not apply to our current programs (i.e., dates, minimums, sponsorship levels, etc.). They are merely samples from which to start.

The key to a successful letter-writing campaign is to start early and send a lot of letters (100-200). Most people who struggle with the fundraising report back that they did not think they needed to send as many letters as we recommend. They ended up playing “catch-up” and sent more letters halfway into the program.

Here are some suggestions for writing a successful fundraising letter:

1. Create a list of EVERYONE you know. Do not say “no” for anyone. Send them the letter and let them decide. Think of everyone you know and come in contact with. 

· Ask your parents for the names and addresses of relatives and people who knew you as a child.

· Send your letter to everyone on your holiday card list.  

· Look through your checkbook or bank statements to identify the people and places where you regularly spend money or have spent a large sum of money in the past. 

· Other ideas: neighbors, doctor, dentist, accountant, lawyer, banker, mortgage broker, cleaners, travel agent, parents of your children’s friends, gardener, house cleaner, co-workers of your spouse/significant other, landlord, hairstylist, manicurist, chiropractor, massage therapist, acupuncturist, personal trainer, health club operator, video rental store, vendors or clients of the company where you work (if you work with them directly), your parents’ friends and neighbors, people in the office building where you work, and people you see regularly at the coffee shop, etc.  

· Even after you have mailed your letters, keep your eyes open for other people who cross your path and send them a letter. Carry copies of your letter at all times to hand out to people you run into.

· Ask your friends and family to send your letter to their list of friends and co-workers.
2. Ask. Include a call to action. Don’t just tell them what you are doing, ask for their help. Include your personal fundraising goal in the letter, and suggest giving levels. 

3. Make it personal. Hand address the outside envelope. Do not use mailing labels for the person’s name and address. Hand sign each letter. Write a short personal note to those you don’t see regularly, i.e., “Mary, I hope this finds you doing well!” 

4. Introduce your team honoree. Let them know that you are not just training, but that you are training in honor of someone. Include something personal about your team hero. 

5. Suggest online donations. Include your personal TNT Web site address in the letter. 

6. Ask for matching gifts. Remind potential donors that many companies will match charitable donations. See more about matching gifts in section six.
7. Send a reminder. Keep a list of those who send in donations. Send a reminder to those what have not yet donated. Include training updates in your reminder, and let them know that fundraising is going well, but you still have a bit farther to go. Sometimes, reminder letters are more successful than original letters for bringing in the money. 

8. Send Updates. It is always important to send updates on your progress and your goals to your entire list, those who have responded to previous communication AND those who have not.  For more ideas on why and how to follow up, go to Section Five in this manual. 
9. Send a “thank you” card. “Thanks” is a powerful word. It is nice to receive a note acknowledging the importance of a donation, not matter how small the amount. Staying in communication develops a rapport that will have many added benefits, from closer bonds of friendship to continued support for another season of TNT. 

10. Put your HEART into you letter. Tell them why you are doing this. Don’t include too many facts and figures; instead include your personal story of why you have taken on this task. Someone will donate to you because they know you and want to support your reasons for doing this. 
Important Elements of an Effective Letter

Below are the recommended elements for a successful fundraising letter. Refer to them as you read the sample letters at the end of this section and notice how the writers incorporated these elements. In addition to these elements, your letter should have your own personal style. Make sure your letter is only one page long. If it is longer, you risk people just skimming it. We recommend that you include a photo of yourself in your TNT gear and/or your personal honoree or Honored Teammate, if possible.  

Fundraising Letter Elements

Introduction

State your purpose for writing your letter. Make it as personal as possible. Describe the program and your personal goals. Don’t be shy about the size of the challenge you are undertaking. Most people have never attempted anything this big.

Make a Request/Invitation

Share your fundraising goal. Do not speak as though you “need” or are required to raise dollars, but rather that it is your commitment. Do not diminish your request by being apologetic or saying something like, “I hope you will give something.” Instead, ask them to give generously, as much as they can. You can address the concerns of those who feel they cannot give “generously” by emphasizing, “whatever you give counts.”

Explain Where the Money Goes: Information about  LLS and Blood Cancer

Give your donors information about The Leukemia & Lymphoma Society and blood cancers. Inform them about how their contributions are used. People want to know how they are helping a cause and that they are making a difference. Make this an important part of the letter. State in your letter that all donations are 100% tax deductible and that 75% of every dollar goes directly to our mission. You may want to print some additional facts about LLS and blood cancers on the back of your letter. Share information about your Honored Teammate.
Include the Link to Your Web site and Explain How to Donate

Remind your donors that the Web site is quick, easy, and secure. They can make an online donation on your online fundraising Web site or send checks to you, made payable to LLS or The Leukemia & Lymphoma Society. Donors can also find you by going to (www.teamintraining.org/nca) and entering your first and last name. 
Choose a Due Date

Request that your donors send their contribution by a specific date (it should be within two to three weeks of receiving the letter – any longer and they may misplace or forget it.). A due date helps you monitor your progress. Be sure to say you will accept contributions after that date (ideally, using a follow-up letter; see Section 5 for more information on following-up).

Closing

Thank your donors for considering your invitation to donate. Express your appreciation and re-stress the importance of the cause.

Donor Form

It is suggested that you include a donor form in your letter. Use the following tips:

· To save trees and reduce costs, create a mini donor form at the bottom of your letter, using a dashed line to encourage donors to clip it and send it in, or put the donor form on the back of your letter. You can find sample fundraising letters at: http://www.teamintraining.org/nca/currentparticipants/fundraisingtips/ncafundraising
· It is helpful to give people clear dollar amount choices and instructions on what you want them to do. 

· Keep in mind that many people will choose the lowest amount on your list; choose that amount thoughtfully so that the bulk of the contributions are not as low as $25. List the amounts from highest to lowest so that your donors see the highest amount first and then work their way down if they choose to, rather than just choosing the lowest amount because it is the first amount they see.

· A space designated “other” gives people the option of contributing an amount higher or lower than your suggested donations. 

· Ensure you have space for your donor’s name, address and phone number for your records, and tell them where to mail their contribution.

· Include your own name and address on the donor form. This way, if a donation is mistakenly sent to the LLS office, we know which participant to credit.

Return Envelope

We recommend including a self-addressed, stamped return envelope. Although it is not essential, we have found that participants usually get a better response when they do this.

If cost is an issue, determine who would most likely donate online and do not include a return envelope (or stamp) in their letter.
Here are some sample fundraising letters:
Dear Family and Friends,

I have very special news to share with you, so please let me take the opportunity to tell you about this exciting new challenge in my life. I am training for the Fill in EVENT  as a member of the National Capital Area’s Team In Training program on behalf of The Leukemia & Lymphoma Society! Let me explain to you why I have chosen to make this commitment and then you will understand why I am so excited and determined to finish this EVENT on FILL IN DATE. 
Team In Training (TNT) exists to find a cure for leukemia, lymphoma, Hodgkin's disease and myeloma. It also looks to improve the quality of life of patients and their families. There are currently more than 747,000 Americans living with a blood cancer and every ten minutes a life is claimed by blood cancer. Leukemia is one of the leading causes of death in children between the ages of 1-15. The good news is that the survival rate has risen from 4% in 1960 to 81% in the last decade. This is in part due to the money that The Leukemia & Lymphoma Society has raised to aid researchers in their fight to find cures for this disease. 

TNT is The Leukemia & Lymphoma Society’s largest fundraising program, bringing in over 114 million dollars this past year alone. Each participant in the program pledges to raise a certain amount of money during the 4-5 months they train for their event. I have been asked to raise FILL IN PARTICIPATION MINIMUM have set a personal goal to raise at least FILL IN FUNDRAISING GOAL for my FILL IN EVENT!  
The money that I will raise for research is fulfilling, but the most important and inspirational part of my training is knowing that my hard work could make a difference in the lives of my Honored Teammate. I am running in honor of FILL IN HONORED TEAMMATE(S) AND SUMMARY OF HIS/HERY STORY.  
(These/This) precious individual(s) (are/is) the reason(s) I am committing myself to this goal.   With this inspiration how can I not fight my way to the finish line? It is a chance to embody a glimmer of hope for those who are battling blood cancers and to remember those who have lost their battle.

I am writing each of you to ask for your support. Your donation is tax-deductible and NO DONATION IS TOO SMALL.

I want to thank you in advance for your love and support! This is an exciting time and I hope you will choose to support me in my efforts to make a difference. I will be thinking of each of you as I cross the finish line on FILL IN EVENT DATE.

 All the best,

YOUR NAME


Dear Friend: 

Every five minutes, someone in the United States learns that they have leukemia, lymphoma, or myeloma, and every ten minutes, a child or adult dies from one of these diseases. While more and more people are becoming survivors of these deadly diseases, there is still no cure. Having watched my brother’s battle with cancer for a third of his life, I decided that it was time to become involved in the search for a cure. 

Last June, I became a member of The Leukemia & Lymphoma Society’s Team In Training, whose mission is to cure leukemia, lymphoma, Hodgkin's disease and myeloma, and improve the quality of life of patients and their families. I ran the Marine Corps Marathon with TEAM, raising $1,800 for LLS. After crossing the finish line, I still wanted to do more. So for the next four months, I will dedicate my mind and my body again to help find a cure for these terrible diseases. I have been training daily with my Team members and on April 29, 2007, I will run/bike/swim the St. Anthony’s Triathlon in St. Petersburg, FL. Along with my teammates, I will be running in honor of a survivor of one of these diseases: my brother. He was diagnosed with leukemia at the age of 6. After 3 years of treatment, he relapsed and spent 3 more years enduring aggressive chemotherapy and radiation, while losing his hair and spending 45 days in the hospital. He missed some of the most important events in a child’s life due to his treatment, including his first day of middle school. And yet, not once did I ever hear him complain.Throughout my training, I will wear a wrist band with his name on it which will be a constant reminder that no matter how hard I think .9 miles is to swim, 26 miles is to bike, or 6 miles is to run, it doesn’t even come close to the race he ran against cancer.

I won’t be able to train for this event alone, and I would be honored if you would help me. My goal is to raise $4,200. No pledge is too small! Donations need to be received no later than March 26, 2007. To date, the Team In Training program has raised over $750 million. The goal of my team this spring is to raise $1 million. Now THAT’S making a difference! I invite you to be a part of my goal. I promise you, there is no better feeling than knowing that you were a part of an amazing mission that successfully helped so many people!

Thank you so much for your support! See you at the finish line!



















Please make check out to The Leukemia & Lymphoma Society and send to using the enclosed envelope:

Your Name

Your Address

City, State Zip

 You can also donate on-line!  If you wish to do so, please visit my website at:
YOUR WEBSITE

 For more information about the Society or Team In Training, please visit:

www.tlls.org



www.teamintraining.org



Hello Everyone!

I hope you are all doing well!  My apologies for the mass letter—just think of this as a New Year’s card several months late.  Make that a late New Year’s card in which I ask you for fundraising help…

But I am getting ahead of myself.  Let me share my exciting news: I am competing in the St. Anthony’s Triathlon in St. Petersburg, Fl on April 24!  Much of my excitement (and admittedly, trepidation) comes from the fact that the triathlon is a full Olympic Distance—1.5K swim, 25K bike, and 10K run!  The St. Anthony’s race is the first major triathlon of the year, and I am incredibly excited to race alongside some really excellent athletes.  For the web-savvy and curious, you can check out the race at: http://www.satriathlon.com/   

And for those of you who just blinked in surprise and thought: “I didn’t know that Jennifer swam—or biked!” allow me to reassure you: before January, I didn’t!  But in all seriousness, training for the triathlon has not only given me the chance to learn new skills—it has offered me a chance to give back.  One very exciting part of the triathlon is my participation in the Team In Training program.  For those of you unfamiliar with the program, it helps train new and wide-eyed triathletes (read: me) who in turn fundraise for The Leukemia & Lymphoma Society.    

I am asking you to help me with my fundraising, and would be grateful for any amount you can donate.  All funds I raise go directly to The Leukemia & Lymphoma Society to support research into a cure for blood cancers.   

To personalize the more than 100,000 Americans who will be diagnosed with a blood related cancer this year, I am training in honor of Brandy Russell.  In 1998, Brandy was diagnosed with Leukemia, but after two years of aggressive treatment at Children’s Hospital in DC, she is currently a healthy third grader!  (And quite the athlete—I have had the misfortune of playing her in basketball several times and she has a killer two-pointer).   I have included with this letter a drawing done by Brandy.  I know that this Thank You is not premature—I thank those of you who are able to help me with a contribution and I thank all of you for your encouragement and support!

4. Online Fundraising Campaign

Online donations are convenient, effective and update directly to your Paycor account automatically!  Additionally, people generally donate more when donating online.  Check out these statistics…

· Participants who use online fundraising raise an average of 46% more than participants who do not use their sites.

· About 41% of the donations made to Team In Training participants came through online fundraising sites.

· The average check donation is $25-40 and the average online donation is $80.

Now, here is how you can get started with your online fundraising!

How do I set up my online fundraising page?

Registration for your online fundraising page will be completed by your local Team In Training staff.  When this has occurred, you will receive a registration welcome email with your sign-in and webpage link.    

ALUMNI—You may have an existing profile in our database already.  Please sign-in using the same username and password that you used during the last season in which you were registered unless you received a new welcome email with new sign-in information. You can always change/update your email or mailing address after you have signed in to your account.


YOU ARE READY TO GET STARTED RAISING MONEY!! Be sure to personalize your page! Sign in at http://etools.teamintraining.org/signin to customize your page, send donation requests, check for new donations, and send thank you emails. From the Fundraising tab at the top left of the page, click on Personalize Pages. This is where you can make edits in the appropriate boxes to change your welcome message, format your text or add photos.

Each week after you train with your team, update your progress with text and photos. You can touch up or resize photos at http://photoshop.com/express.

To update personal information such as your address or email, click on the My Account tab and make the changes, then click the Save Changes button. 

Fundraising Via Email

Email is a simple and quick way of directing your contacts to your online fundraising Web site. It can also be used to send reminder or follow-up emails, as well as updates on your progress. 

Your online fundraising Web site has an email tool where you enter in your contacts’ email addresses, compose a short email using the Web site prompts, and send the email. You can store addresses in your Web site Address Book to use again for follow-up emails and to send thank-you’s.

Start fundraising by sending emails right from your webpage!

· Click the Compose Email tab.

· Enter email addresses in the “To” box, separated by commas. (To import an address book from your own email program, go to the Address Book tab and click Import Addresses from Outlook/CSV.)

· Customize the message or create a new message in the “Message” box. If you want to save your custom text for later, send a copy to yourself.

· Click Send. The message will be sent from your email address. Your recipients will not see the email addresses of others that are listed in the “To” box.

· Follow up!  Regularly send emails to donors, potential donors and everyone else supporting your efforts. Include the link to your fundraising page in your signature line at work. Let your donors know how you’re doing and why their support is making a difference! Be sure to update your Web site frequently, you will find that family and friends will visit your site more often. They might even donate more than once!  Be sure to encourage your donors to forward your Web site to people they know.

If you need help, click Help at the top right of the page, email supportservices@lls.org or call 888-LLS-7177.
Email or Letters?

Ideally, use a layering approach by sending both email and letters. Some people you know will respond better to a hardcopy letter stuck to their fridge as a reminder to make a donation. Others prefer the ease of clicking on a link in an email and quickly entering in their donation online. Many people need more than one request to donate, so it’s okay to send your invitation via both email and letter. 

Key elements to a good online fundraising campaign

· Set it up right away!  The faster you set up online fundraising, the faster you can get started on your fundraising!

· Add your personal web address to your email auto-signature.

· Personalize your online Web page – add a photo!  Add stories about the reason you joined Team In Training, including the story of your personal honorees or your event honored teammate.  Track your progress!  But remember, keep your page simple.  Too many bells and whistles will take attention away from the actual reason why your donor is on that site, which is to have them financially support your participation to meet your goal.

· Send your link out to friends, family and colleagues by email, so they can simply click and donate!

· Update your webpage at least once a month so it is fresh when you send it out to remind donors of your progress.

· Print small cards (business card size) with your web address and information to send with your letters.  This allows people to have easy access to your web address, in case they need to bring it to the office to donate online.

· Avoid the Spam Folder

· Many people configure their email in-boxes to forward mass mailings to a “spam” or bulk mail folder. Use the following tips to make sure your email is read:

· Avoid punctuation in the email subject. This includes periods, exclamation points and dashes.

· Ensure your entire message has no questionable terms, phrases or words.

· Send to a few recipients at a time. Send the same email to no more than 10 people at a time..

· Call select people to ask them if they received your email. This also gives you a chance to remind them to donate!

·  It is always important to send updates on your progress and your goals to your entire list, those who have responded to previous communication AND those who have not.  For more ideas on why and how to follow up, go to Section Five in this manual.  

Sample online messages, subject lines and emails

Sample message - Keep your email message simple and put the details into your webpage. The following is a sample email message intended to get people to look at your webpage for more information:

Hi friends and family! Please check out my Web site to see the challenge I am taking on! I am going to run the Country Music Marathon in Nashville this Spring. Not only that but I have a goal of raising $5000 for The Leukemia & Lymphoma Society (LLS) while I train hard for my physical challenge!  The funds that I raise for LLS are used for blood cancer research and patient aid!  Read my Web site to learn more! The address is [http://pages.teamintraining.org/nca/eventname09/GoJaneDoe] Remember, all donations are 100 % tax-deductible!

Sample subject lines  - The biggest challenge with asking for donations online is getting people to open your email. The following are samples of subject lines that may get the attention of your audience:

· You will not believe what I am doing

· Check out how you can support me

· Training for a cause

· Training for a cure

· I’m running a marathon.

· I’m walking a marathon.

Here is a sample fundraising e-mail:

Date: Wed, 21 Mar 2007 05:34:53 -0700 (PDT)
From:  Jill Participant
Subject: Guess What I am Doing on June 3rd 

 . . . Running 26.2 miles to help eradicate blood cancers! 

Yes, you heard right! I am on my way to training for the Rock ‘n’ Roll Marathon. I am training with the Team In Training program, and things are going great. 

As many of you know, since the death of my Granny to leukemia, I have been very involved in helping to raise money for blood cancers, as well as all cancers. By committing to run the Rock ’n’ Roll Marathon, I have pledged to raise at least $4,000 by May 1st. 

I am running for all of those who can't run anymore and who would do anything that may help save their loved one's life. When you look at a three year old with leukemia or a child who has lost their father to the disease, running 26.2 miles and raising $4,000 seems simple compared to what those families have been through. What they would do for one more minute with a lost loved one is 
priceless. 

 I plan to cross the finish line on June 1st with three special people attached. I plan to cross it with my Granny's spirit in tow, my friend Michele's late husband on my back, and my friend Jerry cheering me on from Illinois (currently fighting leukemia). These three individuals were never able to physically run a marathon to raise awareness for these diseases, but I plan to run it for them. 

 I hope you will join me on this journey by making a donation to my campaign. I have a website that you can visit to follow my fundraising progress, as well as my running progress. The link is below. You can also mail a check to me made out to The Leukemia & Lymphoma Society. All contributions are tax-deductible. 

 Insert link here

 This Saturday I will run 7 miles, and build every week until the marathon. Just last week, I ran 6 miles with a man who is 11 months in remission from lymphoma - now if that is not motivation, I am not sure what is!

For those of you in D.C, stay tuned for fundraising events that I will be hosting starting in April. Thanks for your support. I am so excited to be able to do this! 

5. Why & How to Follow-Up

Follow-Up is just as important as the initial letter and your online fundraising web site. People get busy and forget. Don’t let them forget about this amazing thing that you are doing to help fight blood cancers!

There are several ways to follow up on your fundraising campaign. It’s up to you to let your potential donors know that this is a big deal! Talk to them about the size of the challenge you have undertaken. Following up gives them the chance to understand and support you.  

· Use the guidelines in the Fundraising Timeline to develop a follow-up schedule (i.e., when you’ll send a follow-up email or postcard), but don’t miss out on opportunities to follow-up individually with people, either in-person or on the phone.  

· Update your Web site with new pictures, recent milestones, training stories, or an update on your Honored Teammate to draw people to visit your Web site again. 

· Send an email to your donors letting them know how much more you have to raise to reach your goal. If you have already exceeded your goal, explain that you are continuing to fundraise because every dollar you raise helps to fight blood cancers. Include people who have already donated, as they may be willing to contribute an additional amount.

· After your letter’s due date, review your original mailing list: 

· Send letters to those people who did not respond to your email and send an email to those people who did not respond to your letter. Each person responds differently to these techniques.

· Highlight the people you thought would contribute, and give them a call. Email may work, but email is easy to ignore. Call to update them on your progress with the training as well as the fundraising, which will make the call easier for you.  Make it personal and explain why this cause, this experience, and this commitment is so important to you.

· As you see people at work or at gatherings, remind them that you are still collecting funds. People may have misplaced or forgotten about your letter or email.  As an icebreaker, ask them if they got your letter or email. Most people will tell you right away what they are going to do about donating; you generally won’t ever have to ask in person for money.

· Use a “Signature” on your outgoing emails, and a special outgoing voicemail or answering machine message to constantly and passively remind people about your endeavor.

· Ask that everyone check with their Human Resources department about a matching gift program.

· Be sure that people understand that it’s not too late to make a donation! 

· Don’t take it personally! Many participants tell us they are surprised at who contributes and who does not. It is important for you to be prepared to accept whatever they say. If they choose not to contribute, thank them for taking the time to consider it. If they say they will contribute, thank them for their generosity, and ask them to donate by a certain time (within a couple of weeks). It’s impossible to know why people choose to contribute or choose not to contribute.  Do not take it personally, just continue to ASK EVERYONE.

Updates/Newsletters

Keeping in touch with the people on your mailing list periodically through the season is an excellent way to increase your response rate. 

Letter, Email, or Newsletter Updates

Send an update or newsletter sharing your progress with your friends, family and coworkers (everyone on your list), even those who have already donated. Keep them in the loop!

· See the sample follow-up letters, newsletters and emails (at the end of this section).

· Let them know how many miles you have trained or measure it in minutes or hours. 

· Give them an update on your Honored Teammate.

· Share interesting stories from your training or fundraising experience.

· Include a donor form on the back or bottom of your update with your address to send in checks.

· Include your online fundraising Web site link.

· Include updates on research and patient services that you have received from the office staff.

· Invite them to share the newsletter/update with people they know. 

· Use an email newsletter to save on printing and postage costs. You may reach more people this way and direct them to your Web site, but note that emails are easier to ignore than a letter in the mailbox.

Postcard Updates

In addition to or instead of a newsletter update, send a postcard to your mailing list approximately halfway through your program. Give a brief update on your training and fundraising progress. Include a picture of yourself training and/or the TNT logo and tell people how to donate (include your online fundraising Web site link and your address to mail checks).

Thank You Letters

As your donations start coming in, it’s important for you to thank your donors personally. For those who mail you a donation, you should thank them with a mailed note or card.  For those who donate online, you should send them a thank you  e-mail within 24 hours reminding them to check on their company’s matching gift program.  You should also send online donors a mailed note or card.  See Section 9 for more meaningful ways to thank your donors.

Post Event Follow-Up

After your event weekend, you should also send a post event thank you letting donors know you completed your event.  Give highlights from the weekend including number TNT participants and total money raised.  This thank you can be in the form of a post event report (i.e. recap of the entire event weekend), in a post card from the city where your event took place, or a picture of you crossing the finish line.  This is an opportunity to thank your friends, family, and co-workers again for their support throughout the season and may motivate them to make another donation.  You should also send this post race note to those who have not yet made a donation as it may serve as a motivator for them to contribute to your campaign. Many donors are more inclined to support you once they know you have been successful.

Sample Follow-up Letter:
Surviving 26.2 miles…

Yup, what they say is true: running 26.2 miles is no small feat. But on Sunday, with the help of my running partner, my enthusiastic Valt/Messinger/Morse/Pores cheerleading squad (including my two-month-old niece) and my teammates, I'm happy to say that I completed my very first marathon!

I'll spare you the gory details of the blisters on my feet or the soreness I feel every time I stand up or sit down today. What I will tell you is that crossing that finish line was an amazing experience. As you all know, I ran the marathon as part of Team In Training—an organization to which you all graciously donated. TNT is not only a great program that helps average runners like me get in shape, but it does so while raising money to help cure blood-related cancers. I'm proud to say that thanks to your generosity, I raised nearly $5,000, and the entire team (consisting of groups all across the country) raised over $12 million for the Rock ’n’ Roll marathon. Your contribution will not go unnoticed.

The last few months have been extremely challenging for me on a number of levels, but crossing the finish line on Sunday was definitely a highlight. I thank you all for your support.

Love & Blisters,
Mary

P.S. Top 10 things I learned over the last four months:

10. 
Gu and Gatorade make a great mid-morning snack.

9. 
Eating a packet of salt is not as gross as it sounds.

8. 
Falling down (twice) on a training run is no excuse for quitting.

7. 
I don't particularly enjoy running for five hours straight.

6. 
Those "Go Team" cheers that TNT people shout out are actually not so annoying in the end.

5. 
Running with a team is much better than running on your own.

4. 
Spending hours in the gym lifting weights means nothing—it's all about cardio.

3. 
A long run can sometimes really clear your mind.

2. 
You really can do (almost) anything you set your mind to do.

1. 
There is nothing more important than the support of family and friends.

Thank you all . . .

6. Other Fundraising Ideas 

As mentioned before, online fundraising and letter writing are considered to be the most effective ways to raise funds for Team In Training.  However, below are a few other ideas that you might want to consider to supplement these efforts.  

Matching Gifts

Many corporations and businesses will match funds raised or donated by their employees. Talk with your human resources personnel to find out your employer’s policy. Most companies require The Leukemia & Lymphoma Society to complete a form to verify that the donation was received at the chapter. The original check along with the matching gift paperwork, should be mailed to the LLS office.  Once the office receives the check and matching gift paperwork, LLS will complete our portion and communicate with the company to receive the company match.

Please be aware that some companies match annually or quarterly so it is critical to begin the process as quickly as possible to ensure that your match is received at the chapter in time for your final money deadline.

Please be sure that any matching gift requests you submit comply with the matching company’s guidelines.
In the event that an unknown company's matching donation is not received at the chapter in time to meet the deadline, you will be asked to make a personal contribution to meet the difference. Once the match is received, you will be eligible to receive reimbursement for the personal money that you paid to meet the balance.

What Your Donors Need To Do

1. Ask your potential donors to inquire if their employer matches donations to The Leukemia & Lymphoma Society, and if there is a minimum donation. Individually approach people you know who work for companies who you know have matching gift programs.

2. If they have such a program, the donor obtains the matching gift form from their company usually from their Human Resources Department.

3. The donor makes a donation to you, either online or via check/cash/credit card.

4. The donor fills out their company’s matching gift form.

5. The donor gives you the form and the donation.

What You Need To Do

1. Mail the original check and original matching gift form to your staff person.  Do not send the check or matching gift form to Paycor.

Important Matching Gift Information

Once your TNT staff person receives the check and the form, it will be processed after your donor’s check has cleared the bank. The matching gift form is then submitted to the appropriate company. The matching company then sends a check to LLS. Once it is received, your Paycor account is credited accordingly. It may take several months for the check to be received from the company. If your credit card is charged at the Final Fundraising deadline, you may request reimbursement once the check is received when applicable.

· Important: Your fundraising account is not credited for matching gifts until LLS has received the matching gift check from the company. In some cases, companies may take from several months to a year to process your matching gift request. Matching gifts should be considered a bonus to your fundraising and not the main source of funds.
· Important: It is fraud to give money to an employee to be matched. Donations must be a personal donation from the employee of the company.
· Please note that, once matched, the initial donation to the company to initiate the match cannot be reimbursed as that is the donation which LLS has requested to match.

Corporate Sponsorship How To's 

How to inquire within the company

· Find out what department would handle your inquiry (HR, Community Relations, CEO, etc). The larger the company, the more digging required. 

· Research your company’s giving history & focus. This will ensure your proposal is in line with the corporation’s needs. 

How to affect change at your company

· Set-up a meeting with the decision-maker. 

· Gather a group of TNT participants (past or present) to speak to them about the cause. 

How you can ensure your proposal speaks to those needs

· Show how your participation is positively affecting the company. 

· Show how the companies participation will positively affect the company (i.e. cause-related marketing or employee philanthropy) 

How to write a successful sponsorship letter

· Your story (from an employee perspective) & why you got involved. 

· Info on your company’s giving policy &/or focus. 

· Info on Leukemia & Lymphoma Society 

· The mission is a must & a few high points (brief & succinct) 

· Info on Team In Training 

· The mission is a must & a few high points (brief & succinct) 

· Tie the needs of LLS in with the companies needs 

· If their focus is children, talk about how LLS serves that population 

· Specifics about your event/training/honoree 

· Brief but passionate, articulate & impactful 

· The REQUEST  - 

· The most important element…make the ASK! 

· The VALUE 

· Can use the corporate partnership info sheet regarding the various levels
Assign one value instead of offering all values to the company. 
Ask for more rather then less, but be reasonable 

· Contact info 

· The participant & the Team Manager 

Corporate Sponsorship Levels

	
	Team Sponsor- $15,000
	Platinum Sponsor- $10,000
	Gold Medal- $5,000
	Silver Medal- $2,500
	Bronze Medal- $1,000
	Honorable Mention- $500

	TNT Newsletter
	6 issues
	4 issues
	3 issues
	2 issues
	1 issue
	1 issue

	Web site
	12 months
	9 months
	6 months
	3 months
	2 months
	1 month

	Race Gear
	4 seasons
	3 seasons
	2 seasons
	1 season

	Chapter Newsletter
	1 issue
	1 issue
	1 issue


Supplemental events

Supplemental events are planned functions with the intent of raising money for The Leukemia & Lymphoma Society.  Past examples include: a yard sale, bake sale, guest bartending for a night, hosting a TNT night at a local bar, hosting a wine and cheese dinner, cocktail party or date auction. Hosting an event gives you a chance to promote your fundraising efforts in a unique way. Incorporate a drawing to make it even more profitable!  Some of the most successful fundraising events have made thousands of dollars, but you have to be very thorough and organized. Before you take on the work of a supplemental event, review the pros and cons listed below. This may help you in your decision about holding an event.
Pros/Cons of supplemental events

Pros 

· You can get your friends and family actively involved in your fundraising.

· You can utilize business contacts and other stores/businesses that do not want to make a monetary donation but do want to make a material donation.

· Many people are enticed to give when they benefit as well, for example a dress down day, a happy hour or any other social event provides a benefit to your donor.

· Events are a great way to create more awareness for LLS.

· Events are a lot of fun!

· This is a great way to fundraise with other members of your team!

Cons 

· You are not in complete control of your event – variables such a weather, timing, or the day of the week can make for a less successful than expected event.

· You may need many volunteers to help which takes time to coordinate.

· People may not be able to show up at the last minute thus the event could be more time to execute than worth in fundraising dollars.

· Some events are very time consuming to plan.

FAQs Regarding Supplement Events:

How do I organize a special event?

Unless you plan to host your event in your own home or workplace, you will most likely partner with an area business.  Many restaurants and local bars are willing to work with Society fundraisers to promote their efforts.  They may request a letter verifying your participation with TNT, which the staff can send to you.  Some offer percentages of the night’s earnings while others may ask you to help collect a cover at the door for a percentage of the total.  

What Do I Need to Know? 

When you schedule a fundraising event with a bar, restaurant or other establishment you MUST get the official agreement in writing.  Any type of fundraising activity or agreement that you make should be outlined in a confirmation letter or proposal.  It is advised that you get a signature on a proposal but a confirmation letter will suffice.  Confirming event details in writing ensures that you have proof of the agreement. Make sure you copy The Leukemia & Lymphoma Society on all agreements and arrangements.  It looks more official if you cc: The Leukemia & Lymphoma Society on each document.  Remember to send your staff person a copy. 

Who Should I Invite? 

Everyone!  Once you have set the date and the event, invite your friends, family and co-workers, and encourage those people to bring their friends, family and co-workers. Be sure to remind your invitees of the benefits of attending your event and how they can help cure blood cancers.  After you have a confirmed date, time and location of your event, send it to the TNT staff to have it posted in the fundraising update so that other Group members can join in the fun! 

How Do I Incorporate a Silent Auction? 

Organizing a silent auction is relatively easy.  First, you must secure prizes to use in the auction. The best idea is to approach local businesses for special items or gift certificates. Examples of items used by past participants are Starbucks coffee, restaurant gift certificates, t-shirts or spa certificates.  When requesting donations, businesses may ask for The Leukemia & Lymphoma Society’s tax identification number, which is 13-5644916. Any donation of goods and/or services is 100% tax deductible in accordance with IRS regulations. If a 501c3 is required, please contact the office.  Again, a verification letter may be required and can be sent to you by HFD staff.  
Make bid sheets for each item describing the item, the value and the opening bid.  Then allow for each bidder to sign their name, address, email and bid on the sheet.  Have a start time and end time and make sure you warn guests 15-10 minutes before the bidding closes so everyone can make their last bids.

Key elements of a supplemental event:

· Do something you enjoy.  Only host a dinner party if you enjoy cooking!  Only organize a volleyball tournament if you love playing volleyball!

· Do a lot of marketing:  Get the word out to everyone: co-workers, friends, family, business associates, neighbors, etc.  Use email invites to spread the word quickly.  Make posters for the venue and also post them at neighboring venues.  Tell each guest to bring a friend or two.  Invite your TNT team and have your staff person email out information to other LLS teams.

· Use bracelets or stamps at the door so you know who has paid at the door.  Ask the venue to provide discounted products to everyone with that stamp/bracelet.

· Include a silent auction to increase donations at your event.

· Pass around a jar at the event for extra donations.

· Announce highest donor to see if anyone wants to beat the biggest donation.

· Tell others in the venue about the cause to see if they would like to donate as well.

7. Incentives

Team In Training rewards fundraising overachievers at ALL levels. Going above and beyond your participation minimum will score you some great TNT schwag. Once you hit a certain level of fundraising, you will be awarded with the prize associated with that level. You have until the participation minimum deadline to earn these rewards. Contact any of the staff members listed below to find out more specifics about fundraising incentives.  

8. Your Support Staff

You will have a great amount of support during your TNT journey. Please always feel free to reach out to any of the following groups at any time during the season for ideas, guidance, morale support, etc.

The Leukemia & Lymphoma Society Staff

Each team has a staff person who is an employee of The Leukemia & Lymphoma Society. Your TNT staff person will serve as a “fundraising coach” for you this season. He/she will provide you with valuable fundraising tools that will help you to be effective in your fundraising. TNT Staff will also be providing a fundraising clinic at the beginning of the season to give you a hands-on opportunity to learn more about fundraising and ideas that work.  

Additionally, in the first two weeks on the Team, you will have a one-on-one meeting with your staff “fundraising coach” to develop your fundraising strategy so that you can be successful and exceed your goals. During this meeting, your staff “coach” will review and help you with the following:

· Your fundraising letter

· Your list of potential donors

· Your Web site

· Your fundraising plan & timeline

TNT staff also take care of many administrative and planning aspects that create the team experience. They attend many training sessions to cheer you on, share mission-focused information. and team reminders with you. Your staff person is available during the week if you have any questions about the team, fundraising, or the cause. They are your direct link to LLS.

The Mentors 

Mentors are past participants who were successful with their own training and fundraising and who want to support new team members. They are volunteers who are committed to your success. If you did not meet your mentor at Kick-off, he or she will contact you to introduce him- or herself. 

Your mentor will regularly contact you to convey important information and to support you with your fundraising and training and will be your first point of contact if you have any questions about the program. The frequency of communication and degree of support you get from your mentor is up to you. Since many participants are new to fundraising and endurance training, we recommend that mentors touch base with you on a weekly basis. It’s okay if you prefer not to use their support – please just let them know. In that case, they will call only to relay information. In consideration of their time, please return their calls promptly. 

The Coaches 

We are very fortunate to have such experienced and caring coaches for all of our training programs. You can contact your coaches through email at any time with questions you may have about your training. They are happy to answer your questions and make suggestions to improve your training or help with injuries. Coaches attend and lead team training sessions. This is a wonderful time to talk with them about any issues you may have with your training.

The Honored Teammates 

Each team has at least one Honored Teammate. Your Honored Teammates are local patients or survivors whose lives have been affected by a blood cancer. So often people are asked to raise funds for a charity with very little connection to the cause or understanding of how valuable their efforts are. In making a difference by honoring a member of our own community, and his or her story firsthand, you can understand the value of your efforts. 

NCA TNT Staff
Carly Samuelson, Campaign Director


Jenny Smith, Campaign Coordinator
703.960.1100 Ext. 239 



703-960-1100 Ext. 224

Carly.Samuelson@lls.org



Jenny.Smith@lls.org

Ben Clausen, Campaign Manager                                   Caitlin Brown, Campaign Coordinator

703.960.1100 Ext. 245




703.960.1100 Ext. 227

Ben.Clausen@lls.org@lls.org


 
Caitlin.Brown@lls.org

Sally Thompson, Campaign Manager


Kristen Avioli, Campaign Coordinator

703-960-1100 Ext. 217




703-960-1100 Ext. 252

Sally.Thompson@lls.org



Kristen.Avioli@lls.org

Martin McNutt, Campaign Manager


Rachel Holt, Campaign Coordinator

703-960-1100 Ext. 248




703-960-1100 Ext. 228

Martin.McNutt@lls.org




Rachel.Holt@lls.org

Keri Peele, Campaign Coordinator

703-960-1100 Ext. 226

Keri.Peele@lls.org

Zachary Feuerherd, Campaign Assistant

703-960-1100 Ext. 279








Zachary.Feuerherd@lls.org
9. Thanking Your Donors

As your donations start coming in, it’s important for you to thank your donors personally. By personally thanking each of your contributors, you accomplish several things. First you demonstrate how much their support has meant to you. Second, you express the importance of LLS in your life, and as a vehicle for finding a cure for blood-related cancers. Best of all, you put yourself in a position to ask them for a contribution the next time you raise funds with LLS!  Below are some Tips to a good thank you note, email, call, etc.

Fundraising Thank You - Tip #1 - Don't assume people know you appreciate them or their donation. Tell them!

You know yourself how much a thank you means -- and how good it makes you feel when someone says it. 

Take the time to thank people no matter how busy you are. 

Fundraising Thank You - Tip #2 - Send thank you notes and, whenever appropriate, hand write them. 

In this day of form letters, email and printed receipts, handwritten thank you notes are cherished goodwill builders. 

Fundraising Thank You - Tip #3 - When thanking donors, promptness counts. 

It can even make a difference in how much they'll contribute in the future. 

Fundraising Thank You - Tip #4 - Make your donor thank you letters warm and personal. 

Fundraising Thank You – Tip #5 – Thank your donors often.  Consider sending a thank you note when you receive the donation and also a post event thank you letting them know you completed the event, how much you raised and how much was raised collectively on event weekend.  

Here is a sample thank you letter or e-mail:
Thank you so much for your contribution to The Leukemia & Lymphoma Society.  I have reached my goal of $4,000 and am concentrating on the physical part of my training.  You can be certain that your contribution is directly helping to find a cure for leukemia, lymphoma, myeloma, and Hodgkin’s disease-and is improving the quality of life of patients and their families.  

The outpouring of support through letters, notes, and comments has been truly inspirational.  So much so, that I’ve stepped up my training from the half marathon to the full Bermuda Marathon.  I’ll be running 26.2 miles on January 18, 2004.  During the race, I’ll be carrying a list of every person who has contributed to this campaign and will cross the finish line in Bermuda on your behalf.  

Thank you once again.  I’ll be in touch again after I return from the race in January.  In the meantime, your support and encouragement are always appreciated.  My very best wishes to your for a most enjoyable upcoming holiday season.

All the best, 

John Doe

222-222-2222

John@myemail.com

www.teamintraining.org

Section 10 - How to Submit Your Funds

The following chapter shows you how to mail in donations to Paycor, LLS’s accounting group. Please read this entire short chapter to ensure your funds are credited to your account.

Address

Mail all checks made out to the Leukemia & Lymphoma Society/LLS with appropriate submission forms to Paycor:

The Leukemia & Lymphoma Society

National Capital Area Chapter

Dept. #946

PO Box 145900

Cincinnati, OH 45250

Important Guidelines and Rules

· Do not mail cash to Paycor. Send a money order, or deposit the cash yourself and send a personal check to Paycor.

· Make copies of everything and keep records of ALL donations.

· Only mail checks made out to The Leukemia & Lymphoma Society, or LLS.

· Do not staple checks to submission forms.

· Do not include your personal donor forms instead transfer all this information to Paycor forms.

· Do not include Matching Gift forms. Give those to your TNT staff person at LLS.

· Do not mail foreign currency to Paycor. Convert it to US Dollars first.

· Do not send postdated checks.

· Do not send checks dated over 3 months old. These will not be accepted, and will not be credited towards your account.

· When you get checks, cash or credit card numbers, send them in to Paycor as soon as possible.

· Do not send donations via UPS or FedEx; they do not deliver to a PO Box. Use USPS regular mail, Express Mail or Certified Mail through your post office.

· Payments take approximately 3 weeks to show up on your Paycor Report. Check with your mentor or staff person if you have questions or concerns. 

Instructions for Checks (See Appendix 3-5)
Use the following instructions to make sure your funds are credited to your account:

1. Print the following form: “Participant Donor Form” main submission form

2. Fill out the form completely and legibly. 

3. Be sure to correctly identify your team and event. (i.e. Kings Trail Triathlon, Nike Women’s Marathon).

4. List the number of donations (checks) enclosed, and the total amount. 

5. Include the checks in an envelope with the “Participant Donor Form.” Do not include anything else in the envelope.

6. Mail to Paycor (see the above “Address” section at the beginning of this chapter).
Instructions for Credit Card Donations (See Appendix 3-5)
1. Print (from the TNT Web site or hardcopy fundraising packet): “Participant Donor Form” main submission form &  “Credit Card Donation Information”

2. Fill out both forms completely and legibly and be sure to correctly identify your team and event.

3. List the number of credit card donations in the summary box and fill in the grand total.

4. Include only the “Credit Card Donation Information” form, and the “Participant Donor Form” (plus any checks you are submitting; be sure to include the checks in the grand total in the envelope). Do not include anything else in the envelope.

5. Mail to Paycor (see the “Address” section at the beginning of this chapter).
Instructions for Cash Donations (See Appendix 3-5)
1. Do not send cash to Paycor.

2. Convert any cash to a check or money order. Either deposit the cash to your own account, and mail a personal check to Paycor, or request a money order from your bank.

3. Print (from the TNT Web site or hardcopy fundraising packet): “Participant Donor Form” main submission form & “Cash Donation Information”

4. Fill out both forms completely and legibly. This is how we collect donor information to mail tax receipts.

5. Be sure to correctly identify your team and event.

6. List the number of cash donations in the “Checks/Money Order” Payment Type line, and list the grand total.

7. Include only your personal check or money order in an envelope with the “Participant Donor Form,” and the “Cash Donation Information” form, along with any other checks made out to LLS. Do not include anything else in the envelope.

8. Mail to Paycor (see the above “Address” section at the beginning of this chapter). 

APPENDIX 1.
Fundraising Timeline

Use the following sample timeline to ensure you start early and stay on top of your fundraising. We created this schedule based on our experience to ensure that you are covering all of the important fundraising basics. Each step refers you to another chapter in this manual with details, instructions, and guidelines for that particular fundraising technique or tool. Feel free to modify it to suit your style, needs, and situation. Consult your mentor and staff person when you have drafted a plan.

We use landmark dates, such as Sign-up, Recommitment, Final Fundraising, and your event. 

	Kick-Off: 

February 7th  Hyatt Regency, Bethesda
	Recommitment Date:
	Final Fundraising Date:
	Event Date:


Immediately After Registering 
· See Section titled First 48 Hours (above)
· Familiarize yourself with the Team In Training Policies.

· Learn about LLS and our mission and your Honored Teammate 
· Schedule your personal fundraising coach session with your staff person
· Complete your fundraising strategy worksheet & set your personal fundraising goal.

· Set up your Web site

· Create list of possible donors (their postal addresses and e-mail addresses). Include your neighbors, all the people you give money to (your dry cleaner, your manicurist, your pet groomer), your softball buddies, your parents’ friends, your high school and college classmates, and the people at your company - include HR for a matching donation.  
· Write first draft of your fundraising letter
Week One  (Week of: February 15th)
· Personalize your Web site by adding a photo and information about your honored hero and fundraising goal

· Send your first email. Aim to send out at least 100. 

· Talk about your event all the time. The more people you tell, the more donations you will receive. 

· Attend a fundraising clinic or join a fundraising Webinar.

Week Two (Week of: February 22nd)
· Finalize your fundraising letter and mail it out to your list of postal addresses.  Aim to mail 100 letters

Free Postage Program

Let us kick start your fundraising! Bring your first 75 letters stuffed and ready to post to the Society office or to your coordinator and we will stamp and mail them for you. Please note the maximum postage per letter is 42 cents, and that we cannot mail red or pink envelopes (our machine prints red ink).

· Include a link to your Web site in your email “signature” (a few lines that display at the bottom of every email you send). For help, call your mentor.

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

· Tell at least one person every day about your commitment.

· See if your company will match any funds that are contributed by co-workers.

Week Three (Week of: March 1st)

· Ask your family and friends to forward your letter or Web site to their contacts 

· From this point forward, send checks and cash donations to Paycor on a weekly or bi-weekly basis as necessary (See Section 10). 

· Create a special thank you card or letter that you will send out to all of your donors.   Personalize and send to all donors who have already given.  And continue to send out each week to those who donate.

Week Four (Week of: March 8th)
· Track those who donate and those who do not so you can know who will need a reminder (use excel spreadsheet).

· Add any new contacts that you have acquired and mail out your letter or send them an e-mail.

· Mail thank you cards to this week’s donors.

Week Five (Week of: March 15th)

· Send a follow-up email (see Section 5). Update your Web site with new pictures, recent milestones, training stories or an update on your Honored Teammate to draw people to visit your Web site again.

· Assess how much you have left to raise to reach your fundraising goal and determine if you want to do any more projects or events to reach or surpass your goal. Plan accordingly (remember to use your fundraising strategy worksheet).

· Mail thank you cards to this week’s donors.

Week Six (Week of: March 22nd)

· Call people who promised to donate and gently remind them that it’s not too late. Talk about your fundraising, training, Honored Teammate, etc.  Make it personal – let them know why this is so important to you.

· Follow up with your donors who have a matching gift policy at their work.

· Meet at least one new person on your team and discuss each other’s fundraising progress.  Share ideas.

· Talk to your staff person about the plan for the rest of your fundraising.

· Mail thank you cards to this week’s donors.

Week Seven (Week of: March 29th)
· Mail update notes, cards or newsletters with a picture of yourself at training,  a letter about how you’re doing, a note about your honorees and the team honorees. Discuss how much you have raised and include fun facts about LLS and where the money goes. Include a thank you to those who have already donated, and a reminder that you would love a donation to the Leukemia & Lymphoma Society to those who haven’t donated yet. Remind them that the donation is tax deductible – it’s the time of year to think about that! Include your address and your personal page Web site address.  

· Remember to send checks and cash donations to Paycor.

· Update your Web site with new pictures and information. 

· Mail thank you cards to this week’s donors.

Next Few Weeks

· Continue to turn in your funds to Paycor weekly!  Be sure and track your offline donations and update your web site with your total.  If you have surpassed your personal fundraising goal, consider increasing it.  Indicate your new goal on your web site and let everyone know.

Two weeks before final fundraising (Week of: April 12th)
· Update your email signature to show how few days you have left 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 Web site link to encourage them to visit and donate more.

· Update your entire list with the great news of your long run/ walk, practice tri, or longest ride.

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 on my way to my event.  Thanks for your support!  Be on the lookout for my post-race update.”

One Week After Your Event (Week of: June 7th)

· Send thank you emails and letters.  

· Create and send a post event update to your entire list.  Include pictures of yourself at the event or a post card form the event city. Be sure to include the phrase “it’s not too late to donate” at the bottom along with your online fundraising page URL.

· Put your accomplishment on your resume!  Congratulate yourself on helping to cure cancer!

APPENDIX 2. 
Fundraising Strategy Worksheet

Date: 
Name:                                                                             Event:                                                                                      
→Why did you join TNT?

→Did you attend Kick-Off & get your training schedule, fundraising guide and materials?

→Have you accessed and personalized your webpage yet?


Your Web site address:


Your username: 



Your password:

→Confirm contact information:


Address:








.                 

E-mail: 







              


Home Phone: 

         .  Work Phone: 

         . Cell Phone: 

         .      
FUNDRAISING PLAN

What do you *want* to do?

→Have you had time to look through the Fundraising Guide and come up with any ideas?

→Keys to fundraising: Passion, Persistence and Perseverance

→What are your goals with this program?  Personally, physically, and fundraising wise?

Fundraising Goal: ________________________

25% = ____________________by____________________

75% = ____________________by____________________ (remaining donations)

How are you going to reach these goals?

LETTER WRITING CAMPAIGN


The first part of a successful fundraising strategy is your letter writing campaign. You can find sample letters, tips, and ideas in your Fundraising Guide. Here is a formula that will help you anticipate how much you can raise with your letter writing campaign. Remember to turn in your 75 letters!
	
	EXAMPLE:
	MY STRATEGY:

	Number of letters mailed:
	100
	

	Goal date to mail:
	Enter date
	

	Percent of response expected: 

(50-60% is average)
	X 55%
	     X ___________%

	Total Donations expected:
	= 55
	     =

	Average Contribution ($25):
	55 x $25
	_____x $25

	Anticipated Funds Raised from Letter Campaign:
	= $1375
	          = 


ONLINE FUNDRAISING CAMPAIGN:

When you registered, a Web site was created for you. This is a wonderful tool! Put your Web site address in your e-mail signature line and in your letters. Update your page frequently with your fundraising and training progress. Challenge your Web site readers and donors to competitions. Talk about your Honored Heroes. Post photos and accomplishments. Be creative! The more people want to read your Web site and stay updated with your progress, the more they will be inspired to donate to your cause.

	
	EXAMPLE:
	MY STRATEGY:

	Number of emails sent:
	100
	

	1st e-mail to be sent by:
	Enter Date
	

	Percent of response expected: 

(50-60% is average)
	X 55%
	     X ___________%

	Total Donations expected:
	= 55
	     =

	Average Contribution ($75):
	55 x $75
	_____x $75

	Anticipated Funds Raised from Letter Campaign:
	= $2025
	     = 

	2nd e-mail to be sent by:
	Enter Date
	

	3rd e-mail to be sent by:
	Enter Date
	

	4th e-mail to be sent by:
	Enter Date
	

	5th e-mail to be sent by:
	Enter Date
	


OTHER FUNDRAISING IDEAS

Where do you work? _________________________________________

Does your company have a newsletter or weekly email?

Does your company have a matching gift or volunteer match program?

Does your company have a grant/donation program?

ORGANIZATIONS

What other groups are you a member of?

Do they have a newsletter, contact list, etc?

EVENTS

Who is your audience?  We can create the perfect event based on your audience.

CORPORATE SPONSORHSIPS

Who do you know who owns a business?

What small, local businesses might be interested in supporting your campaign?  Do they have a connection to our mission?
APPENDIX 3. 
PARTICIPANT DONOR FORM

IMPORTANT: You must enclose this form with every batch of funds you submit to the Accounting Center at Paycor. Without this identification, we will not be able to credit these funds toward your fund raising goal.

Participant Name:






Phone No:



Address:












City:






State:


Zip:




LLS Chapter:









Team:    
Cycle

Triathlon
   Walk
   
  Run

Run/Walk
Circle Event:    ZOOMA Annapolis 

                           RNR-San Diego


                           Mayor’s Marathon

                            Tahoe 

                            Philadelphia Triathlon
In the box below, summarize your enclosed donations.  


# of Donations



Enclosed

Payment Type


TOTAL AMOUNT




Checks/Money Order


$







Credit Card



$







Grand Total



$




Matching Gift Contributions:  Please send all matching gift contributions and forms directly to your LLS Chapter Office.  If sent to the Accounting Center, they will be forwarded to your Chapter Office, which will result in a delay in processing.
Make additional copies of this sheet as needed- copy completed forms for your files.

APPENDIX 4. 
CREDIT CARD DONATION FORM

Your Name:


 Chapter:


Team:

Event:





Donor Name:






Phone No.:




Donor Address:























Zip Code:



Card #:







Exp. Date:

Amount $


Donor Name:






Phone No.:




Donor Address:























Zip Code:



Card #:







Exp. Date:

Amount $


Donor Name:






Phone No.:




Donor Address:























Zip Code:



Card #:







Exp. Date:

Amount $


Donor Name:






Phone No.:




Donor Address:























Zip Code:



Card #:







Exp. Date:

Amount $


Discover cards WILL NOT be accepted

Make additional copies of this sheet as needed- copy completed forms for your files.

APPENDIX 5. 
CASH DONATION FORM

For cash donations, please convert the cash donation and any foreign currency into a check or money order. Complete the form below to ensure proper acknowledgment of the gift.

Your Name:


Chapter:


Team:

Event:



Donor Name:







Amount: $



Donor Address:























Zip Code:



Donor Phone No:





 Your check/money order #



Donor Name:







Amount: $



Donor Address:























Zip Code:



Donor Phone No:





 Your check/money order #



Donor Name:







Amount: $



Donor Address:























Zip Code:



Donor Phone No:





 Your check/money order #



Donor Name:







Amount: $



Donor Address:























Zip Code:



Donor Phone No:





 Your check/money order #



Make additional copies of this sheet as needed- copy completed forms for your files.
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