Sutter Medical Center Foundation

SMCF Staff Donor Thank You Calls, Gifts $25 - $249
Office Procedure
Last Updated: June 19, 2008


1.0 Select Donors to Call & Set-up Actions in Donor Records 
	When: 
	Monday morning

	Who:
	SMCF Support Staff

	What: 
	Go to RE Admin to add new Actions

	Where: 
	RE Admin

	Set-up Actions:
	Globally create new Actions for each donor and assign Staff Solicitors

	Global Add:
	1. Add:  Action
2. Include:  Go to Selected, Find and Open Query <MASTER Staff TY Calls > 

3. Click on Action Information

	Action Fields: 
	Select donor’s name: 

1. Action Note Type:  Thank You Calls
2. Category:  Phone Call

3. Status: Pending
4. Completed Box: Unchecked
5. Save and close



	
	

	Complete

Global Add: 
	Check Create Control Report – Preview
1. Click:  Add Now




2.0 Update Raiser’s Edge Action—Add Solicitor Names
	When: 
	Monday morning

	Who:
	SMCF Support Staff

	What: 
	Go to Query <MASTER Staff TY Calls w/Pending >  Run Query

	Where: 
	RE Home Page or RE Query

	Update Actions:
	Update newly created Actions and assign Staff Solicitors

	Action Fields: 
	Select donor’s name: 

1. Solicitor: Enter Solicitor name; apportion total number of calls equally among Solicitors: KK, DD, EEM, TB, TM, TR, AH.  If on PTO, do not include in rotation

2. Save and close

3. X out of donor’s record


3.0 Update Raiser’s Edge Action
	When: 
	Weekly

	Who:
	SMCF Development Staff

	What: 
	Update Action (Make thank you calls)

	Where: 
	RE Home Page or RE Dashboard: Solicitor Query <Donor TY Calls_Staff> (shared) or RE Dashboard:  Solicitor Query <MASTER Staff TY Calls prior-pending> (criteria modified Solicitor last name = “your name”)
Click on assigned donors

	Action Fields: 
	General and Notes Tabs

1. Action Note Type: remains the same
2. Solicitor: remains the same
3. Completed Box: Checked
4. Status: Activity 

5. Notes Type: Action Summary
- Add additional information provided to the Description.


4.0 For donors making multiple gifts in one year
	When: 
	Weekly

	Who:
	SMCF Development Staff

	What: 
	Update Action (Make thank you calls)

	Where: 
	RE Home Page or RE Dashboard: Solicitor Query <Donor TY Calls_Staff> (shared) or RE Dashboard:  Solicitor Query <MASTER Staff TY Calls prior-pending> (criteria modified Solicitor last name = “your name”)

Click on assigned donors

	Action Fields: 
	General and Notes Tabs

1. For donor records showing a completed thank you call within the previous 6 months, do not make the call.

2. Action Note Type: remains the same
3. Solicitor: Remove Solicitor Name
4. Completed Box: Leave as Pending
5. Status: Activity 

6. Notes Type: Action Summary
- No need to add any Action Summary..


5.0 Year-End Procedure

	When: 
	At  Year End

	Who:
	SMCF Support Staff

	What: 
	Update Actions for outstanding Pending calls

	Where: 
	RE Home Page or RE Dashboard: Solicitor Query <Donor TY Calls_Staff> (shared) or RE Dashboard:  Solicitor Query <MASTER Staff TY Calls prior-pending> (criteria modified Solicitor last name = “your name”)

Click on assigned donors

	Action Fields: 
	General and Notes Tabs

1. For donor records showing a thank you call Action with Pending

2. Action Note Type: remains the same
3. Solicitor: Remove Solicitor Name
4. Completed Box: Leave as Pending
5. Status: Activity 

6. Notes Type: Action Summary
- No need to add any Action Summary..
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