Payment Options

After receiving a pledge, the donor has several payment options.   Always encourage the donor to pay by credit card, because this saves the University money and also guarantees payment.  The conventional method is to send a reminder via mail, and the donor sends in a check.  The following four payment options are the most common during Phonathon:

**ALWAYS, ALWAYS, ASK DONOR FOR CREDiT CARD**

1.  CREDiT CARD/CHECKiNG CARD
     TCU accepts VISA, Master Card, Discover, and American Express  (we 

       prefer VISA or Master Card).  Always ask the donor if they would like 

       to place the gift on their credit or checking card.  Each calling table will 

       have credit/checking card forms available.  Please fill them in correctly.

       REPEAT ALL CREDIT CARD iNFORMATiON BACK TO THE DONOR!!!!!!!

2.  CHECK
      TCU sends a reminder to the donor.  After receipt, the donor will send a

      check made payable to Texas Christian University.

3.  PAYMENT PLANS
      After making an intent to give, the donor can pay in any increments 

       he/she desires.  Payments can be monthly, bi-monthly (every-other

       month), or quarterly (every 3 months).  Please use this option to 

       encourage prospects to increase their gift size.
4.  ELECTRONiC FUNDS TRANSFER
      Occasionally, a donor may request for funds to be transferred out of 

       his/her checking or savings account.  If this situation occurs, record 

       the bank name, account type, and account number.  Then tell the donor 

      funds will be transferred within 3-5 days.

**ALWAYS, ALWAYS, ASK DONOR FOR CREDiT CARD**
Dealing with Rejection

The best callers will receive a negative response to an ask.  No matter how much you negotiate, and no matter how many reasons you provide for their support, some prospects will be unwilling to give.  You need to learn to rise above rejection and move on with your project.  Provided are some points you should understand about what to do when people say no:

· First of all, “no” is not to you.  The constituent is rejecting the school and not lending us support.  Don't take it personally.  Every “no” is an opportunity to practice your techniques for the next call.

· You must remember to remain cool, calm, and collected whenever you get a "bad call."  You may learn from an angry prospect how to better approach the next one.  You may appease these prospects and still get a pledge—you just never know.

· If you have problems, feel free to ask assistance from your supervisor.  A little outside help can change the tone of your calls and even the outcome.

· One of the most vital factors in success is motivation.  This shows not only in how many calls you make, but also in your level of excitement.  If you are convinced about your cause and are optimistic about the constituency pledging their support, then you have given yourself a great advantage.

· Finally, never become discouraged.  Even if you are not breaking records, you are doing an incredible amount of good by being on the phone and representing your University.

**Remember that everyone deals with rejection.  It is how you deal with these rejections that will make you a highly successful caller.
Matching Gift Companies

Free Money!!

What is a Matching Gift Company? 

A matching gift company determines which non-profits to support based on employee's contributions.  When an employee makes a charitable gift, some companies will "match" his/her monetary gift to that organization.  Companies do this for several reasons: tax deductibility, public relations, and support of their employees.

Donors may use the benefits of working for their matching gift company in several ways.  Their contribution will have a greater impact on the University since their dollars are matched.  The greatest benefit to the donor is that he/she may use matching gift dollars to upgrade to a higher giving society.

How much does a Matching Gift Company Give?
Each matching gift company has different policies and restrictions.  Some companies may set a maximum and minimum for gift amounts or even the number of gifts an employee can have matched.  As a Phonathon Associate, do not be concerned with the different policies.  This responsibility lies with the company’s human resource or personnel office.

Matching gift companies give in different ratios.  Most companies give in a 1:1 ratio, which would double the gift.  Some companies give at 2:1, which triples the gift, and some even give at 3:1, which quadruples the gift!!  

	Donor's Gift
	Company Ratio
	Company Contribution
	Total Gift

	$100
	1:1
	$100
	$200

	$100
	2:1
	$200
	$300

	$100
	3:1
	$300
	$400


How do you ask for a Matching Gift?
1. After receiving a pledge, say thank you (per your script).  Then say, "Mr./Mrs./Rev./____, many corporations match gifts to educational institutions.  Do you know if you or your spouse’s company will match your gift?
2. Inform the donor that you have him/her down for the pledge and the company will match the pledge on a certain ratio.
3. If the donor is unsure, tell them to contact the company’s personnel or human resource office to find out about specific paperwork, etc.
Ending the Call Well

Whether or not you have received a pledge, you want to end the call on a positive note.  Since “no” is not forever, ending a "no" call pleasantly may lead to a gift next year.  Also, remember fund raising is only one purpose for this call.  Updating alumni records is essential, and more importantly, building and maintaining University relationships is Numero Uno!
· If the prospect pledges, thank them immediately.  

· Ask them to put the gift on a credit card.

· You then will want to follow-up on Matching Gift Employer possibilities.

· If they give a pledge, restate the pledge in another thank you, and verify any installment information and the 3 week due date.

· Before you get off the phone, check to see if they have any special requests or questions.

· Raise you hand, and ask the donor to hold on for one moment so that a supervisor can thank them as well.

· Finally, thank the constituent for their time.  Allow them to hang up first.

Updating Alumni Records

Outside of fund-raising efforts, we will use each call to update alumni records.  This is an ongoing project with over 45,000 alumni, parents, and friends.  We do our best to keep current, but we must always attempt to review information with the prospect.  You will learn the frustration of getting cards with no numbers or wrong numbers.  We hope you will do your best to help keep records updated.

During Phonathon, you will have cards with a wrong number or parent's number.  Simply mark through the number, write “W#” next to it, and put the card in the basket.  We will research the phone numbers during day calling.

Marking the Phonathon Card
PRIVATE 

1.  Review the prospect information and USE IT!

2.  Make sure you add up ALL gifts and designations from FY '03 before determining FY ’04 ask.

3. Check to see if they work for a matching gift company.

4. If the phone number is wrong, mark through the old one, write W# next to it, and put it in the basket.

5. If there is no answer, write the current date and NA (example: 7/22 NA)

6. If it's a generic callback, write the current date and CB 

     (example: 7/22 CB)

7. If it's a specific callback, write the current date and CB and the call back date  (example: 7/22 CB on 8/9)


**please don’t put “CB-week” . . . instead, please put the exact

            date of a week later.

8. If you get an answering machine, leave a message and write LM.

    If a message has already been left, write AM—but, don’t leave 

    another message.  We only leave one message per alum.

9. When you talk to someone, and you are going to call him or her

     back, be sure to jot a note to yourself (on the card) with 

     information you will need to know later. (For example, amount of 

     ask, if they are discussing with their spouse, etc.)  You can file 

     this card in your folder to call later.
10.  Only fill in the results section if the card is completely
    finished. 
Sample Phonathon Card

Tracking Your Calls

After "Ending Your Call Well,” you will need to complete two forms other than the Phonathon card.  The purpose of these forms is to track your individual statistics so we can compile team statistics.  Basically, we are tracking the progress of the program and seeing where we stand.  Through these forms, you will be updated every week on your cumulative statistics.

The Nightly Tally Sheet will be completed after every call (Yes, even if you do not talk to someone.)  This form contains nightly goals, nightly achievements, what you must minimally do to be a successful caller, and a tally for each call.  Please sign and date before turning in.

When there is no "ask", the call will receive two marks, one will go into the "Calls Attempted" and the other into the proper column (If you get an answering machine, mark answering machine, if someone tells you callback, mark callback, etc.)  

If an "ask" is made, you may make up to four marks for that call.  When the prospect makes a gift commitment, please mark the following: call attempted and the pledge amount (not just a mark) with an arrow up or down or an equal size to determine whether it is an upgrade, downgrade or equal gift compared to last fiscal year.  However, if they pay it on a credit card or work for a matching gift company, mark those appropriate columns as well.

The Contact Tracking Report (CTR) will be completed after a call with an ”ask.”  Please place the prospect's name and the total amount of their FY '03 gift (last gift), the ask amounts during the call, and the result of the call (pledge, maybe, or refusal.)  If the call is a refusal, please place the appropriate refusal code in the column.

At the end of the calling session, it is your responsibility to "total out" both forms by adding all the columns and turning in at the front table as you sign out.  In the pledges column, please add up your total number of pledges over the total dollars.
Sample Tally Sheet

Sample Contact Tracking Report (CTR)
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