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CONVIO SUSTAINED GIVING FUNDRAISING GUIDE

	Client:  [your Affiliate’s full name]

	Client Convio Short Name:  KD

	Sender Address:  [your organization’s general email address] 
(HINT: Your supporters will see this in the “from” line - constituent replies and out-of-office notifications go here; a general NPO address is preferred)

	Sender Name:  [your Executive Director, CEO, or just the name of your organization] 
(HINT: Your supporters will see this in the “from” line - your sender should be generic or the same name as the signature.)

	Submission instructions

Send this completed form to getready@convio.com.  

You should receive a confirmation of your submission within one business day.  If you do not receive a confirmation, please check in with us.  You should receive a test message that contains your content within ten business days.

Your subject line should contain your organization’s Convio short name, the word “Sustained Giving”, and your content submission date.  For example:  “AHS – Sustained Giving – 3/21/2012”.  If you submit your content multiple times prior to a deadline, all but your most recent submission will be ignored.

Please note that if you miss your submission deadline, submit an incomplete document, or if the subject line of your email submission is not clear, production of your campaign could be delayed or canceled.

	Please allow ten business days from the date of your submission for Convio staff to process, build, and test your campaign based on the content you provide

	OBJECTIVE/OVERVIEW

	The objective of the Sustained Giving Campaign is primarily to raise funds and increase total annual giving by encouraging monthly giving. A donor who usually gives $100 annually may be converted to a monthly gift of $10…a $20 increase in their total annual gift amount. Sustained giving also allows your constituents to “spread out” a gift to your organization over a longer period of time, which may fit better into their monthly budget. The secondary goals of this campaign are to steward donors, give your constituents another way to support your organization, and generally keep your organization top-of-mind with your constituents.

If you already have a branded name for your sustainer program, you should use that as part of this campaign.  If not, you may want to create a name (e.g. AHS Guardians, AHS Champion Circle, Future of AHS Society). This gives your organization a clear “label” for these constituents and also associates giving regularly in their minds with a special status.

CAMPAIGN DESIGN

This campaign will include:

· Three Email Appeal Messages (Kick-off, reminder, and close)
· A campaign promotion on your website homepage 
· One campaign-specific donation form

This guide collects all the content needed to build this campaign.  The diagram below shows the email messages that will be sent out as part of the Sustained Giving Campaign.  The first message will be sent to all of your contacts in Constituent360 (excluding email opt-outs, current sustaining donors, and, if provided, your suppression list).  The second reminder appeal will only be sent to those who have not yet become sustainers. The third email thanks donors or reminds non-donors that there is still time to become a sustaining giver. If a constituent becomes a sustaining donor during this campaign, they subsequently receive only thank you messages.

[image: ]


Here are some important things to brainstorm with your team before filling out this guide:

· Do you have an existing recognition program to promote as part of this campaign?
· What benefits, if any, can you offer sustaining donors? (Keep in mind, benefits don’t always need to be tanglible to be attractive to your donors.)
· Will you call your sustaining donors something special?

· Why should your donors make a monthly giving commitment?
· How do sustaining gifts benefit your organization? Why is a monthly gift to your organization a good thing?
· What benefits of monthly giving would be attractive to your donors? Think of words and phrases like: partnership, time-saving, simple, safe and secure, commitment, loyalty, being part of a group, and efficient. 





	CAMPAIGN IMAGES 

	Requirements
Please indicate below whether or not you would like for us to create an image to be used on your homepage to help promote the campaign.  If you need for us to create the image for you, choose “Yes”.  If you already have an image you would like to use to promote this campaign on your website, choose “No”.


	
Do you require a promotional image for your website    –    Yes  /  No


	OTHER INSTRUCTIONS

	If you have additional information or instructions, please describe them here.  While we cannot accommodate all requests, we will do our best to meet your needs.  If you plan to coordinate this campaign with an offline sustained giving appeal, please attach PDFs of your direct mail with your submission and include instructions here.

	
[enter your comments here]





	Add your reminder message content to the template below. Keep in mind that we will not make substantial changes to this template – what we build for you may not be an exact match of your work. 
 (
Cre
ate your 
Kick-off
 message
)


G_KO

	KICK-OFF SUBJECT LINE
	[enter your subject line here – 55 Characters or less]

	
		[image: eAppeal_Banner]

		For less than $0.50 a day, you can bring [mission impact statement here].

Our monthly donors are dedicated and compassionate friends who agree to give as little as $XX a month to provide ongoing support for [programs description].

Please, become a monthly donor today!
[Call-to-action link to donation form]

[Signature Graphic, if already on file with Convio]

[Signature Name], [Title]
	
[image: ]


	
[image: S:\Customer-Service\Customers\VELOCITY\Guides\Fundraising Campaign Guides\Sustaining_Fundraising\Images\$10monthly-button.png]
	
[image: S:\Customer-Service\Customers\VELOCITY\Guides\Fundraising Campaign Guides\Sustaining_Fundraising\Images\$25monthly-button.png]

	
[image: S:\Customer-Service\Customers\VELOCITY\Guides\Fundraising Campaign Guides\Sustaining_Fundraising\Images\$50monthly-button.png]




	[image: ] Unsubscribe    |    Forward to a Friend    |   Visit our web site

[Your mailing address here]
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	Add your content to the eAppeal template below. Keep in mind that we will not make substantial changes to this template – what we build for you may not be an exact match of your work. 
 (
Create 
eAppeal
 
Reminder
 
)

G_RE

	CAMPAIGN REMINDER SUBJECT LINE
	[enter your subject line here – 55 Characters or less]

		[image: eAppeal_Banner]

	Dear [Constituent First Name],

[1-2 sentence description of the problem you’re working to address]

[Call-to-action link to donation form]

[2-3 sentences describing background and history of the problem you’re addressing]

Your donation today will allow us to [impact statement]. It doesn’t take much to [make a difference]:

[the levels you define here will be used in the sidebar images]

· $XX will pay for [impact statement]
· $XX covers the cost of [impact statement]
· $XXX allows us to [impact statement]

I hope we can count on your support!

[Signature Graphic, if already on file with Convio]

[Signature Name], [Title]

P.S. Tell a friend about this campaign and help us [impact statement].
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	[image: ] Unsubscribe    |    Forward to a Friend    |   Visit our web site

[Your mailing address here]
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Add your content to the last-chance message template below. Keep in mind that we will not make substantial changes to this template – what we build for you may not be an exact match of your work. 
 (
Create Last-Chance 
eAppeal
 
)

G_LC

	LAST CHANCE SUBJECT LINE
	[enter your subject line here – 55 Characters or less]

			[image: eAppeal_Banner]

	Dear [First Name],

Don’t miss your chance to join our monthly donor program, there's still time. Your monthly gift can have [impact statement].

With the generous support of our donors this year, we can:

*  List of programs/activities in upcoming year
*  List of programs/activities in upcoming year
*  List of programs/activities in upcoming year

Your monthly gift will help us all year long with the challenging work we face.

Won't you join our monthly donor program today and help us make [impact statement]?

As always, thank you for your continued partnership.

Very sincerely,

[Signature Graphic, if already on file with Convio]

[Signature Name], [Title]


	[image: ] Unsubscribe    |    Forward to a Friend    |   Visit our web site

[Your mailing address here]
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Add your content to the campaign closing message template below. Keep in mind that we will not make substantial changes to this template – what we build for you may not be an exact match of your work. 
 (
Create Campaign Close Final Thank You (for Donors)
)

G_FTYD

	LAST CHANCE SUBJECT LINE
	[enter your subject line here – 55 Characters or less]

			[image: eAppeal_Banner]

	Dear [First Name],

We want to take one more opportunity to thank you for your recent monthly commitment to our organization.  Thank you!

With the generous support of donors like you, we will be able to do more this year:

*  List of programs/activities in upcoming year
*  List of programs/activities in upcoming year
*  List of programs/activities in upcoming year

Your monthly gift will help us all year long with the challenging work we face.

As always, thank you for your continued partnership.

Very sincerely,

[Signature Graphic, if already on file with Convio]

[Signature Name], [Title]


	[image: ] Unsubscribe    |    Forward to a Friend    |   Visit our web site

[Your mailing address here]
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	SUPPRESSION LIST FOR THIS CAMPAIGN 

	Requirements –  file must be in “.csv” file format.  

Your suppression list must include these three pieces of information for each individual to be included in the suppression list:
1) First Name
2) Last Name
3) Email Address


	Suppression List Best Practices

Your sustained giving fundraising campaign is designed to be sent to your entire email house file.  If you would like to include a list of people who should be suppressed from the recipients list for the campaign e-appeals, you can send us the list by using a secure file send service via the internet. It is important not to send a large list of names to us via email because of the lack of security that email provides.

If you have any questions about sending a large list of names to Convio please contact getready@convio.com and we can answer any questions you might have.

Important: You do not need to send us a list of individuals who have opted out of receiving email on their Convio profile.  The Convio-powered email tools will automatically exclude individuals who have expressed a preference to be opted out of email communication.


	Suppression List Submission Instructions

When you are ready to send the list to Convio, please follow these instructions:

1. Visit http://www.sendthisfile.com
2. Set up a new account for free
3. With your new account, you will be able to securely send large files using a secure link instead of sending the file through email
4. Follow the instructions on the website to upload your file and then send the file link to getready@convio.com
5. Please contact us if you have any questions about this process
6. Please do not send lists of contacts via email

	

	CONVIO SEGMENTS TO SUPPRESS FOR THIS CAMPAIGN 

	Requirements –  pre-existing group segmentation defined in your Constituent360 database  

The Convio group names you provide here must match the groups/segments that you defined in your Convio Go! Data Management Guide.  Alternatively, you may manually create and populate groups in your Constituent360 database and provide the names of those groups here.

	Segmentation Best Practices

Most organizations with small (under 10K) email lists have 5 or fewer key segments initially.  This often includes segments like donors, major donors, volunteers, board members, event participants, etc. You may still want to include them in this solicitation so that they are aware of this campaign.

If, however, you intentionally do not ever solicit certain segments (online or off) and you have already identified these segments as groups in Convio, please list those groups here.


	
[Enter group/segment names here]
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