
Solicitation Calendar Instructions

The purpose of the Solicitation Calendar is to schedule and manage contact points with funding sources that require a written document (proposal, application, letter, or report) to request a contribution.  The solicitation calendar is not intended to be used as a financial document.

Usage:  One entry or “row” in the excel spreadsheet refers to one action for one particular funding source.  In some cases only one entry may be necessary, however when two major actions are planned for one funding source (e.g. Inquiry to get guidelines and Proposal to request the funds) then two entries should be made in the calendar.  

The following is a description of each field (or “column”) in the calendar:

	Column Name
	Description

	Status:
	The state of a particular action.  Some of the typical status entries are:
Declined, 


Done, 


N/R (no request made), 


Pending, 


Pledged, 


Received,


Blank/no entry (to be done.)

	
	

	Funding Source:
	The name of the prospect for whom the action is planned.  
(Ensure that multiple entries for a single funding source are spelled and/or abbreviated in exactly the same manner so that sorts on the funding source column will group all of a funding source’s entries together.)

	
	

	Type:
	The type of funding source.  


c = Church


a = Corporation 


i = Individual

f = Foundation

o = Organization,

r = Religious organization

	
	

	Annual Deadline:
	The submission deadline date by which the planned action must be complete.  

· An asterisk beside a date indicates a definite deadline that was set by the funding source.  

· A date without an asterisk indicates a deadline set by the nonprofit organization based upon other factors such as past history with the funding source or the date(s) when reports are due.  

· Annual deadline entries include:  “n/a”, a specific date, quarterly, etc.

	
	

	Previous Donor:
	Indicates whether a funding source has given to the organization previously.  Previous donor entries include:  “yes”   and   “no”.

	
	

	Program:
	Indicates the particular program in which the funding source has interest and for which the request should be made.

	
	

	Working 

Date:
	The date on which the planned action should be initiated.  The working date is determined by development staff.

	
	

	Activity-Format:
	The kind of contact action planned for a funding source.  

Some of the typical Activity-Format entries are: 


Inquiry (6 – 8 weeks before due date) Conversation with funding source 

about upcoming request & appropriateness of request, confirm 

address and guidelines, etc.

Proposal/application/letter/verbal (4 weeks before due date) The written 

or verbal request

Report – (Per funder specification or 6 – 8 months after grant is 


received) Written report on grant use and program 



accomplishments sent for every grant/donation

	
	

	Date

Requested:
	The date the planned action was carried out or completed.  The date of the inquiry, a proposal or request or report.

	
	

	Amount

Requested:
	The amount of funds requested from a funding source. 

Amount requested entries include:  


A specific dollar amount, 


“TBD” (To Be Determined)


“N/A” (for those planned actions that do not involve a request for funds.)

	
	

	Date

Received:
	The date a contribution was received.  

Enter “n/a” for planned actions that do not involve a direct request for funds.

	
	

	Amount

Received:
	The amount of funds received. 

Enter “n/a” for planned actions that do not involve a direct request for funds.

	
	


Sort Order

1. Status, Working Date, Funding Source:  Groups entries together by status and then in working date order.  A blank status column indicates work to be done and lists items in date order.

2.
Funding Source, Working Date:  Groups entries for a single funding source together.  Allows assessment of whether all entries for cultivation and solicitation of that funding source have been made.

Notes:

1. When information about a contribution, decline, etc. is received the information should be recorded and new inquiry and proposal entries should be made for the next year.  

2. When a contribution is received, the received amount and date should be recorded, and a report entry should be made for an appropriate future working date.  In other words, future planned actions should be added to the calendar so that it continually “rolls out” into the future. 

3. Working dates, funding source names and status entries must be entered consistently so that their columns can be sorted.  
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