BROOME COMMUNITY COLLEGE FOUNDATION, INC.

2002-2003 Community Friend Campaign

Solicitor information and instructions

(1) Pre-approach letter: On Friday, October 18th, a pre-approach letter (enclosed) signed by Patricia Cummings, the campaign chair, containing information about the college was mailed to all prospects.  A brochure about the importance of public support was enclosed.  A business reply envelope that also serves as a pledge card was included, too.

(2) Prospect list: Your packet includes a list of your prospects, their addresses and phone numbers as well as their past gift history, if applicable.  In almost all cases, team members will have the same prospects they have worked with in the past.  In a few cases, where individuals have moved, or asked to be removed, others have been added.  Use this list to contact your prospects.   

(3) Know the Facts: Please familiarize yourself with the enclosed brochures as well as the Solicitor’s Fact Sheet.  If questions come up that you can't answer, let us know and we will find an answer for you to give the prospect.  Also, let us know if there are questions that come up that we did not anticipate, so we can be prepared with answers in the future.  

(4) Making the Call:  (see Phone Tips  sheet) 

(5) Prompt contact is essential: Some donors will send their gift in as soon as they receive our mailing.  Most will wait to hear from you.  We hope to get all gifts in before year-end.  Gifts can be accepted for the current campaign up to June 30, 2003, but obviously, the sooner the better, since these dollars are helping to fund grants-in-aid, scholarships, etc.  Note that some businesses are in a cycle whereby gifts have been made in the Spring, and they will probably continue this practice, but they will need reminding.  If a prospect needs an invoice or a reminder at a specific time, just let us know. 

(6) Recording and Reporting gifts: Record your results in the Comments column of the prospect sheet.  Please feel free to mail us your prospect sheet when you’ve made all your contacts, or Fax your results to 778-5539.  Feel free to call and report in (778-5036), if you prefer or let us know if you have any problems.

(7) Regular reports: The Foundation will send you regular reports every three weeks or so to let you know whether your prospects have sent in their payment.  After checking your records against the Foundation report, let us know about any apparent discrepancies.  If a gift is promised but does not appear within a few weeks according to the Foundation reports, please remind the donor with a call or note, or possibly offer to pick up the check.

(8) Matching Gifts: IBM now matches 1 for 1 for current employees, 1/2 to 1 for retirees.  (They do not match gifts of spouses or surviving spouses.)  In addition, to receive their match during the Foundation's current fiscal year (by June 30, 2003), we must receive the gift and the paperwork by December 20, 2002.  Please urge IBMers to mail early!  Otherwise, the match will not come in until Spring, 2004.  Also, many other corporations in our area match, too!  Please be sure to ask people if they work for a matching gift company and urge them to send in their signed form. 

(9) Any questions?  Call 778-5036.

