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Disclaimer

The information in the Green Legacies Guide and the material prepared for this workshop is intended as an introductory general overview and does not constitute legal or tax advice. The accuracy of this information cannot be guaranteed as applicable federal and provincial laws, and Canada Revenue Agency regulations and interpretation bulletins change from time to time. Users are advised to check the Canada Revenue Agency website frequently and sign up for their periodic newsletters to ensure they are up-to-date. Those new to gift planning are advised, before undertaking a gift planning transaction, to consult appropriate professional advisors (lawyer, tax advisor). Potential donors should always be advised to consult with their legal and tax advisors before making any type of planned gift.

Preparation of this Workshop Guide

The materials in this guide draw together the expertise of lawyers, tax advisors, gift planners and fundraising professionals.  Early versions of the checklists contained in this guide were developed in 2003 by lawyer and donor advisor Murray Landa. This workshop curriculum was designed by trainer and fundraising professional Lorna Visser (Carmanah Strategies) and edited by Nora Layard (Green Legacies Project Coordinator).  

Reviewers include:  

Hollyhock Inst.? ___ 

Sustainability Network? _______ 

Canadian Association of Gift Planners? ______.  

Murray Landa

Carla Funk,  
Marilyn Kerfoot

We thank them for their input and support.

Guide contents

The guide you hold in your hands is designed for you, the presenter, to use to facilitate a one-day workshop that focuses on “being ready to receive” six basic planned gifts. Gifts of cash and tangible assets, life insurance proceeds where the charity is the named beneficiary, life insurance where there is irrevocable transfer of policy ownership to the charity, gifts through bequests, and commemorative gifts will be examined, as well as introductory topics related to gift planning. 

You will find:

· an introductory section, to provide the context and parameters for this workshop. Information is provided about the design of the workshop, presentation techniques and the Green Legacies Project. 

· the workshop curriculum that includes the recommended timing, expected learning outcomes, presenter notes, discussion aids and exercises.

· the participants’ package that includes:

· Green Legacies: A Donor’s Guide in BC 

· Agenda 

· Checklists for each type of gift 

· “Personal Action Plan”

· List of additional resources 

· List of training opportunities

· Workshop evaluation form 

Introduction to this workshop

The Green Legacies Project

The Green Legacies Project encourages philanthropy to environmental, conservation and stewardship groups in Canada. It does this by raising awareness of green giving opportunities with professional advisors such as lawyers and tax planners, encouraging potential donors to give, and building the fundraising capacity of recipient organizations.

This workshop has been prepared by the Green Legacies Project to build gift planning capacity and competency in Canada’s nature conservation and stewardship community. It draws together and expands on workshop materials prepared as part of a pilot project undertaken by the Green Legacies project in the province of British Columbia. The curriculum is designed to prepare organizations to competently receive and administer basic gifts and to encourage further learning through other workshops, online courses, and membership in professional associations. While it is not a course about setting up a gift planning outreach program, it will lead participants towards new understandings about donor relations, accepting gifts, working with professionals, and next steps for building organizational capacity.

The Green Legacies Project is working at several levels. This workshop focuses on recipient organizations, to ensure they are ready to receive gifts and interact with donors and professional advisors. Communications strategies are being developed to reach out to the 93% of Canadian donors not yet giving to the environment. Ways to reach professional advisors with information about green philanthropy, including the benefits derived from Ecological Gifts, are also being pursued.

As of November 2006, the Project is working to update and expand the website originally created for the B.C. project (www.greenlegacies.ca). It will provide more how-to information as well as useful templates to help organizations negotiate the many gift planning approaches they may encounter. A national version of “Green Legacies: A Donor’s Guide for B.C.” will be published. Please note that the existing B.C. website, guide and guide update are being used for this workshop. Additional copies of the book can be ordered and/or downloaded online. 

Workshop Objectives

The Green Legacies Project seeks to help Canada’s nature conservation and stewardship groups secure their future through gift planning. It encourages organizations to create diversified revenue streams, thereby strengthening themselves and the sector. Canada needs our sector working at full capacity to effectively address the issues facing us all. A more complete rationale for these objectives is found in the curriculum section titled The Gift Planning Opportunity.

This workshop will raise the knowledge level and capacity of conservation and stewardship organizations in Canada to effectively engage in gift planning. Participants who complete this short course will:   

· Have access to a suite of basic gift planning tools and know how to use them;

· Understand the need to build relationships with their donors and members; 

· Become motivated to expand their program beyond passive receipt of gifts to active solicitation of gifts; and 

· Become advocates for gift planning with their peers in the sector.

Learning Outcomes 

Based on the objectives listed above, workshop participants will:

1. Understand how six basic gift planning tools work 

2. Feel confident of their ability to receive these gifts

3. Be ready to put administrative systems in place in their organization to accept these gifts

4. Know where to seek help to develop gift acceptance policies

5. Understand basic information about the Canada Revenue Agency disbursement quota and how planned gifts can affect it

6. Know when to consult a professional advisor for assistance 

7. Know how to interact with donors and professional advisors at first contact

8. Know where to seek additional information, peer networking and training

9. Have a personal action plan for moving gift planning ahead in their organization

Target Audience 

This workshop was designed for adults who work in environmental, conservation and stewardship organizations in Canada who are most likely to be involved with receiving planned gifts. Depending on the size and scope of the organization, participants might be staff members (executive directors, financial officers, development directors, fundraising staff, receptionists or other front-line personnel who take incoming inquiries, etc.) or volunteers (board members, fundraising committee members, capital campaign volunteers, etc.). It is designed for mature and motivated learners.  

Language

This guide is currently available only in English. Options for a French translation for use in Quebec and French-speaking communities/organizations are being explored.

Workshop design

This workshop is designed to:

Encourage horizontal learning:

In designing this workshop, it is our intention to draw out the knowledge and experiences of the participants, so they can learn from each other as well as the instructor. It is anticipated there will be significant interaction during the course of the day in the form of questions from participants, peer-to-peer learning in the form of classroom discussions, and peer learning in small group discussions. We are hoping to stimulate horizontal learning opportunities (teacher and students learn together) rather than solely vertical learning (knowledge flows from teacher down to students). This workshop allows time for this and provides discussion aids.

Respect participants’ varied learning strengths:

The workshop is designed to engage participants with a variety of learning strengths. These include learning from concrete experience, reflective observation, abstract conceptualization and active experimentation
. Therefore, an exercise that draws on strengths in concrete experience (for example learning by relating to people through games or role plays and experiencing peer feedback), may not appeal as much to a participant whose learning strengths are in abstract conceptualization (theory readings, study time alone, logical analysis of ideas). A balance has been sought and some material in each style, and some in a melding of styles, has been provided.

Build confidence

Fundraising, with its inherent requirement that people ask for money, can be a distressing and uncomfortable task for many. It is recognized that fundraising, and the topic of money in general, is often a sensitive issue. There are other excellent workshops available for “getting over the fear of fundraising”. Furthermore, gift planning carries with it an aura of complexity and even mystery that can be daunting. Some participants may approach being in this workshop with feelings of inadequacy or fear.  

An objective of this workshop is to reassure participants that being prepared to receive planned gifts is a simple, non-threatening process. The workshop is designed to build learners’ confidence and capability, and to encourage the development of peer support networks.

Presenting this workshop  

Time-frame for the day

This guide describes a format for a one-day workshop.  It is predicated on a day beginning with registration and coffee at 8.30 am, a 9.00 am start time, a 45-minute lunch break with lunch provided in-classroom, and a 4:30 pm finish.  

The actual times may have to be adjusted according to the specific needs of each group. Please make adjustments as necessary. There may not be time to cover all the content, depending on the existing knowledge level of the group and the time required to answer questions. It is more important that participants have an inspiring and empowering experience than that you cover every section. 

Class size

This workshop is designed for an ideal class size of 20 to 40 adult learners. However, it can be modified for a small group (6 to 8 participants, in which case the participants can form a single discussion group for the break-out exercises). In the case of a larger group (i.e. more than 40 people) there will be limited time for all the breakout groups to share their experiences.  

Workshop Host Duties

You can expect the workshop host to have taken care of promoting the workshop, and organizing the venue, set-up, refreshments, registration, and provision of materials. Liaison with the host will be important to make sure that any changes to the room set-up or agenda are accommodated.

Preparation check-list 

Well in Advance:

· Thoroughly familiarize yourself with the materials in this workshop guide.

· Familiarize yourself with the Green Legacies Guide and its Update, and review the sections describing the gift planning options.

If possible, on the day/evening before the workshop:

· Locate and scope out the meeting room. 

· Address any deficiencies with the host. 

· Prepare flipchart sheets for break-out sessions.

Morning of the workshop:

· Arrive early (7:30 a.m.) to ensure the room arrangement is suitable. Rearrange chairs/desks as required. (Tip: Remove chairs from back of the room to encourage participants to sit closer to the front.)

· Be ready to greet participants by 8:30 am

Workshop Agenda

	Time
	Activity

	8.30 – 9.00 am
	Registration

	9.00 – 9.15 am
	Opening

	9.15 – 9.30 am
	Introductions

	9.30 – 9.45 am
	Green Legacies Project & the Host Organization(s)


	9.40 – 9.55 am 
	Setting the Context


· The Gift Planning Opportunity


· The Challenge


	9.55 – 10.15 am
	Gift Planning


· Acceptance policies


· Finding professional advisors


	10.15 – 10.30 am
	Refreshment Break

	10.30 – 10.45 am
	Gift Planning Readiness Considerations


Beyond Readiness


	10.45 – 11.15 am
	State of Readiness Binder

	11.15 – 11.30 am
	Large Outright Gift of Cash


	11.30 – 12.00 noon
	Disbursement Quota


	12.00 – 12.45 pm
	Lunch Break


	12.45 – 1.00 pm
	Managing First Contacts

· Call from a Donor


· Call from a Lawyer


	1.00 – 1.30 pm
	Outright Gifts of Tangible Personal Property


	1.30 – 2.00 pm
	Bequests (Gifts by Will)


	2.00 – 2.20 pm
	Gifts of Securities


	2.20 – 2.35 pm
	Refreshment Break

	2.35 – 3.05 pm
	Gifts of Life Insurance


	3.05 – 3.30 pm
	Commemorative Gifts


	3.30 – 3.35 pm
	Resources


	3.35 – 3.40 pm
	Training & Networking Opportunities


	3.40 – 3.50 pm
	Personal Action Plan


	3.50 – 4.20 pm
	Integration


	4.20 – 4.30 pm
	Wrap-up & Workshop Evaluation



The Workshop
Registration

	Time
	Learning Objectives
	Topic(s)
	Methods

	8.30 – 9.00 am

(30 minutes)
	To feel welcomed
	Personal introductions
	· Greeting

· Networking

· Cup of coffee


Presenter’s Notes:

Registration and coffee. Participants will be encouraged to arrive at 8:30 am to allow time to get their nametag, settle in, get coffee and start networking.

You are encouraged to greet participants in order to make everyone feel welcome and comfortable — you will all be learning from each other today. Please invite participants to meet each other.
Notes:

Welcome & Logistics


	Time
	Learning Objectives
	Topic(s)
	Methods

	9.00 – 9.15 am

(15 minutes)
	To be oriented to the program and venue
	· Review logistics

· Review agenda

· Review Norms

· Questions or special needs

· The Green Legacies Project - introduction 
	· Introduce facilitator (workshop host)

· Presentations

· Q&A

· 


Presenter’s notes:

· Review logistics:

· Washrooms

· Emergency exits

· Lunch and refreshment arrangements

· Finishing time

· Review agenda:

· Review material to be covered.

· Explain what this workshop is and is not, and where to get information if it will not be covered today.

· Check in with participants. Is this what you were expecting? Specific topics you want addressed?

· Introduce Personal Action Plan.

· Norms:

· Brainstorming (all ideas are welcome)

· Confidentiality (feel free to share, others please keep it in the room)

· Donor names (don’t use)

· Cell phones (turn off)

· What else?

· Questions or special needs?

Notes:

Introductions

	Time
	Learning Objectives
	Topic(s)
	Methods

	9.15 – 9.30 am

(15 minutes)
	· Familiarize and relax participants

· Reveal participants’ expectations and  knowledge level 

· Begin to facilitate estabishment of informal peer networks


	· Who’s here?

· Introductions


	· Go around room and ask participants to introduce themselves and their reasons for attending

Optional approach: 

· In a small group (less than 15) participants can pair off and introduce their partner


Presenter’s notes:



Notes:

The Green Legacies Project & the Host Organization(s)

	Time
	Learning Objectives
	Topic(s)
	Methods

	9.30 – 9.45 am

(5 minutes)
	· Meet the workshop hosts 

· Learn about the Green Legacies Project 
	· The workshop host(s)

· The Green Legacies project 


	· Presentation


Presenter’s notes:

1. The Workshop Local Host(s)

· Introduce the workshop host(s) 

· Describe their work and their interest in gift planning/capacity building

2. The Green Legacies Project

· Introduce the Green Legacies Project

“Helping Canada’s environmental groups secure their future through gift planning.”

Green Legacies is a collaborative project designed to encourage philanthropy to environmental, conservation and stewardship groups, and raise awareness of green giving opportunities with donors and their professional advisors such as lawyers and tax planners. It started in B.C. in 1999 and is now a national project. 

This workshop is one of a series of workshops being piloted in BC, and is part of a 3-pronged strategy to increase green philanthropy. These prongs are:

· Building capacity within the environmental non-government community to receive and solicit planned gifts,

· Developing an effective communications plan to encourage Canadians to give to environmental, conservation and stewardship organizations, and

· Helping professional advisors to donors (e.g. lawyers, accountants) increase their understanding of green philanthropy. 

Since 1999, the Green Legacies project in British Columbia has been at work spreading the “green giving gospel.” Approximately 5,000 copies of “Green Legacies: A Guide for Donors in B.C.” have been distributed to estate lawyers, accountants, tax advisors and other allied professionals in B.C., as well as to environmental conservation and stewardship groups for use as a donor development tool. A series of gift planning courses were held in B.C., and a website was developed (www.greenlegacies.ca) in order to provide easy access to gift planning information, as well as a searchable directory of green charities in that province.

Building on the successes, challenges and lessons learned from the B.C. pilot project, in 2006 the steering committee decided to take the Green Legacies idea to a national stage. A new National Green Legacies publication (both hard-copy and electronic) that is applicable to all regions of the country will be produced to provide information on gift planning.  The website will be rebuilt and expanded to provide more how-to information, as well as useful templates to help organizations negotiate the many gift planning approaches they may encounter.

Notes:

Setting the Context 

	Time
	Learning Objectives
	Topic(s)
	Methods

	9.40 – 9.55 am

(15 minutes)
	· Understand the current gift planning opportunity

· Understand why it is important to be ready to receive gifts
	· The current green giving landscape

· The current gift planning opportunities 

· Why groups need to be ready to receive gifts
	· Presentation

· Group discussion about being ready to receive


Presenter’s Notes 

The Gift Planning Opportunity

Please review “Environmental Philanthropy in Canada: Situation Analysis and Opportunities for Growth”, prepared for the Green Legacies Project and Tides Canada Foundation, 2006 for background information.  Available in PowerPoint.

Presentation: 

As Canadians become more sophisticated about their financial planning, there is an emerging interest in gift planning. This is particularly true in the population of Canada that is graying. Estate planning becomes increasingly important as people age. By mid-century, 1 in 5 Canadians will be age 65 or older AND by that age, those people will have inherited the wealth of their parents. By encouraging philanthropy and gift planning, we can take advantage of the intergenerational transfer of wealth that is taking place as the baby boomers inherit.  
Key points regarding the gift planning opportunity at this time:

· November 2006 polling places environment at the top of the list of Canadians’ concerns.

· Canada is in a bull market for gifts of securities. Recent tax changes eliminating capital gain inclusion make this an attractive way to give.
· A large percentage of the 22 million Canadians who made a financial donation to a charitable or other nonprofit organization in 2004 are also potential green donors. 

· Thousands of Canadians are already affiliated with Canada’s approximately 4,400 environmental non-government organizations (ENGOs). 

· ENGOs are seen as credible sources of information. Polls show that Canadians are more likely to trust ENGOs to provide them with information about conservation of Canada’s natural areas than they are to trust government or industry. In fact, one in four Canadians has “a great deal” of confidence in environmental groups as a source of information. An additional one in two has “some” confidence in these groups. 

· ENGOs are also problem solvers. They protect land with ecological values by working with landowners to steward their land. They clean up rivers, wetlands, shorelines, forests, and prairies. They sometimes raise money to purchase important tracts, and always they encourage Canadians to think about the future and act responsibly towards the environment.

· The projected inter-generational transfer of wealth is vast as baby boomers inherit their parents assets. In the US it is predicted at $41 Trillion by 2052.

· Those who plan their gifts ahead are likely to make larger donations (up to 3x larger).

· Gift planning has been identified as a key source of new and sustaining funding. 

· It can provide a source of unrestricted funds to support core operating costs –support that is difficult to get through grants or government support. 

· The bottom line is that Canadians care about the natural world. How do we tap into this opportunity?

The Challenge

Presentation continued:

In 50 years, will Canada’s environmental groups be working at full capacity or will they still be struggling for every dollar?  

Challenges include:

· Traditional sources of funding such as government support and grants from foundations are static or diminishing.  

· The competition for financial support is intense, with more than 80,000 registered charities existing in Canada, of which over 4,400 are environmentally focused.  

· Organizations are working on current high-pressure issues and find it difficult to devote energy and resources to long range financial planning.

· Administrative systems are not in place to accept planned gifts.

· Other (solicit ideas)

The opportunity is available. The question is, are nature conservation and stewardship organizations willing and ready to prepare to receive planned gifts? Are they interested in learning how to reach out to their donors and solicit planned gifts?

Being Ready

Group discussion:

Why is it important to be ready to receive planned gifts? Solicit ideas from the group.

· Donors will see your organization as worthy of support.

· Donors will give to your “competitors” if you are not ready/competent.

· Competency instills confidence in donors.

· A successful donation can lead to recognition and more successful donations.

· “Stealth” donors see that you are ready and worthy.

· You will have more opportunities to talk with your donors.

· Other reasons?

Notes:
Gift Planning 

	Time
	Learning Objectives
	Topic(s)
	Methods

	9.55 – 10.15 am

(20 minutes)
	· Understand the menu of planned gifts available

· Understand who gives

· Understand the benefits and challenges for both donors and organizations

· Understand what acceptance policies are

· Understand the implications of restrictions on gifts

· Understand donor recognition issues


	· Gift planning: types of gifts 

· Participants’ experiences 

· Donor profiles

· Acceptance policies

· Restrictions on gifts

· Donor recognition issues


	· Brainstorm

· Presentations

· Group discussion




Presenter’s Notes:

Types of gifts

Group brainstorm exercise:

Discuss and record on the flipchart the types of planned gifts available to donors & organizations.

	PRESENT GIFTS 

· Outright Gifts of Cash

· Outright Gifts of Publicly-traded (Listed) Securities (including mutual funds) to Public Charities

· Outright Gifts of Tangible Personal Property

· Gifts of Life Insurance (ownership transferred to charity)

· Commemorative Gifts 

· Creation of Private Foundations

· Outright Gifts of Shares of a Privately-Owned Corporation

· Outright Gifts by Corporations


· Interest-free Loans


· Gifts of Strip Bonds


· Gifts of Ecologically-Sensitive Land

· Outright Gifts of Real Estate (Not certified as Ecologically-Sensitive Land)

· Gifts of Cultural Significance
	DEFERRED GIFTS


· Charitable Bequests 

· Gifts of Life Insurance Proceeds


· Charitable Gift Annuities


· Charitable Remainder Trusts


· Gifts of Residual Interest



· Gifts of Retirement Funds (RRSP, RRIF) upon Death


· Lifetime Gifts of Retirement Funds

· Endowments

Shaded area denotes gifts being examined in this workshop.



Clarify that the workshop is about being ready to receive the gifts that are shaded above. This is the first step on a continuum of learning about gift planning. Note that later in the day there will be a discussion about where to look for additional training and information.  

Donors & where they give

Presentation:

The Green Legacies Project and Tides Canada Foundation commissioned  IMPACS (Institute for Media, Policy and Civil Society) to pull together what is known about donors to the environment. The following is from a power point presentation that is available on request.

Donor profiles:

The typical Canadian donor:  

· is female

· is  married

· is between 35- 54 years old 

· has a post-secondary education

· has a full-time job

· has a household income of $60K+ 

· attends religious services regularly. 

Who gives?

· Canada's 'top donors': 25% of donors donated $325 or more, accounting for 82% of all donations

· People with a university degree are both more likely to give and more likely to make a larger gift than those with less formal education.

· Women are slightly more likely to give than men, but their gifts tend to have lower value than gifts by men.

· The percentage of donors and the value of donations increase with: 

– increasing household income

– higher levels of formal education

– more frequent attendance at a place of worship

– full-time employment (as compared with part-time work or retirement)

· Donation rates among New Canadians are virtually the same as for all other Canadians. In 2004, the 18% of Canadians who were landed immigrants, or had been at some point in their lives, gave 20% of the total value of all donations (Statistics Canada 2006).

Where do donors give?

· People give the most money (in terms of donation size, vs. rate of donation): 

– at their place of worship (41%)

– through direct mail (15%)

– through charitable events (8%)

– or on their own (8%)

How do they give?

· The higher the value of the gift, the more likely it is that the donor has decided in advance which organizations to support. 

· 'Plan-ahead' donors give nearly 3 times more than donors who wait to be asked before giving.

· About one in three (32%) Canadians planned his or her donations in advance in 2003.

Who do they give to?

· The bulk of donations in 2004 were provided to religious organizations (which received 45% of all donated dollars), health organizations (14%) and social services organizations (10%).

· Donations to environmental organizations represent 2% of the total dollar value of donations in 2004.

What about environmental groups? 

· 7% of all donors in Canada donate to environmental organizations. This is virtually unchanged since 1990.

· The proportion of Canadians who give to environmental groups (7%) does not vary significantly with income above $100K. 

· The exception is donors with incomes over $1M: 10% of these donors give to environmental groups.

· The portion of Canadians donating to environment were virtually the same for immigrants (7%) compared to non-immigrants (8%) in 2004

What are the barriers to giving more?

· Reasons given for NOT donating more (current donors):

–  Could not afford to give more (72%)

–  Was happy with what was already given (64%)

–  Gave money directly to people, not through an organization (37%)

–  Did not like the way in which the requests were made (34%)

–  Gave voluntary time instead of money (31%)

–  Did not think money would be used efficiently (30%)

–  No one asked (23%) [Note: this is nearly 1/4]

–  Did not know where to make a contribution (11%)

–  Found it hard to find a cause worth supporting (9%)

Other Notes:

· Work with the donor to ensure that the gift is structured to maximize benefits to the donor. For example, the donor will benefit more from transferring securities to an organization than selling the shares and donating the cash proceeds.

· Recommend that the donor consult with independent professional financial planning experts (including their lawyer and accountant) before the gift is finalized. 

Donors: Benefits and challenges of giving

Group brainstorm exercise:

Discuss the benefits to donors of gift planning and record ideas on the flipchart.

	Benefits
	Impacts & Challenges

	· Tax benefits –you can give it to the government or give it to charity

· Makes a difference

· People hate doing wills. You help to make it a positive experience

· Makes people feel good about their contribution to society, to nature

· Matches values between donor & charity

· Feels inclusive: I fit, I belong, I matter

· Legacy motivation – leaves something that matters after I’m gone

· Estate planning benefits: provides fair share to family, then something for charity

· Provides recognition in community

· Provides peace of mind

· Other?


	· Costs associated with hiring professional advisors

· Fear of dying

· Fear of talking about death

· Family struggles

· Belief that assets are not large enough to make a gift

· Other?




Organizations: Benefits and impacts of receiving gifts

Group brainstorm exercise:

Discuss and record on the flipchart the benefits and impacts for an organization receiving gifts.

	Benefits
	Impacts & Challenges

	· Long term financial security – becomes a cushion for fluctuations in funding 

· Can provide core funding (through endowments)

· May lead to other gifts (recommendations from donors and advisors)

· Becomes a source of unrestricted funding (usually)

· Can be outside of disbursement quota if a bequest or 10-year gift

· Enables organization to fulfill mission

· Creates new programs

· Purchases land or building

· Hires new staff

· Pays staff better

· Other?


	· Can cause some instability if new programs are introduced that overtake or subsume existing programs

· May create need for new administrative procedures

· Can result in disbursement quota issues

· Other?




Acceptance policies

The bottom line for an organization is whether the gift enhances or detracts from the organization’s mission and programs. The board of directors or designated staff should carefully consider each gift and its particular set of circumstances, and decide whether or not to accept it. To guide these decisions, gift acceptance policies can be useful especially when a gift must be refused.

Having policies in place before a donor contacts you can save you time, money, energy and grief. They can help you present yourself professionally to a donor and his/her advisors. On the other hand, trying to think out each type of gift acceptance policy before the situation arises may be beyond the capacity of the Board of Directors. In this case, policies can be developed and approved on an as needed basis. 

Each type of gift has considerations attached to it. The checklists for the six gifts featured in this workshop ask questions that will lead to policies. In addition, it is recommended that the policy templates provided at www.greenlegacies.ca be used as a starting point by boards of directors. 

Restrictions on gifts:

When talking with the donor, determine if he/she intends the gift to be designated to a particular activity, program or campaign of your organization. Ensure that any restriction on the use of the funds will be feasible, practical and within your organization’s mandate. Otherwise, negotiate with the donor for restrictions that work for you. You will have to explain why the proposed restrictions could impede your ability to fulfill your charitable mandate or your future operations. Suggest alternatives that still interest the donor without unduly restricting your organization. If no alternatives can be found, work with the donor to find another organization or project that can fulfill their wishes. Even if the proposed gift goes elsewhere, the donor will have learned about your organization and may return later with a new gift that is suitable.

Donor recognition:

The donor’s expectations about how they would like to be recognized for their gift needs to be discussed before the gift is finalized. Many donors want anonymity. Be sure you are clear on the donor’s wishes, and be sure you can deliver what they desire. If not, suggest alternatives and reach agreement. If no alternatives can be found, work with the donor to find another organization or project that can fulfill their wishes. They might come back later with another gift!

Brainstorm exercise:

Discuss ways that donors might like recognition and how these might impact your organization. List on a flipchart.

Finding professional advisors

Ask participants to name the professional advisors who may become involved with a planned gift.  Put on flipchart.

· Wills & estate lawyers

· Real estate lawyers

· Financial advisors

· Stockbrokers

· Accountants (usually chartered accountants or CGA’s)

· Financial planners

· Land Surveyors

· Assessors (art, land, other assets)

· Notary publics

· Life insurance agents

· Other?

Finding a reputable advisor:

· Ask board members, volunteers or other supporters for recommendations.

· Contact the selected advisors. Does the person have experience working with charities? Is he/she familiar with gift planning? Is he/she interested in working with you? Can they suggest ways they can help your organization with gift planning? Are they prepared to help you learn about the procedures involved? Do they share your values?

· Meet with the advisor in person. Be sure you understand how future transactions will work, including what fees the firm will assess, and the time frame in which transactions can be expected to take place. Ask questions and don’t be intimidated – they are working for you. Find out about their experience with charity law and tax law. In the case of stockbrockers/financial advisors, also ask them if they have experience with accepting gifts of securities on behalf of charities and how long such transactions usually take.

· If the advisor seems disinterested or too busy to answer your questions, find another person.

· When you retain or otherwise name an advisor, you may be required to provide information on your charity (take along your readiness binder!). You will need to designate one contact person who is authorized to give the firm instructions on behalf of your organization (e.g. to sell your shares). It is important your organization is clear on who this person should be (e.g. Executive Director, Chief Financial Officer, Development Director, Chair of your Gift planning committee, etc.) and ensure procedures are in place to empower that person. Motions by the board of directors may be required.

It is prudent to set up a relationship with a lawyer to represent your charity before you find yourself in a legal tangle over a planned gift. You will need a lawyer, if, for example, a bequest is challenged by estranged (and/or disinherited) children of the donor. 

When the gift is complex, a lawyer representing the interests of your organization should always review the prepared documentation. 

As a charity, ask for a reduced fee, or even for pro bono work (when services are provided free — most firms do a certain amount of pro bono work). Again, don’t be afraid to ask questions!

Notes:

Refreshment Break

	Time
	Learning Objectives
	Topic(s)
	Methods

	9.15 – 10.30 am

(15 minutes)
	· Networking

· Refreshment
	· 
	· Refreshments




Gift Planning Readiness Considerations

	Time
	Learning Objectives
	Topic(s)
	Methods

	10.30 – 10.45 am

(15 minutes)
	· Understand what is needed for organizational preparedness to receive basic gifts

· Understand foundation needed for developing gift planning outreach
	· Administrative systems needed

· Organizational set-up needed for ongoing outreach program
	· Presentation

· Discussion


Presenter’s Notes:

Planned gifts are generally sizeable and are usually made only after a good deal of research, relationship building, and deliberation by donors. While, technically, any charity can receive a planned gift, the likelihood of donors actually giving a gift of this nature increases if the recipient organizations have good track records and inspiring, trustworthy leadership. 

Stealth planned gifts may arrive at any time. And some organizations estimate that up to

80% of their planned gifts are stealth gifts. (Stealth gifts are made by donors who are not known to the organization.)

In order to be ready to receive gifts, you should have in place: (this could be a group discussion)

· Registered Charity status with the Canada Revenue Agency (the ability to issue tax receipts)

· A track record demonstrating your organization’s effectiveness in contributing to solutions to the issues you were formed to address

· A strategic plan (this doesn’t have to be a formal document, but you must be able to articulate a clear vision for how you will make a difference in the medium to long term)

· Compelling outreach materials (e.g. newsletter, donor updates, website)

· Succession planning to demonstrate to donors that your organization’s purposes will exist well into the future

· A reliable method of recording donation information (a donor database)

· Accounting and reporting mechanisms that allow your organization to meet Canada Revenue Agency requirements

· Donor recognition strategies 

· Gift acceptance policies

Beyond Readiness

Once mechanisms are in place to receive gifts, an organization can turn to planning how it will solicit gifts. It is important that participants understand that gift planning is a long-term fundraising strategy. It could take 5 to 7 years before substantial gifts are made. Future-oriented gifts such as bequests could take 10, 20 or even 30 years to materialize (upon death of the donor). Note that bequests are the most common form of planned gifts. Even current planned gifts (e.g. a gift of shares), could take 6 months or more for the donor to integrate into their financial plans. But the rewards are large and are worth working towards.

Remember that relationship building takes time. Donors need to know and trust your organization and deeply share your values in order to make a planned gift.

Group discussion:

To build a successful gift planning outreach program, an organization will need:

· A solid membership/donor base (more than 50 active donors, preferably more than 100). The more donors you have, the better your chances of receiving gifts. It’s not just the number but the age of your donors. You can expect to get more planned gifts from donors over age 50.

· Adequate staff/volunteer capacity to interact with donors

· Volunteers with a long-term commitment to the organization when there are no (or very few) paid staff. Many planned gifts are future-oriented and could take years to materialize.

· An existing fundraising program (foundation grants, government support, individual donors, memberships, etc.)

· An outgoing leader who is engaged in fundraising for the organization

· Staff and board members who are willing to ask for financial support from individuals

· What else? Solicit input.

Additional training opportunities are identified in a later section, to enable organizations to go beyond receiving basic gifts. Participants are encouraged to engage in training, in order to build their understanding of the benefits and challenges of developing and maintaining a fully fledged gift planning outreach program.

Notes:

Readiness Binder

	Time
	Learning Objectives
	Topic(s)
	Methods

	10.45 – 11.15 am

(30 minutes)
	· Importance of an up-to-date Readiness Binder
	· What goes into the binder

· Who needs to know about it
	· Checklist: review and discuss


Presenter’s Notes:

The State of Readiness Binder is one of the core take-away products for the day. It will be a key tool for the participant’s organization, to be used by any staff or volunteer who comes into contact with donors or professional advisors. It will help them be prepared to answer inquiries and to provide information in a timely, accurate and professional manner.

During this session, review the binder checklist briefly and discuss why these information pieces are important. Throughout the day, the checklists for other gift types will refer to what should be in this binder from the point of view of that particular gift or situation.

If possible, the workshop host will provide actual binders for participants. If this not possible, recommend a 2” binder with a clear cover and spine that allows a title page and spine title to be inserted. 

Ask participants to think about whom in their organization needs to know about the binder and its contents. What kind of training/orientation will they do on their return to the office?

Also, ask them how they will keep the binder up-to-date. And who will do this?

Notes:

Large Outright Gift of Cash

	Time
	Learning Objectives
	Topic(s)
	Methods

	11.15 – 11.30 am

(15 minutes)
	· Understand how to be ready to receive large gifts of Cash 


	· Procedures for receiving large gifts of cash


	· Review checklist




Presenter’s Notes:

Note that this is not about day-to-day gifts that come into an organization as memberships or in response to a direct mail appeal or annual campaign. Generally, this would apply to cash gifts of more than $5,000 or even $10,000 depending on the size of the organization. This section pertains to large gifts of cash that will impact the donor’s financial planning, and the organization’s operation and possibly its disbursement quota.

Use a large gift of cash to illustrate the Disbursement quota requirements and issues, (introduced in the next section). You may wish to introduce the topic of large gifts of cash, then present on disbursement quotas, and then return to this section’s checklist.

Revenue Canada Reporting Requirements

To be completed.

Notes:

Disbursement Quota

	Time
	Learning Objectives
	Topic(s)
	Methods

	11.30 – 12.00 noon

(30 minutes)
	· Understand Canada Revenue Agency (CRA) disbursement quota requirements

· Understand CRA rules when dealing with planned gifts

· Understand impact on organization’s financial planning
	· CRA disbursement quota 

· Exemption for enduring property and 10-year gifts

· Considerations for charities
	· Review checklist

· Presentation 

· Q&A

· Discussion regarding impacts on charities


Presenter’s Notes:

This is an entry-level course for participants whose organizations are preparing to receive planned gifts. A basic understanding of the disbursement quota is needed, and participants need to be encouraged to engage in further learning.

Presentation:

· CRA requires that 80% of the previous year’s tax-receipted donations be disbursed for charitable purposes.

· Exclusions are “enduring property” such as a bequest, proceeds from a life insurance policy, RRSP or RRIF, or gifts subject to the donor’s direction that they be held in trust for at least 10 years.

· When “enduring property” is spent, the amount spent will be included when calculating the disbursement quota.

· While the “enduring property” is held, CRA requires that 3.5% of the value of the property be disbursed, if the value of the property exceeds $25,000. The interest made on the capital could likely cover this.

· There are carry-back and carry-forward provisions for the disbursement quota.

· Always consult an expert in charities law and Canada Revenue Agency regulations before accepting a large gift that will impact your disbursement quota.

· Get a copy of Completing the Registered Charity Information Return (T4033A) from CRA for a good explanation of how to calculate the disbursement quota.

Group Exercise:

Your entire organizational budget is $1 million/year. What if you received a gift of shares worth $250,000? Canada Revenue Agency’s disbursement quota requires that you spend $200,000 (80%) of it on charitable purposes by the end of the following year (unless it is enduring property or held in a 10-year trust). What do you do?

Group Discussion – possible responses:

· Get advice from a lawyer or financial advisor familiar with charities law and tax issues?

· Slack off on all your other fundraising and use the gift to pay for operations?

· Add a new program or expand an existing program, and spend the $200,000 (knowing you will not have that money on an ongoing basis for future operations)?

· Use the gift for a one-time cost such as building a new facility or buying a piece of equipment or property necessary to your charitable purposes?

· Ask the donor to specify in a letter that the gift is to be held for at least 10 years (before the gift occurs, such as when they notify you of the share transfer and ask for your brokerage account)?

· Use the money to establish an endowment fund? Again, a 10-year donor direction would be required.

· Other options?

Revenue Canada Reporting Requirements

To be completed

Notes:

Lunch Break

	Time
	Learning Objectives
	Topic(s)
	Methods

	12.00 – 12.45 pm

(45 minutes)
	
	
	· Lunch break, provided in-house

· Walk outside


Break for 45 minutes for lunch. Suggest a short walk outside to clear heads and lungs!

Elevator Exercise

	Time
	Learning Objectives
	Topic(s)
	Methods

	12.45 – 12.50 pm

(10 minutes)
	· Being able to clearly describe an organization’s purpose
	· Purpose and the need to be able to articulate it clearly & concisely
	· Partners tell each other their group’s purpose


Presenter’s Notes:

This is an energizer following lunch. Ask participants to turn to the person next to them and tell them, in the time it would take you to ride 4 stories in an elevator, the purpose of their group and why the person in the elevator with them should support the organization.

Notes:

Managing First Contacts

Call from a Donor

	Time
	Learning Objectives
	Topic(s)
	Methods

	12.45 – 1.00 pm

(15 minutes)
	· Understand what needs to be in place to handle and follow-up a call from a potential donor

· From a lawyer representing a donor

· Feel comfortable and ready to handle such a call
	· What to do when a donor calls

· What to do when a lawyer calls

· Reenergize after lunch
	· Review checklists

· Roll-play

· Debrief the role-play 


Presenter’s Notes:

Direct participants to the hand-out, Telephone Call from Donor. Have them read it silently. Ask for a volunteer to play the donor and another to play the organization representative. Use the checklist as a cueing tool. After the role-play, debrief as a group.

Notes:

Call from a Lawyer

Presenter’s Notes:

Role Play:

Direct participants to the hand-out, Telephone Call from Lawyer. Have them read it silently. Ask for a volunteer to play the lawyer and another to play the organization representative. After the role-play, debrief as a group.

And/or:

Group discussion:

Solicit participants’ experiences. Have any dealt with a lawyer on a bequest or other type of planned gift? What happened? 

Review the checklist for a telephone call from a lawyer and discuss.

Bring to the group’s attention the self-assessment checklist, to be completed later. Encourage participants to complete the self-assessment with other staff/volunteers who were not able to attend the workshop.

Notes:
Outright Gifts of Tangible Personal Property

	Time
	Learning Objectives
	Topic(s)
	Methods

	1.00– 1.30 pm

(30 minutes)
	· Understand gifts of tangible personal property and what needs to be in place to receive them


	· Examples of gifts

· Gift acceptance policies

· Considerations 

· Fair market value

· Appraising gifts
	· Group discussion

· Presentation

· Review check-list and discuss.


Presenter’s Notes:

This is one type of gift that can be a gold mine - or a mine field - for organizations. Note that gifts of real estate are not covered in this course.

Types of Gifts:

Exercise: 

Brainstorm examples of possible gifts: 

	Paintings/artwork
	Sculpture
	Books

	Antiques
	Equipment
	Collections (records? guns? surfboards? Etc.) 

	Jewelry
	Vehicles
	Stamps


Discussion:

Have any of the participants had experience with gifts of personal property? Discuss the pros and cons of these types of gifts. Often experiences with these gifts can be frustrating or funny – a real learning experience for the organization. Encourage participants to briefly share experiences.

Talk about the need for gift acceptance policies approved by the Board of Directors that include:

· A list of gifts that will be accepted.

· The process for determining if a gift that is not on the list will be accepted. How will the decision be made to determine if the gift fits with your mission and programs? For example, a standing Acquisitions Committee of the Board of Directors can make decisions about offered gifts. 

· Procedures for obtaining valuations and appraisals (and who will pay for these)

· Policies about holding or selling gifts

· Other??

Fair Market Value:

Short presentation:

Fair market value generally means the highest price that a property would bring, expressed in dollars, in an open and unrestricted market, between a willing buyer and a willing seller who are both knowledgeable, informed, and prudent, and who are acting independently of each other.

A registered charity can issue an official donation receipt to the donor for the fair market value of the gift donated.

Auctions

Many registered charities conduct fund-raising auctions. If you donate gifts to the auction, the charity can issue you an official tax receipt. The amount shown on the receipt will be the fair market value of the gift on the date the charity received it.

However, you will not receive a tax receipt if you purchase an item at a fund-raising auction. The payment is not considered to be a gift, even if the price you paid exceeds the fair market value of the item. Therefore, the charity cannot issue you a tax receipt for these payments.

Examples:

Jason gives a television set to his church for its annual fund-raising auction. The fair market value of the television set is $250. The church issues a tax receipt to Jason for $250.

At the auction, Jason purchases a painting for $500. This payment is the purchase price of the painting and not a gift to the church. The church cannot provide a tax receipt for any part of the price of the painting.


Source: Tax Advantages of Donating to Charity

Canada Revenue Agency Publication (RC4142(E)Rev.05)

Appraisals

A qualified staff person of the charity receiving the gift may provide an appraisal 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. 

When in doubt, check with Canada Revenue Agency (Charities Directorate) before finalizing the value of the item. (www.cra-arc.gc.ca/tax/charities)

Revenue Canada Reporting Requirements

To be completed.

Notes:

Bequests (Gifts by Will)

	Time
	Learning Objectives
	Topic(s)
	Methods

	1.30 – 2.00 pm

(30 minutes)
	· Understand Gifts by Will (bequests) and what needs to be put in place to be ready to receive them
	· Process for receiving bequests.


	· Review checklist

· Presentation

· Discussion


Presenter’s Notes:

	Talking with someone about their will:


	· Advise to provide for families first. Once loved ones are provided for, encourage the donor to consider the legacy they would like to leave.

· Advise to seek independent legal counsel and tax planning advice. What is the best way to structure the gift and integrate into the donor’s will?

· Seek to understand the donor’s wishes for the use of the gift. (Ensure any restrictions on the use of the gift are acceptable to your organization.)

	Review what happens when a simple bequest is made to a charity:


	· Role of executor/trix

· Receipt of the will

· Estate reporting & taxation requirements (probate, property transfer tax, capital gains)

· Disbursements

· Receiving the cheque

	Briefly discuss potential mine fields:


	· Challenges to the will

· Tax issues (What kinds of taxes?) Is there enough in the estate to pay the taxes? 

· Restrictions

	Discuss donor recognition:


	· Saying thank you prior to death of the donor

· Upon death, contact with the donor’s family 

· Types of recognition and acknowledgement

	Review checklist:


	· Acceptance policies

· Sample will wording 

· Bequest checklist – processing a bequest

· Tax receipts – for what, when to issue


Please point participants towards the references listed in their packages, particularly The Leave a Legacy Campaign’s “The Estate Guide for the Not-For-Profit Beneficiary” and the Self Counsel Press’ books on probate in BC and Ontario.

Revenue Canada Reporting Requirements

To be completed.

Notes:

Gifts of Securities

	Time
	Learning Objectives
	Topic(s)
	Methods

	2.00 - 2.20 pm

(20 minutes)


	· Understand how to receive a gift of securities 
	· What are securities

· Finding a stock broker

· Tax advantages

· Process for receiving securities
	· Presentation

· Review checklist and discuss


Presenter’s Notes:

Securities:

· Publicly traded securities include stocks, bonds, and mutual funds containing stocks listed on approved stock exchanges. 

· An organization can open an account with a financial management firm at no cost so that the account is ready for transfers of shares or other securities from the donor’s brokerage account. The brokerage firm will make its money when it sells shares (for instance taking a percentage of the sale price).

Finding a reputable stock-broker:

· See Gift Planning section 

Gift Acceptance Policies: (refer to Gift Acceptance Policy templates, www.greenlegacies.ca)

· Gifts of securities from donors will raise questions about the types of investments offered by the donor and what to do with them. Donors may wish to donate stocks in companies with principles and activities that are not in alignment with the organization’s mandate. 

· The capacity of the organization to manage a stock portfolio also needs to be addressed. How will decisions be made and who will be responsible?

· Discuss policy options for accepting securities including:

· Using ethical screens to determine what stocks will be accepted and/or held,

· Selling all stocks on receipt of the gift, and

· Holding stocks within a prescribed decision-making framework

The benefits of donating shares: 

The following example illustrates the tax benefits to the donor of giving securities to a charity, versus gifts of cash. It shows why organizations should encourage donors to consider this method of giving. With such a substantial tax reduction available, gifts of shares or other publicly listed securities such as bonds and mutual funds are an attractive option for donors with large stock portfolios.

When a person holds securities that are highly appreciated (have gone up in value from the price they were bought at), they face a tax consideration.

If the securities are sold or otherwise disposed of, tax will have to be paid on the capital gain (the increase in value of the security since the time of purchase). When considering selling securities that have substantially increased in value, a person could face losing a substantial portion of their gain. The exact amount depends on a person’s income and tax bracket.

Hypothetical situation:

Let’s assume Mary is in the highest tax bracket (50%). She holds shares in Disney Corporation worth $5,000. She would like to make a gift of that amount to her favourite environmental charity. Should she sell the shares and donate the cash to the charity? Or is she further ahead transferring the shares to the charity?

Either way, the benefit to the charity is $5,000. And, in either case, Mary gets a donation credit for her gift of $5,000. Because she is in a 50% tax bracket, that credit is $2,500. But, Mary can benefit substantially from transferring the shares rather than selling them. Here’s how:

The shares were bought at $3,000 five years ago, and are now worth $5,000. Mary’s capital gain is $2,000 on the shares.

If she sells the shares outright and donates the $5,000 cash proceeds to the charity, she will pay taxes on 50% of her capital gain on the value of the shares. She will pay $500 in capital gains tax:


$2,000 capital gain x 50% = $1,000 x 50% tax rate = $500 tax

If she donates the shares to a charity by transferring them to the charity’s brokerage account, she pays no tax on her capital gain on the value of the shares. In this example, Mary saves an additional $500 in taxes by making a gift of the shares instead of donating the cash proceeds.

	If donating the cash:


	$2,500 tax credit

  less $500 tax on capital gains

$2,000 net tax savings



	If donating the shares:
	$2,500 tax credit

less $0 tax on capital gains

$2,500 net tax savings




Example provided by Slamko Visser Chartered Accountants, Edmonton AB

Revenue Canada Reporting Requirements

To be completed.

Notes:

Refreshment Break

	Time
	Learning Objectives
	Topic(s)
	Methods

	2.20 – 2.35 pm

(15 minutes)
	· Networking

· Refreshment
	· 
	· Refreshments




Gifts of Life Insurance

	Time
	Learning Objectives
	Topic(s)
	Methods

	2.35 – 3.05 pm

(30 minutes)
	· Understand types of gifts of life insurance and what needs to be put in place to receive them
	· The difference between irrevocable ownership transfer and receiving the proceeds as a named beneficiary of a donor’s policy

· Finding a life insurance representative
	· Presentation 

· Review checklist and discuss 




Presenter’s Notes:

Presentation:

Irrevocable Ownership Transfer:

· When full ownership of a life insurance policy is irrevocably transferred to a charity and the charity is also the designated beneficiary of the policy, the donor receives an immediate donation receipt for the cash value of the donated policy. Thereafter the donor will also receive annual donation receipts for premiums that he/she pays to keep the policy in force. (Tip: You may wish to encourage donors to pay for the policy within five years or less, or to donate fully paid policies.)

Charity Named as Beneficiary in Donor’s policy:

· Individuals may name the charity as the beneficiary of their personal or group life insurance. Upon death, the insurance company will pay the death proceeds directly to the charity. The charity will issue a tax receipt to the donor’s estate for the policy proceeds.

Finding a life insurance representative:

· Consult your own broker or ask a Board member to recommend a life insurance representative from a reputable firm. Meet with them, and make it clear that you are asking for information from the perspective to a charity interested in receiving gifts of life insurance policies.

Revenue Canada Reporting Requirements

To be completed.

Notes:

Commemorative Gifts

	Time
	Learning Objectives
	Topic(s)
	Methods

	3.05 – 3.30 pm

(25 minutes)
	· Understand the range of commemorative gifts and how to be ready to receive them
	· Types of commemorative gifts

· Special in memoriam considerations
	· Brainstorm types of gifts

· Review check-list and discuss


Presenter’s Notes:

Brainstorm different types of commemorative gifts:

These could include in memoriam gifts, celebration gifts (birthdays, weddings, anniversaries, retirement, other?)

Discuss how to handle in memoriam gifts, especially those given in memory of a person who has been close to the organization. This could be an opportunity to establish an endowment fund. Talk about how to honour the deceased loved one, and special considerations of dealing with people in grief who want to honour the deceased person.

Revenue Canada Reporting Requirements

To be completed.

Notes:

Resources

	Time
	Learning Objectives
	Topic(s)
	Methods

	3.30 – 3.35 pm

(5 minutes)


	· Understand where to go for more information


	· List of further resources


	· Presentation of list

· Discussion 




Presenter’s Notes:

Participants will have a handout in their packages that identifies additional resources. If time allows, review and ask participants about other resources they may know about. (And please let Green Legacies know about these!!)

Notes:

Training & Networking Opportunities

	Time
	Learning Objectives
	Topic(s)
	Methods

	3.35 – 3.40 pm

(5 minutes)
	· Understand where to find out about training & networking opportunities


	· The importance of engaging in training opportunities
	· Presentation of list

· Discussion


Presenter’s Notes:

Participants will have a handout in their packages that identifies gift planning training opportunities. If time allows, review and ask participants about other courses they may know about. (And please let Green Legacies know about these!!)

Notes:

Personal Action Plan

	Time
	Learning Objectives
	Topic(s)
	Methods

	3:40 - 3:50 pm

10 min.


	· Reinforce learning and practical application of information


	· Participants reflect on what they’ve learned and draw up a written action plan for themselves and their organization 
	· Reflective exercise: complete Personal Action Plan 




Presenter’s Notes:

Reflective exercise:

Ask participants to spend 10 minutes in quiet reflection, to write down the actions they will take upon returning to their organization. This will reinforce their commitment to their action steps.

Notes:

Integration

	Time
	Learning Objectives
	Topic(s)
	Methods

	3.50 – 4.20 pm

(30 minutes)


	· Integrate information presented previously

· Add real-world examples and tips on effectiveness

· Understand where they can best allocate resources

· Apply learning to their own situation

· Receive peer reassurance 

· Develop beginnings of peer support networks
	· Identify what is needed to proceed

· Identify what needs to be put into place in the organization

· Explore the opportunities, both internally and externally

· Describe the barriers

· Discuss ways we can share resources or support each other
	· Participatory exercise in break-out groups (15 minutes)

· Present findings and discuss (10 minutes)




Presenter’s Notes:

Break-out Exercise:

· Create break-out groups for small group discussions: 15 minutes

· Designate locations for break-out discussion groups

· Give each group markers & prepared flipchart page, as shown below. (Or, do master sheets as shown below.)

· Ask group to designate a “scribe” and a “reporter” to present to the group 
· Reconvene in 15 minutes. 

· Have the reporters share their groups' discussion and ideas. 

· Group comments and discussion. 

	Group name:

Time: 15 minutes

Designated Scribe:

Designated Reporter:

Discuss:

· What needs to be put into place in your organization? (List 1 or 2 action steps.)

· What are the opportunities, both internally and externally?

· What are the barriers?

· Are there ways we can share resources or support each other?

	Report back:

Time: 10 minutes

· What next?

· Opportunities?

· Barriers?

· How can we learn from each other?

· How can we support each other?  




Notes:

Wrap-up & Workshop Evaluation

	Time
	Learning Objectives
	Topic(s)
	Methods

	4.25 – 4.30 pm

(10 minutes)


	· Confirm what was learned today

· Encourage taking  first steps

· Assessment and feedback

· Wrap-up


	· Summarize the day

· Determine if participants are ready to take first steps

· Assess what has been learned

· Receive feedback 

· Announcements, thank you's, wrap-up
	· Discussion 

· Complete Evaluation Form

· Close the workshop


Presenter’s Notes:

Be open to participants’ final questions and gently probe to see how much they have taken in. Emphasize that this workshop is the beginning step and that the door is now open to learning about soliciting gifts and building relationships with donors. Encourage participants to take other workshops offered by the Green Legacies Project, professional associations, and local colleges. Remind them of the online courses offered by Charity Village and Association of Professional Fundraisers.

Either hand out the evaluation form or point participants to the copy of the form that will be in their packages. Encourage candor. Allow time for quiet reflection and completion of the evaluation form.

Turn the floor over to the host organization representative for announcements, thank-you's, and wrap-up.

Collect the Evaluation Forms.

Notes:

Participant’s Package

See attached.

Tell us your:     





Name


Role or title


Organization


Reason for attending this workshop


Experience with gift planning (if any)











� Kolb, David A. Experiential Learning: Experience as the Source of Learning and Development.  1984. Prentice Hall.
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