THE SEVEN STAGES OF MOVES MANAGEMENT- PROPOSAL TAB (GENERAL, PROSPECT STATUS FIELD)
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Identifying potential donors is the first stage of Moves Management and can be determined through several sources. Once a donor has been recognized as a potential giver, the status of 1-Identification should be assigned. In a Development Office meeting, a list of identified donors should be discussed and a decision should be made on whether to move on to next stage, 2-Research. Some ways of identifying potential donors:
1.) Wealth Indicator software – wealth indicator software can provide good information that directs attention to possible donors and potential giving capacities.  Information from such sources should be considered but should not be relied on without further information or resources.
2.) Word of Mouth – Knowing the financial background of an individual can sometimes prove more beneficial then using wealth indicator software at times.  Firsthand knowledge of a person’s wealth can be more reliable and accurate. However, information can get skewed depending on whose mouth the information comes from. So, it is always important to verify information even provided by reliable sources. 
3.) Giving History – A donor’s gift history may be the roadmap pointing the way to probability. If someone shows strong support of the organization, they are someone who should be researched for potential wealth indicators.

Research helps narrow down the playing field from donors identified to those who also have the willingness or propensity to give. The status should be changed 2-Research after a donor record is identified and the Development Office decides the candidate may be a possible major gift donor. CSW ratings should be added once research determines estimated giving levels. (Prospect Tab, Ratings)
1.) Each donor should be assigned a staff member to oversee the research process and avoid duplication of efforts.

2.) The staff member is responsible for each assigned potential donor regardless if they are doing the research themselves or if they outsource the research.  Assigning the staff member at the beginning of the research process starts the knowledge and understanding process of a potential donor.
3.) After further information is acquired, the Development office should discuss whether to pursue or drop a potential donor.

a. If a prospect is pursued, change the status to 3-Strategy.

b. If a prospect will not be pursued at this time, change the status to Dropped- Note added to the record.

i. Add a detailed note to the Notes Tab of the constituent record stating reasons why this prospect was dropped.  Please remember documenting the reason why will help aid future solicitation efforts! This is a critical step.


Strategy is your plan of attack!  At this stage, a donor has been identified, researched and now is considered a good candidate to be approached.  Research can greatly aid in determining how the “ask” should happen- when, where and how much.  It is wise to write down your plan so others can clearly follow the steps already taken or where a person is in the process should this prospect get reassigned to another staff member. This information should be stored on the Notes Tab under the category Prospect/Capital Campaign Notes. 
1.) Write out plan of action and in a meeting, discuss with management for input.

2.) Incorporate each person’s input into a well defined strategy of approach and discuss probability or a successful “ask.”
3.) Decide if this is the best point in time to approach the donor or drop and add a note to constituent record reason the candidate was dropped.

a. Change status to 4-Cultivation to move on to the next stage.

b. Change status to Dropped- Note added to record if this donor will not be pursued at this time.


Cultivation will be the longest stage of moves management.  A good, strong organized cultivation plan is necessary for positive results.  There are several ways of cultivating or approaching a potential donor.  Each individual approach will be different, depending on the desires or needs of the potential donor.  At this point, the solicitor(s) should be carefully assigned to each potential donor.  A plan of action should be set up between the staff member responsible and assigned solicitors.  By carefully documenting the previous steps, a profile of information can be given to each solicitor to help them understand the plan or strategy to take with each assigned prospect.  Communication is key in successful cultivation. Actions should be set up as reminders of when the next reminder or step needs to be taken. All interests of potential donors should be documented into RE for present and future use.  Meetings should be held between the staff member and solicitor(s,) as well as departmental meetings to discuss the process.  A decision should be made to mark certain donors from receiving certain mailings, such as small Annual Fund solicitations while during the cultivation and later stages of moves management.
1.) If a donor shows potential, moves management should be continued to 5-Proposal stage.

2.) If a donor lacks interest, status should be changed to Dropped- Note added to record.


The Proposal stage is considered the “ask” stage.  After the cultivation process yields likely candidates, the proposal or ask should be made according to the propensity and probability level determinations made in the previous stages. A proposal should be added to the Prospect Tab, Proposal with the potential ask amount. Ask levels should be reviewed by upper management or the board prior to the actual donor “ask.”
1.) Add a proposal to the constituent record.

2.) Discuss all proposals before the actual “ask” as a precaution to asking too low/high.

3.) Make the sell to the potential donor.


The Negotiation/Agreement stage is the final stage in the”ask” process. It is important to update the proposal according to acceptance or decline of a proposal.
1.) Acceptance of a proposal

a. The proposal status should be marked as accepted and the amount fund should be updated.

b. A letter of intent should be sent to the donor for signature and payment/installment information.

c. The terms of payment should be determined and conveyed via the transmittal sheet to the Gift Manager for entry into the system.

d. The signed letter of intent should be placed in the donor’s file and a copy should be given to the Gifts Manager as backup for the annual audit.

e. The Gifts Manager then marks the proposal as inactive only after the finalized agreement is received in writing from the donor.

2.) Rejection of a proposal

a. Renegotiate with the potential donor.

i. Resend the letter of intent 

b. Change status to Dropped- Note added to this system if the donor refuses to renegotiate and mark the proposal with the reason why if known.
c. Mark the proposal as inactive.


A strong plan of stewardship is most important in keeping donors informed and appreciated. Proper stewardship can mean the difference between a one time major gift to live-long support for the organization. Donors should be appreciated for their generosity.

FINAL STAGE OF MOVES MANAGEMENT

1.) Run a report including all dropped prospects and return to stage one starting the process over again.

2.) Review all prospects in stage 7- Stewardship after a determined period of time and return them back to stage one starting the process over again.
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