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State of Readiness Binder

Keeping your Gift Readiness Binder up-to-date and handy will allow you to answer questions from professional advisors (lawyers, accountants, notary publics, financial advisors, etc.) promptly and accurately. First impressions count!! 

Ensuring that everyone who answers the telephone or greets visitors knows what to do when planned giving questions arise adds to your credibility and competency. Remember to keep track of inquiries.

Your Gift Readiness Binder contains copies of:  

· Contact information for professional advisors whom you can rely on for advice. For example: wills/estates lawyer, tax accountant, insurance specialist, stockbroker, appraiser, surveyor, etc.

· Your one-page profile that can be faxed, emailed or mailed to prospective donors and their advisors. It includes: (see examples in Green Legacies: A Donor’s Guide for B.C.)

· Contact information including the name of your chair and/or executive director, address, postal code, telephone, fax, email and web address.

· Your organization’s legal name

· Your CRA Charitable number 

· Your mission, vision and/or purpose

· Information about your current programs, future goals and  accomplishments you are proud of 

· A brief history

· Your organization’s constitution and bylaws. 

· Your organization’s Certificate of Incorporation. 

· The certificate of name change (if name has been changed). 

· The Canada Revenue Agency (CRA) notice of charitable registration. 

· Your organization’s most recent annual financial statements. 

· Your organization’s case(s) for giving. This should clearly identify why a donor would consider giving to your mission, activities and programs.  

· Your organization’s investment policies.

· Your brokerage account number and instruction letters.

· Your board’s policies on acceptance and use of unrestricted bequests, designated/restricted bequests, other planned gifts, and endowments.

· Sample will wording that has been reviewed by your legal counsel.

· Your donor recognition policies and programs.

· CRA Form T3010, which also helps you track disbursement quota. (Ask your accountant for more information about this critical topic.)

· Your organization’s procedures for receiving and processing bequests and other gifts.

· Commemorative gift cards and other forms.

Suggested tabs to divide the binder into sections are:

Cover page

This binder was last updated on:


Person responsible for updating this binder:


Staff & volunteers who have been oriented to this binder:


Gifts:

· Large Outright Gifts of Cash


· Outright Gifts Of Tangible Personal Property


· Gifts By Will (Bequests)


· Gifts of Publicly-Traded Securities


· Gifts of Life Insurance (Irrevocable Ownership Transfer)


· Gifts of Life Insurance Proceeds


· Commemorative Gifts


Resources


Training Opportunities


For additional checklists and gift information go to www.greenlegacies.ca. 

 Telephone Call from a Potential Donor

During the telephone conversation:

· Listen to what the caller wants and respond to that first.

· Ask if the caller has a particular area of interest regarding your charity? Ask about his/her motivation for their interest in your work. Learn more about the caller’s dreams, goals, and wishes for the future. Listen carefully and make notes.

· Gently probe regarding the nature of the gift the donor is considering.

· Ask if there is information that you can provide that will assist them. Mention the various materials you have that might be useful (e.g. Green Legacies Guide, your organization’s gift planning kit, website, one-page organization profile, etc). You might also direct them to Canada Revenue Agency’s website. Help the prospective donor get all the information they need in order to follow through on making their gift.

· Find out if the caller would like a tour/visit, or to meet people in the organization who work in the caller’s area of interest? Or, would the caller like you to visit in his/her office or home?

· Suggest a visit to drop off the information. Alternatively, ask if they would like the information mailed or couriered. Indicate that you hope to have the opportunity to meet and thank the caller in person in the future.

· Confirm the caller’s name, address, telephone number, and email address.

· Make notes of the telephone call including date and time. Retain your notes on file.

Follow-up Procedures after the Telephone Call

· Open a file in the prospect’s name and retain your notes on file.

· Within one business day of the telephone call, if the caller did not wish you to deliver information in person, send an information package including:

· A thank-you letter or note to the caller

· Your charity’s correct legal name, charity business number (your one-page profile)

· Sample will wording

· Business card (contact information for appropriate person at charity)

· Mission statement

· Annual report

· Case(s) for giving

· Information about other types of planned gifts (e.g. Green Legacies Guide)

· Donor recognition information 

· Other requested information – ensure you include everything you promised in your telephone conversation

· Put a copy of your letter, and a note of all information sent to the prospect, in their file

· In your contact management system, enter a bring-forward date for a follow-up call to the potential donor

Telephone Call From a Lawyer 

During the telephone conversation:

· First and foremost, listen carefully for the information requested and ensure you respond to that. 

· Ensure that the lawyer has the correct legal name of your organization, your current contact information and your CRA number.

· Confirm the lawyer’s name, firm and contact information.

· Confirm the type of gift being considered or made.

· Ask for the name of the donor. This may not be provided if the donor wants anonymity.

· Ask the approximate age of the donor. A bequest from someone who is 75 will likely be made much sooner than a bequest from someone who is 45.

· If possible, during the telephone conversation, attempt to address the following:

· Does the lawyer’s client (the donor) have a particular area of interest regarding your charity?

· Could you forward information to the donor (directly, or through the lawyer)?

· Would the donor be interested in some form of recognition/acknowledgment 

· for the gift? 

· Would the donor and the lawyer like to be on your organization’s mailing list?

· Make notes of the telephone call including date and time. Retain your notes on file.

Follow-up Procedures After a Telephone Call From a Lawyer:

· Open a file in the name of the donor (if you know it) or the lawyer representing the donor. Retain notes of your conversation on file.

· Add the names of the donor/lawyer to your database and mailing list if this has been authorized.

· Within one business day of the telephone call, send a package including: 

· a thank-you letter or note to the lawyer 

· a thank-you letter or note to the donor (by name if you have it, or via the lawyer, if an anonymous donor)

· your charity’s correct legal name, charity business number (your one-page profile)

· sample will wording

· business card (contact information for the appropriate person at your charity)

· Your mission statement

· Your annual report

· Case(s) for giving

· Information about other types of planned gifts (e.g. Green Legacies Guide)

· Donor recognition information 

· Other requested information – ensure that you have included everything you promised in your telephone conversation

· Put copies of your letters, and a note of all information sent, in the file.

· In your contact management system, enter a bring-forward date for a follow-up call to the lawyer.

· If you have the name of the donor, in your contact management system, enter a bring-forward date for a follow-up call to the donor, and dates to attend to donor recognition and other follow-up.

Important Note Regarding Lawyers:

When an advisor calls the charity, it is often the case that the client (donor) wishes to remain anonymous. Advisors, especially lawyers, are required to protect client confidentiality. Charities are advised to respect this. Gentle probing for information might be acceptable, but pressing for it will not be appreciated. There will be occasions when the caller will not provide identity or contact information, nor will they allow you to cover all the points on this checklist.

Your main priorities are to provide the information the caller wants, and to say thank you. If the caller is open to discussing all the items on the checklist, so much the better. From a relationship building point of view, remember that this lawyer will interact with more potential donors to your organization in the future. You want to give the best possible impression of your organization in all your dealings with the lawyer. Be sure to thank him/her.

Self-Assessment: Are You Ready for a Call from a Lawyer?

· Our organization has a relationship with a lawyer and tax accountant (preferably familiar with charitable giving, tax/estate planning) who can help us promptly, knowledgably, (and possibly at a reduced or no fee) if we need advice regarding a gift or an estate.

· Our organization has developed gift acceptance policies.


· Our board has approved these policies.

· Our charity’s correct legal name, charitable business number, and contact information are kept in written form in our readiness binder and are easily accessible so we can immediately email, fax, mail, deliver, or provide this information verbally on the phone when a lawyer calls.

· We have developed sample will wording, including power to vary wording, and have had the sample wording approved by our charity’s legal counsel. It is in our readiness binder.


· We have developed procedures to be used when prospects and advisors call seeking information about bequests or other planned gifts, including: 

· procedures/checklist to follow when an advisor calls (e.g. a lawyer), and follow-up procedures in place

· procedures/checklist to follow when a prospect calls, and follow-up procedures in place

· We have filed the following materials in our readiness binder:

· Our one-page profile including full legal name and CRA number

· Our constitution and bylaws 

· Our Certificate of Incorporation 

· Our Certificate of Name Change (if our name has been changed) 

· CRA notice of charitable registration 

· Our most recent annual financial statement 

· Our investment policies

· Board policies on the acceptance and use of unrestricted bequests, designated or restricted bequests, securities, endowments and other planned gifts

· Case(s) for giving


· Donor recognition policies and procedures

· Form T3010, which also helps track disbursement quota

· Our procedures for receiving bequests 

· Contact information for professional advisors we can rely on for advice, for example, wills/estates lawyer, tax accountant, insurance specialist, real estate appraiser, other appraisers, stockbroker etc.

· We have developed a simple hard-copy filing system for donor files.

· We have developed a simple hard-copy filing system for estate expectancy files, either in the name of the donor, or if that is unknown, the name of the lawyer representing the donor.

Large Outright Gifts of Cash

	Task
	Approved by and/or signatures:
	Date completed:
	Notes:

	· Are there any restrictions or designations on the gift proposed by the donor? 
	Board of Directors
	
	Are these acceptable to organization? If not, work with the donor to resolve. 

	· How would the donor like to be recognized? 
	
	
	

	· If the proposed gift is of significant size, is it structured to maximize benefits to the donor as well as the charity? E.g. has donor been advised of tax advantages of gifts of securities?
	
	
	Refer the donor to independent professional advice before the gift is finalized.

	· Do you wish to have the gift designated as a 10 year gift in order to keep the gift out of your disbursement quota calculation? 
	Donor agreement to 10 year gift
	
	Or do you wish to use the gift before then?



	· Ensure donor writes charity’s correct legal name &  any gift designation on the cheque.
	Donor
	
	

	· Ensure that a letter from the donor is included outlining any designations or restrictions.
	Donor
	
	

	· Photocopy cheque and retain donor letters or notes, for your records.
	
	
	

	· Deposit cheque to the charity’s bank account.
	
	
	

	· Issue tax receipt to the donor for the amount of the gift. Keep a copy of the tax receipt, for your records.
	
	
	Cheques must be delivered or post-marked no later than Dec. 31st to qualify for a tax receipt for the current year.

	· The gift is complete when the cheque is delivered or mailed to the charity.
	
	
	

	· Monthly giving: issue an annual tax receipt for total amount given during the year.
	
	
	

	· Cash may also be given by will (a deferred gift). When funds are received from the donor’s estate, issue a tax receipt to the donor’s estate for the amount of the gift.
	
	
	

	· Follow acknowledgement procedures in a timely fashion.
	
	
	


See also Outright Gifts of Cash, www.Green Legacies.ca.

 Outright Gifts Of Tangible Personal Property

Tangible personal property includes virtually all physical objects such as art, books, household furnishings, equipment, collections, etc. It does not include investment assets such as real estate, stocks or bonds. Having a clear gift acceptance policy can help you encourage certain types of gifts and graciously decline others.

	Task
	Approved by and/or signatures required:
	Date 
completed:
	Notes:

	· Develop policies about acceptance of gifts of assets.
	Board of Directors
	
	Do you want to receive these gifts? If so, which type? Which will you not accept? How will such gifts be valued for receipting purposes?



	· When a gift is proposed, a charity representative should first examine the object(s) and determine whether the charity wishes to receive it.  
	
	
	Does the charity have a need or use for it? Will it be displayed, stored, sold etc? Does the charity have the resources to display, store, insure the object if required? Or resources to sell it?

	· If the charity wishes to accept the gift, have your lawyer prepare a gift deed transferring ownership of the object from the donor to your organization.
	Lawyer
	
	If the object may have appreciated in value since the donor acquired it, advise the donor to check possible capital gains implications with the donor’s advisor before the gift occurs.

	· Obtain proof that the donor is the owner of the object. If the object is of modest value, obtaining a warranty by the donor in the gift deed that s/he is owner and that there are no encumbrances may suffice.
	Donor
	
	Consider the circumstances and use your best judgment.

	· Have the donor sign the gift deed and deliver the object to the charity.
	Donor
	
	


	Outright Gifts of Tangible Personal Property Continued
	
	
	

	· If a tax receipt is required, or if the gift is clearly valuable, arrange appraisal(s) to determine the current value of the gift. When in doubt, check with CRA (Charities Directorate) before finalizing the value of the item.
	
	
	A qualified staff person of the charity receiving the gift may appraise if the value is $1,000 or less. Outside appraiser(s) are required if the value is more than $1,000 unless you have trouble finding an independent appraiser or if it involves unreasonable expense.



	· Issue an income tax receipt to the donor for the appraised fair market value of the object.
	
	
	State the donation date, description of donated object, and appraiser’s name and address on the receipt. Provide the donor with copy of the signed gift deed/documentation for his/her records.

	· Retain the signed gift deed, proof of donor ownership, appraisal(s), and a copy of the income tax receipt on your file in case CRA wants to see them in the future.
	
	
	

	· Display or otherwise use the object as per your agreement with donor.
	
	
	

	· Follow acknowledgement procedures in a timely fashion.
	
	
	


See also Outright Gifts of Tangible Personal Property, www.Green Legacies.ca.

Gifts By Will (Bequests)
	Task
	Approved by:


	Date completed:
	Notes:

	· Develop board policies on the acceptance and use of unrestricted bequests and designated/restricted bequests. 
	Board of Directors
	
	

	· Develop plain-language sample will wording for prospects and advisors. 
	Legal Counsel
	
	Consider including sample “power to vary” language regarding restricted bequests and endowments.

	· Once approved by legal counsel, print and file the sample will wording in your readiness binder, to send on request to prospects and professional advisors. 
	
	
	Ensure you are capable of rapidly emailing, faxing, mailing, or hand-delivering it in hard-copy form. Include it in your gift planning brochure.

	· Develop procedures to be used when prospects and advisors call seeking information about bequests.
	
	
	See telephone call from lawyer checklist (above).

	· When you are notified about an impending bequest by the estate executor/trix, set up hard-copy estate files.
	
	
	

	· Notify your organization’s legal counsel. 
	
	
	

	· Confirm the bequest amount and the expected timing of the receipt of the gift.
	
	
	

	· Set up a calendar reminder system in order to track the bequest.
	
	
	

	· Develop an estate file checklist to ensure that all required estate documentation is obtained (for example, copy of will, releases, estate accounts, etc.), reviewed properly, and handled promptly.

· 
	
	
	This also helps ensure that all estate distributions have been received, acknowledged, and receipted in a timely way.  

	· On receipt of the gift, acknowledge receipt and that the gift will be used in accordance with the donor’s wishes.
	
	
	Acknowledge the gift to the family of the donor, directly or through the executor/trix.

	· Issue a tax receipt when applicable.
	
	
	


See also Charitable Bequests, www.greenlegacies.ca. 

 Gifts of Publicly Traded Securities
	Task
	Approved by:


	Date completed:
	Notes:

	· Develop policies regarding acceptance of publicly traded securities, including how you will value these gifts for tax receipting purposes, and whether you will immediately sell or retain the securities when received.
	Board of Directors
	
	

	· Establish a relationship with a reputable broker or portfolio advisor. 
	
	
	Understand how gifts of publicly traded securities are processed (e.g. timing re electronic transfer of shares).

	· Open a brokerage account for your organization to receive these gifts.
	Board of Directors resolution
	
	You may need to obtain board resolution to open an account.

	· Provide your advisor with a standing letter for your file regarding the handling of securities transferred into your account. 
	
	
	For instance, orders to sell immediately, or hold until the advisor receives your instructions. 

	· Provide a form for an instruction letter to be used by the donor. It will instruct the donor’s broker to electronically transfer securities from his/her account to your organization’s brokerage account. Indicate any designation for the gift. 
	Donor to sign & transmit to their broker with copy to you.
	
	Give this to the donor to sign and transmit to their advisor. Ask for a copy for your files. Ensure the donor specifies a date by which the transfer should take place.

	· File policies, trading resolutions, procedures and other important documents in the “publicly traded securities” section of your readiness binder.
	
	
	Trading resolutions are board resolutions to open an account and/or set out the limit of advisor’s authority.

	· Ask your broker to notify you in writing when securities have been received in your organization’s brokerage account and to confirm the number of shares and the price. 
	
	
	

	· Confirm your organization’s policy on the disposition of shares. 
	
	
	If it is your policy to sell immediately, instruct your broker to sell the shares and forward the sales proceeds to your organization.  

	· Track the transfer and if there are delays, follow-up with your advisor and the donor.
	
	
	

	Gifts of Securities

Continued
	
	
	

	· Issue an income tax receipt to the donor, as per your valuation policies. (Your broker should confirm the value of the shares at the date of transfer
	
	
	Also put information on the receipt identifying this as a gift of shares, name of company, quantity of shares, the price, and the date the shares were received in your organization’s brokerage account.

	· Review brokerage trading statements for accuracy as soon as you receive them from your organization’s broker. Retain all trading statements for your records.  
	
	
	Don’t hesitate to contact your broker to clarify any questions about the statement.

	· Year end: ensure you know when brokerage offices are open, and the last eligible trading date before year end. Ask your broker. Ensure they will be available to handle transactions during this period. Warn donors about tax receipting issues at year end.
	
	
	Most gifts are made at year end!  Mutual funds often take longer to transfer than company shares. Factor this into your planning, especially as you approach year end.

	· Follow acknowledgement procedures in a timely fashion.
	
	
	


See also Outright Gifts of Publicly-Traded Securities to Public Charities, www.greenlegacies.ca 

Gifts of Life Insurance (Irrevocable Ownership Transfer)


	Task
	Approved by and/or signatures:
	Date completed:
	Notes:

	· Make the decision to accept insurance gifts involving irrevocable transfer of ownership.
	Board of Directors
	
	

	· Develop gift acceptance policies.
	Board of Directors
	
	

	· Learn about the different types of life insurance. Develop relationship with reputable life insurance advisor.
	
	
	

	· If such a gift is offered, determine the type of policy and its status.
	
	
	For example, is it:

· fully paid?

· partly paid?

· a new policy?

	· Ensure the donor has obtained independent professional advice.
	
	
	There can be tax consequences on gifts of policies having cash value.

	· Advise the donor to speak to his/her life insurance agent about signing papers to irrevocably transfer the ownership of the policy to your charity and irrevocably name your charity as policy beneficiary. 
	Donor, Donor’s life insurance agent
	
	Ensure the donor understands the gift is irrevocable and that they will need to continue paying the premiums on the policy. Give charity’s correct legal name to donor and to agent.

	· After donor has signed the transfer papers, obtain letter from the life insurance company re: cash value (if any) of donated policy as of donation date. 
	Letter from life insurance company
	
	Retain letter on file as proof of the policy’s value (if any) when donated.

	· Obtain policy from life insurance company and written confirmation that your charity is shown as the owner of the policy and as the irrevocable registered beneficiary of policy. Retain this material on your file.
	
	
	Check to ensure charity’s correct legal name has been registered in both instances.

	· If the policy had a cash value as of donation date, issue a tax receipt to the donor for that value, as per confirmation letter from the life insurance company. Retain confirmation letter and copy of tax receipt on your file.
	
	
	Indicate on receipt that it represents cash value of the life insurance policy donated, with the insurance company’s name and policy number.

	Gifts of Life Insurance

Continued
	
	
	

	· Set up a calendar reminder system for premium payments. Remind donor before due dates.
	
	
	

	· Review and retain on file all statements from the life insurance company, as received. Check statements to ensure premium payments are being kept up-to-date by donor. 
	
	
	If any are missed, follow up immediately with the donor and the life insurance company.

	· Year end: At beginning of each calendar year, obtain letter from the life insurance company confirming the total amount of premiums paid by the donor during the previous year.
	
	
	

	· Issue an income tax receipt to the donor for annual premiums paid by the donor, as per the confirmation letter from the life insurance company.
	
	
	State on the receipt that it represents [name year] premium payments, with the insurance company’s name and policy number. 

	· Retain confirmation letter and copy of tax receipt on your file.
	
	
	

	· Notify life insurance company of any charity contact or address changes.
	
	
	

	· On death of the donor, notify the life insurance company so they know the death benefit is payable (and where to send it).
	
	
	Insurance company will require death certificate before releasing proceeds. Obtain through executor. No receipt is issued to donor’s estate.

	· Follow acknowledgement procedures in a timely fashion.
	
	
	


See also Gifts of Life Insurance (Ownership Transferred to Charity), www. Green Legacies.ca

Gifts of Life Insurance Proceeds

	Task
	Approved by and/or signatures:
	Date completed:
	Notes:

	· Develop gift acceptance policies 
	Board of Directors
	
	

	· When approached at the time of being named the beneficiary, advise donor to obtain independent professional advice.
	Donor’s life insurance agent, financial planner
	
	

	· Give charity’s correct legal name to donor and to agent.
	
	
	

	· On the death of the donor, issue a tax receipt to the donor’s estate for the proceeds received under the policy..
	
	
	Indicate on receipt that it represents cash value of the life insurance policy donated, with the insurance company’s name and policy number.

	· Notify the donor of any charity contact or address changes.
	
	
	

	· On death of the donor, notify the life insurance company so they know the death benefit is payable (and where to send it).
	
	
	Life insurance company will require death certificate before releasing proceeds. Ask executor to supply.

	· Follow acknowledgement procedures in a timely fashion.
	
	
	


See also Gifts of Life Insurance Proceeds, www. Green Legacies.ca

Commemorative Gifts
	Task
	Approved by and/or signatures required:
	Date com-pleted:
	Notes:

	· Develop commemorative gift and donor acknowledgment policies. 
	Board of Directors
	
	Design commemorative giving opportunities appropriate to your organization. Consider, for example, establishing endowment funds in a deceased person’s name, opportunities for matching gifts, and workplace giving. 

	· Develop support materials, for example, letters or cards to send to donors, and to the person and/or family of the person commemorated.
	
	
	

	· Consider appropriate promotion opportunities. If establishing a special fund, work with the family of the deceased person to identify prospects who would welcome the opportunity to give in his/her memory.
	
	
	For example, a newspaper obituary and/or biography encouraging contributions in memory of a deceased person. Appeal to the existing donor base.

	· Consider relationship-building possibilities with some contributors (especially those who make significant gifts), the family of the person comme-morated, and people who send in particularly positive letters or notes indicating an emotional connection to the person commemorated and your cause.
	
	
	

	· Make copies of cheques, letters/notes received, and other documentation and retain for your records. 
	
	
	(See also Outright Gift of Cash checklist).  

	· Issue a tax receipt to the donor for the gift and send an acknowledgment letter or card to the donor. Keep copy of receipt, letter/card for your records.
	
	
	

	· Send an acknowledgment letter or card to the family of the person commemorated.
	
	
	Consider privacy issues before advising next-of-kin of identity of donors.


	Commemorative Gifts

Continued
	
	
	

	· Be open to other commemorative opportunities that you may not have thought of, suggested by donors or others. Build the relationships further.
	
	
	

	· Encourage donors to include commemorative gifts in their will.
	
	
	

	· Follow acknowledgement procedures in a timely fashion.
	
	
	


See Commemorative Gifts, www.Green Legacies.ca.

Resources


Green Legacies Project:

· www.greenlegacies.ca (being updated in 2007.) 

· Green Legacies: A Donor’s Guide for B.C. While focused on British Columbia, most of the information contained in the Guide is applicable across Canada. When ordering, ask for an equivalent number of Green Legacies Update inserts, which updates materials in the guide (published 2002) to 2004. Order from: 

Habitat Conservation Trust Fund

250-387-9853 extension 4

plus shipping (28 copies to a box)

Books for Your Library

· Burk, Penelope. Thanks! A Guide To Donor-Centred Fundraising. Burk & Associates Ltd., 2000

· Foster, Sandra. You Can’t Take It With You: The Common-Sense Guide to Estate Planning for Canadians, Second Edition. Wiley ISBN: 0-471-64242-8 

· Gray, Douglas Gray and John Budd. The Canadian Guide to Will & Estate Planning, Second Edition. McGraw-Hill Ryerson. ISBN: 0-07-0894396  – 2002
· Clodman, Sherry and Edward Pearce. PLANNED GIVING: Making it Happen Volume 1:  Managing Your Planned Giving Program; Volume 2: Marketing Your Planned Giving Program. Available through Canadian FundRaiser 39A Crawford Avenue, Toronto, Ontario M6J 3V1 Ph.: 416-345-9403 or F: 416-345-8010
· Minton, Frank and Lorna Somers. Planned Giving for Canadians.  Somersmith. ISBN 0-9698253-0-7 Order by phone: 905-689-2538 or e-mail: service@PlanGiv.com (Out of print but very helpful.)
· Klein, Kim. Fundraising for the Long Haul. Chardon Press, 2000 & 2001

· Ibid: Fundraising for Social Change
· Estate Guide for the Not-for-Profit Beneficiary. 2003. Order through www.cagpvancouver.ca
· Mungall, Constance. Probate Guide for BC. 19th edition. Self-Counsel Press. www.self-counsel.com
· Sturtevant, William. The Artful Journey: Cultivating Bonus Books Inc., 1997
· Ibid: Soliciting the Major Gift. 
Online Resources

	www.charityvillage.ca
	Charity Village, online fundraising courses and resources

	www.niagaracommunityfoundation.org
	Niagara Community Foundation, Creating a Planned Giving Program, A Legacy Building Plan for Small to Medium Community Based Organizations.

	www.cagp-acpdp.org

	Canadian Association of Gift Planners. Leave a Legacy. Members' resources, links.

	www.imaginecanada.ca
	Imagine Canada. Library of resources.


Canada Revenue Agency - Charities Directorate

You can reach the Charities Directorate at the following telephone numbers:

· 954-0410 for local Ottawa calls (English)

· 954-6215 for local Ottawa calls (bilingual)

· 1-800-267-2384 for toll-free, long-distance calls (English)

· 1-888-892-5667 for toll-free, long-distance calls (bilingual)

· 1-800-665-0354 for toll-free service for hearing impaired persons

· Fax numbers (613) 948-1320 and (613) 954-8037

The website lists all registered charities and provides a list of resources for charities.

http://www.cra-arc.gc.ca 
Professional Associations

Association of Fundraising Professionals (AFP)

AFP provides resource materials on all aspects of fundraising, annual conferences, directories, certification, and regional chapters. AFP is worthwhile joining for the training, networking and mentoring opportunities. For information on the local chapter nearest you, Google “Association of Fundraising Professionals”. Most major cities in Canada have a chapter and each has its own website.

1101 King Street, Suite 700, Alexandria, VA 22314-2967

Tel: 1-800-666-3863, ext. 496 

Fax: 703-684-0540

e-mail: rcenter@afpnet.org 

www.afpnet.org

Canadian Association of Gift Planners

A professional association for planned giving officers focused on legacy giving, CAGP offers excellent resources and training programs, an annual conference, and training and certification. The sponsor of the LEAVE A LEGACY program in Canada. Regional Round Tables organize networking events and host educational speakers. The CAGP website has a link to Regional Round Tables, or Google “Canadian Association of Gift Planners” to see if there is a Round Table near you.

408 Queen Street, Suite 300, Ottawa, ON K1R 5A7

Tel: 613-232-7991, 1-888-430-9494

Fax: 613-232-7286

www.cagp-acpdp.org
membership@cagp-acpdp.org (Membership Coordinator)

Training Opportunities

Canadian Association of Gift Planners
www.cagp-acpdg.org
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	Entry to Advanced
	No web-based training
	Yes, for members
	Yes, online bookstore
	Yes, informal through Round Tables

	
	
	

	Entry level
	Local roundtables offer speakers, courses.
	Cost: varies

	Advanced 
	Canadian Gift Planning Course. One week intensive planned giving course, self described as the boot camp for planned giving professionals. 
	Cost: $1150 plus membership $240 (2006 $)


The Canadian Association of Gift Planners (CAGP) is a not-for-profit national association for professional gift planners and interested professional advisors to donors. Local chapters called round tables are active in major centers. CAGP membership benefits include an online library/resource centre. An online bookstore is available to the public. CAGP has the license for the Leave a Legacy program, in turn licensing local round tables to offer program materials and occasional training opportunities.

Certified Fund Raising Executive
www.cfre.org
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	Advanced
	N/a
	No
	No
	No

	
	
	

	Advanced level
	Certification is awarded based on an exam, professional development activities, education, professional experience, and submission of work. Candidates must also adhere to the Donor’s Bill of Rights.
	Cost: $US 425-660 


The Certified Fund Raising Executive is a not-for-profit US based, international association that offers a voluntary certification process based on current and valid standards that measure competency in the practice of philanthropic fundraising. Applicants must be in a paid position with 5 years experience, and must have a determined numbers of hours of continuing education credits prior to applying.

Sustainability Network
www.sustain.web.ca
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	All
	Online courses on hold at this time.
	No
	Online reports
	No

	
	
	

	Intermediate 
	Greenability. Online fundraising training. 
	On hold. 


The Sustainability Network works with environmental non-profits to make them more effective and efficient. By improving management and leadership skills and fostering organizational development, the Network helps to strengthen the environmental community. It operates in Ontario, the Prairies, Atlantic Canada and Alberta. 

National Committee on Planned Giving
www.ncpg.org
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	All
	Online seminars
	No
	Online resources can be ordered
	Not apparent

	
	
	

	Intermediate to Advanced
	National online seminar series
	$US 269 (2006)

	All 
	Online calendar of events in US
	n/c


The National Committee on Planned Giving (NCPG) is the US-based not-for-profit membership organization for professional fundraisers involved with planned giving. NCPG created and licenses the Leave a Legacy program. It offers an annual conference, online seminar events and a training/events calendar. 

Association of Fundraising Professionals
www.afpnet.org
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	
	Online courses available
	
	Bookstore
	Not known

	
	
	

	Entry – intermediate
	Essential of Fundraising. Five 3-hour sessions
	

	
	First Course in Fundraising. Available online. 
	

	
	CFRE review course. Available online
	


The Association of Fundraising Professionals is a US based not-for-profit organization that has 14 Canadian chapters in most major centers, with approximately 20,000 Canadian members. It offers courses and conferences. In 2004 it held a Faculty Training Academy in Calgary, resulting in a number of members who are interested in providing training services. The website hosts an events calendar (US based). 

IMPACS
www.impacs.org
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	All
	
	
	Resource centre
	

	
	
	

	All
	Ready, Set, Go online 2-hour workshops on communicating messages 
	Cost: $55


IMPACS (Institute for Media, Policy and Civic Society) offers training and assistance to organizations to help them get their messages out. They offer workshops, have a resource centre and provide consulting services.

Charityvillage.ca
www.charityvillage.ca
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	Entry
	Yes
	
	Online resources
	Not known.

	
	
	

	Entry
	Online entry-level fundraising courses
	Cost: $97

	Entry
	Policies & Procedures
	Cost: $97

	Entry
	Planned Giving Introduction
	Cost: $97


Charity Village.ca is a for-profit online resource for charities across Canada. It offers fundraising courses online for charities, including an introductory gift planning course.

Regional training delivery organizations

Hollyhock Leadership Institute
www.hollyhockleadership.org
	Training levels
	Web-based
	Library
	Resources
	Mentoring

	All
	No
	
	Online resources
	Not known

	
	
	

	Entry level
	Green Legacies planned giving course. TBA. 
	To be determined

	Intermediate to Advanced
	Retreat workshops, e.g. Lynn Swifts course
	


Hollyhock Leadership Institute (HLI), a not-for-profit organization, offers courses to environmental and social justice non-profit organizations in British Columbia.

Other Regional Programs

In each region of Canada there are additional organizations that are offering learning opportunities through their funding, annual meetings, occasional seminars/workshops, and/or online resources. Some examples are:

· A.D. Latornell Symposium, Ontario

· The Sustainability Centre (POD), BC

· Quebec annual stewardship sessions, Quebec

· TREK, BC (only for those groups that are funded by the Wilberforce Foundation)

· Saskatchewan Network of Watershed Stewards

· Quebec Labrador Foundation (Atlantic Stewards)

· Pacific Salmon Foundation (BC)

· Atlantic Salmon Federation 

Colleges & Universities

Several colleges in Canada offer fundraising training:

· Algonquin College (Ottawa)

· BCIT (Vancouver) Some online courses available
· College of the North Atlantic (St. John's)
· Grant MacEwan College (Edmonton)
· Mount Royal College (Calgary)
· Nova Scotia Community College (Halifax)
· Ryerson University (Toronto)
Personal Action Plan

My Name: 


My Organization:


Today’s Date: 


	Basic Preparedness

The first steps I will take so my organization will be ready to receive any type of planned gift are:
	Deadline

	First Tasks:


	Complete by:




	Planned giving method we want to be ready for
	The first steps we need to take to be ready to receive
	Deadline

	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:





	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:




	Type of gift planning:


	First Tasks:


	Complete by:





Workshop Evaluation

Being Ready to Receive Planned Gifts

(Level One: Basic Planned Gifts)

A Workshop for Green Charities

Date: 


Location: 


Please complete this questionnaire before you leave the workshop. You do not need to identify yourself. Your honest feedback is important to us. Thank you.

1. What words best describe the workshop? (choose as many as you like)

· Excellent

· Awful

· Inspiring 

· Dull

· Comprehensive

· Confusing

· Skimmed the surface

· Overwhelming

· Well structured

· Worthwhile 

· Waste of time

· Too short

· Too rushed 

· Too slow 

· Well paced 

· Boring

· Too detailed 

· Productive 

· Not productive 

· Unsatisfactory

· Stimulating 

· Informative 

· Satisfactory

Other: 


2. Please check the appropriate rating for each of the following on a scale of 1-5, with 1 being excellent:

	
	Excellent
	Good
	Adequate
	Poor
	Very unsatisfactory

	Session overall
	
	
	
	
	

	Facilitator


	
	
	
	
	

	Hand-outs & resource materials


	
	
	
	
	

	Exercises


	
	
	
	
	

	Facility


	
	
	
	
	

	Food


	
	
	
	
	

	Cost of the workshop


	
	
	
	
	


3. What part of our time together today was the most relevant for you?

4. What was the least useful for you?

5. How would you rate the facilitator?

	
	Excellent
	Good
	Adequate
	Poor
	Very unsatisfactory

	Presentation style


	
	
	
	
	

	Positive & empowering

Approach


	
	
	
	
	

	Sensitivity to participant

needs


	
	
	
	
	

	Explained using clear

examples, answered

questions well


	
	
	
	
	

	Kept discussions on

track and focused


	
	
	
	
	


Comments:

6. This session met my expectations (Circle number)

	High
	
	
	
	Low

	5
	4
	3
	2
	1


Why or why not?

7. The level of knowledge about basic planned gifts that I had before today’s session:

	High
	
	
	
	Low

	5
	4
	3
	2
	1


Comments:

8. The level of knowledge that I now have, having participated in this workshop:

	High
	
	
	
	Low

	5
	4
	3
	2
	1


Comments:

9. How has this workshop changed your views about gift planning?

10. What is your priority for action? What do you see as the first broad step(s) for your organization?

11. Do you have any suggestions for improving any future workshops or events supported by Green Legacies? Additional observations, comments, suggestions or thoughts you would like to share:

Please return to facilitator.
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Participants’ Package


