Valleywise Health Foundation
Monthly Donor Failed Credit Card Procedure

1. Donor Database Manager runs “Monthly Gift Past Due” report in NXT database view weekly
a. Compare with constituent actions or notes on last week’s report (at Valleywise Health Foundation\All Staff - Documents\Raisers Edge\Reports\Monthly Gift Past Due) to determine if action has been taken
2. 0-10 days from failed charge:
a. MobileCause donors receive a (manual) text to update their credit card (but should also be called)
b. Donor Database Manager alerts the assigned fundraiser or the development team 
i. Fundraiser calls donor for a new card 
1. Email if there is not a phone number available
2. Letter if there is no phone or email
ii. If new credit card information is obtained, the fundraiser provides the Donor Database Manager with the new card number, exp date, ccv code, and billing address (use the Cash Donation Form)
3. 2-3 weeks from failed charge
a. Send follow-up email from Kate – Through NXT by Donor Database Manager 
i. Send letter if there is no email address  
4. 60 days from a failed charge
a. Send a letter (if a letter was not sent in previous step)
5. [bookmark: _GoBack]90 days from a failed charge
a. Gift is recorded as terminated 
b. End date on monthly donor constituent code is set to date of first failed charge
Note: All calls/emails/mailings should be recorded with an action type of “Monthly donor payment support” in NXT.
