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TeamRaiser Audit Process
Overview
The following templated process is intended as a guide when conducting an audit of your TeamRaiser event. This process is designed for “typical” events - rides, walks and races.  If you’re using Blueprinting and/or Multi-Center, or using TeamRaiser to serve a non-traditional campaign, this process may not work for you.
In this document, you will find:
· Interview Guide
· Configuration Checklist 
· Instructions for:
· Metrics/Reporting
· Best Practices
· Configuration
· User Experience
· Email Marketing



	[bookmark: Interview]Interview Guide



To begin your audit, think about your goals and challenges. The following questions can be used as a guide. If it helps, run reports to help understand your metrics better and identify any abnormalities.
Event Name:
When was this event first created/how many years have you hosted this event?
Do you have more than one TeamRaiser event per year?  
How did the event perform last year?  # Participants?  $ Raised?
How does this compare to the previous events?  Did you meet your goals?
What is the online/offline break out of dollars raised?  
Do you allow Teams – family, corporate, etc.? 
Do you do anything special/different for team captains?
Do you have different participation types? If so, what are they?
What is your main goal for the event this year?  How do you hope to achieve it?
What do participants say about your event?  Your website?
What is the best thing about your event?  What makes it different from other events? 
What challenges are there that might hinder your performance?
How do people hear about your event?  How do they find your website?
What happens after the event?  Do you continue to reach out to participants or donors?
 


	[bookmark: Config]Configuration Checklist

	This checklist should be used when reviewing your TeamRaiser configuration to ensure you’re using the recommended features. You may have a specific reason for enabling or disabling a feature, so be sure to think about the underlying reasons for a specific configuration.  Note that this list does not contain every configuration option, only items that have historically affected fundraising success.

	

	

	Feature
	Enabled?
	Recommended?

	All necessary event information is present
	 
	Yes

	Event is linked to previous year’s event
	 
	Yes, if appropriate

	Overall Fundraising Goal is set
	 
	Yes

	Donation is requested at the time of registration
	 
	Yes

	Donation levels presented at registration
	 
	Yes

	Personal Gift Badge enabled (Advanced Option)
	 
	Yes

	Multiple Registrations enabled
	 
	Yes

	Participants can customize their personal page
	 
	Yes

	Suggested Individual Fundraising Goal present
	 
	Yes

	Suggested Team Fundraising Goal present 
	 
	Yes

	Participant Center 2.0 enabled
	 
	Yes

	Participant Center 2.0 recently updated[footnoteRef:1] [1:  To make sure the PC is up to date, navigate to the "Participant Centers" tab] 

	 
	Yes

	<<BEGIN ADVANCED OPTIONS>>

	Offline Gift Entry allowed
	 
	Sometimes[footnoteRef:2] [2:  Offline gift entry can be very time consuming, or you may enter offline gifts into your database of record and sync with Luminate Online] 


	Thermometers include unconfirmed gifts
	 
	Yes

	Thermometers reflect amount of recurring gift
	 
	If recurring gifts are enabled, yes[footnoteRef:3]. [3:  Recurring gifts with any event that is not an endurance event is not recommended] 


	Thermometers include registration fees
	 
	No

	Top Gifts list displays amount
	 
	Yes

	Fundraising Milestones enabled
	 
	Yes

	Max Milestones allowed
	 
	3

	Gift at Registration Anonymous checkbox
	 
	No

	Gift at Registration Public View checkbox
	 
	No

	Team Roster displays amount
	 
	Yes

	Offline Team Gift Entry
	 
	MEMBERS

	Next Step Displays in Participant Center
	 
	Yes

	Participant Access to Email Statistics
	 
	Yes

	Blogs enabled
	 
	No

	Required Registration Fields
	 
	EMAIL[footnoteRef:4] [4:  This enforces required email for secondary registrants] 


	HTML Editor for Suggested Messages
	 
	Yes

	Rich Text Editor on Pages
	 
	Yes

	Email Bounce Notifications enabled
	 
	Yes

	Personalized Salutation enabled
	 
	Yes

	<<END ADVANCED OPTIONS>>

	Honorary Teams enabled
	 
	No

	Team Formation allowed
	 
	Yes

	Team Size limited
	 
	No, unless appropriate

	Multiple Captains enabled
	 
	Yes, if appropriate

	Password Protect Teams allowed
	 
	No, unless appropriate

	Company Teams enabled
	 
	Yes, if appropriate

	Individual Company Association allowed
	 
	Yes

	Only selectable list of Companies
	 
	Depends on program

	Team Divisions in use
	 
	Yes, if appropriate

	Team Gifts enabled
	 
	Yes[footnoteRef:5] [5:  Team gifts are helpful in most cases; however, this can get tricky if incentives are offered.] 


	Milestone Admin Notification in use
	 
	No, unless appropriate

	Milestone Autoresponder enabled
	 
	Yes

	Milestone Badge enabled
	 
	Yes

	Stationery present for Participant Emails
	 
	Yes

	Autoresponders customized
	 
	Yes

	Suggested Messages available
	 
	Yes

	Returning User Login Page enabled
	 
	Yes

	Gigya Open Authentication in use
	 
	Yes

	Gigya Social Sharing enabled
	 
	Yes

	Anonymous/Screen Name Participation
	 
	No, unless appropriate

	Reclaiming Teams
	 
	Yes, if appropriate

	Admin Only Survey Questions
	 
	As needed

	 
	 
	 

	
	
	

	
	
	

	
	
	

	

	

	

	

	






	[bookmark: Instructions]Instructions for Completing the Audit Process


[bookmark: Reports]
Metrics/Reporting
Every audit should begin by reviewing your data, and understanding your fundraising metrics and growth trends.  Run the following report writer reports for the current (if applicable) and previous year’s event(s) - at the very least. If there are more than two years of events, run the event summary report for up to the last 5 years to observe the trends.
TeamRaiser Performance by Event Report
Create a TeamRaiser Performance by Event report with the following data points: 
a. Event 	 
b. Internal Event Name 	 
c. Public Event Name 	 
d. Event Goal($) 	 
e. Event Date 	 	
f. Number of Active Registrations  
g. Number of Teams 	 	 
h. Total Online Gifts($) 	 
i. Number of Online Gifts 	 
j. Total of All Confirmed Gifts($) 	 
k. Number of All Confirmed Gifts 	 
If needed, create filters to target the events you’re analyzing.  Run the report, download to .csv file.  Compare year-over-year: Number of Active Registrations, Number of Teams, and Total Online Gifts ($), Total of All Confirmed Gifts ($).  These report results will give you an overall view of whether the event is growing or suffering from year to year.  To calculate growth metrics, use this formula: 
((Current Year Metric – Previous Year Metric)/Previous Year Metric) * 100 = % of growth
TeamRaiser Cross-Event Registrations
Create a TeamRaiser Cross-Event Registration report with the following data points: 
a. Participant First Name 	 
b. Participant Last Name 	 
c. Registration Date 	 
d. Additional Gift Amount($) 	 	 
e. Internal Event Name 	 
f. Public Event Name 	 
g. Event Date 	 
h. Participation Type Name 	 
i. Is Team Captain 	 
j. Team Name
k. Emails Sent  
l. Total Online Gifts($) 	 
m. Number of Online Gifts 	 
n. Total of All Confirmed Gifts($) 	 
o. Number of All Confirmed Gifts 	
If needed, set up filters to target the events you’re analyzing (recommended: the two most recent annual events).  Download the results to a .csv file, open in Excel.  From here, you can sort the data by event name, and separate each event’s data into a tab of an excel worksheet.  Save this file.  Once you have the data for each event, you can calculate any of the following key performance indicators and compare them to the benchmark data for similar events.
· % of on-line Fundraisers: Sort the file by “Total Online Gifts ($)” from highest to lowest.  Note the count of all walkers with $1 or more in the total online gifts field.  Divide by the total number of walkers registered.    
· % of email users: Sort the file by “Emails Sent” from highest to lowest.  Note the count of all walkers with a value of 1 or more in the emails sent field.  Divide by the total number of walkers registered.    
· Avg online $ per fundraiser: Sort the file by “Total Online Gifts ($)” from highest to lowest.  Insert a row below the last walker with $1 or more in their “total online gifts” field.  Use the function menu to calculate the average of all the values in “total online gifts” for walkers with $. 
· Avg online gift count per fundraiser: Sort the file by “Number of Online Gifts” from highest to lowest.  Insert a row below the last walker with a value of 1 or more in their “number of online gifts” field.  Use the function menu to calculate the average of all the values in “number of online gifts” for walkers with $.
· % of participants with additional gift: Take the number above; divide by the total number of walkers registered.    
· % on a Team: Sort the file by “Team Name” from A to Z.  Note the count of all walkers with a team name present.  Divide by the total number of walkers registered.    
· Avg Online Gift amount:  Run the Transaction report.  Filter out all gifts labeled as “offline” or “TeamRaiser Registration.” Go to the bottom and use the function menu to calculate the average of all values in the “Gift Amount” column. 
[bookmark: BestPractice]Best Practices
Consider the following Event Fundraising “Best Practices” and note whether your program is aligned with them. 
Do you:
1. Understand your audience, and how participants come to register on the site?
1. Foster team captains with unique messaging, team captain kits/meetings and phone calls?
1. Host contests and draws to promote online activity: sending email, registering, raising money?
1. Follow an appropriate event timeline for their event type – is there enough (but not too much) time between launch and event?
After the event, do you:
1. Continue communicating throughout the year via multiple channels – email, direct mail, event invitations, social networking, etc?
1. Send a survey to understand how well the event resonates with your audience?
1. Provide other opportunities for engagement – events, volunteering, advocacy, etc?
[bookmark: ConfigSection]Configuration
Next, log in to your administrator interface, and navigate to “Edit” the most recent TeamRaiser event.  Review the set up step-by-step, ESPECIALLY THE ADVANCED OPTIONS, as those are often missed. Use the TeamRaiser Audit – Configuration Checklist on pages 3 and 4 to track what is or is not in use. 
[bookmark: UX]User Experience
For this section, you should review the end-user experience of the event.  Note that you may need to re-publish the event to do so. If this is not possible, copy the event for testing purposes and archive it when you’re finished. Be sure to remove your test data when you are done (if necessary).  
 (
Typical recommendations for registration flow: 
Create your own registration flow breadcrumb in HTML at the top of each page.
For the additional donation section, let the user know their donation will go toward their own goal, using verbiage like “lead by example” or “kick-start your fundraising.” 
Only ask questions that are REQUIRED. If it’s not required, don’t ask it. 
Pay special attention to the Thank You page after registration is complete – is it clear to the user that “FUNDRAISE” is the next action they should take?
)Register as the Captain of a new team (set up a discount code for yourself as needed, or go through the steps up through the payment stage, then cancel and register yourself through the admin interface).  As you step through the process, identify areas for improvement, including design and verbiage.  
1.  (
Typical recommendations for the Participant Center:
Use tables and graphics to make the homepage content scannable, and make it easy for the participant to understand what you want them to do next (send email!!!)
Conditionalize the homepage content based on actions the participant has taken, like “self-donate”
Overall, does the personal page look
 
a
ttractive
? If not, it may be ready for a redesign and worth the investment.
)Visit the Participant Center and review the homepage content. Check out the personal page layout as well. 

2.  (
Typical recommendations for donation flow:
Offer a single page form with “process” button at the bottom
The “Donate” button should take users to the participant search page, with option to make a general donation if desired
Add a social sharing option on the Thank You page
)Exit the participant experience and come back to the site as a donor. See how many steps it takes and whether it is intuitive to make a donation on the site.

3. Review the event homepage/greeting page and navigation of the site.  Is it intuitive?  Is it easy to log in to the participant center?  Can I spot general info about the event in 5 seconds or less? 
[bookmark: Email]Email Marketing
Last, but not least, review the emails sent to prospective participants and participants (including Autoresponders, Coaching Emails, and any other email campaigns dedicated to the event).  There should be a well-thought-out series of emails on dedicated event stationery, with a clear call to action in each message.  Each email to participants should include a link to the participant center and access to their login credentials.  As you review, ask yourself:
· Are there separate “tracks” for registered versus non-registered users?  Team Captains?
· Are you taking advantage of personalization and conditional content?  
· How far out from the event is the email series launched?  
· Are you leveraging contests, draws, incentive prizes? 
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