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Step-by-Step to Confirming a Major Donor 
 

 
Cultivation: Reception 

1. Send out invitations to potential donors (via email or snail mail) 
2. Personally call to invite them to the reception 
3. Board and Major Gift Committee members to help with the phone calls of potential donors with 

whom they have a personal relationship  
4. At the reception, the presentation should simply and effectively cover most of the information 

about the organization and its current needs 
5. At the event, engage one-on-one with the potential donors about the organization, the project and 

answer any questions 
6. Either at the event or shortly after the event, set a time to follow up with the potential donor 
7. Each reception attendee will receive a follow up letter with donation card 
8. Each invitee who was unable to attend will receive a follow up letter with brochure 
9. If the potential donor needs more cultivation, invite potential donor to take a tour of the 

organization 
10. If the potential donor is ready for an ask, set up a face-to-face meeting  

 
Cultivation: Tour of Organization’s Facility 

1. A tour of the Organization’s facility is an opportunity for the potential donor to see the programs 
firsthand 

2. At the end of tour, answer any questions  
3. If it is appropriate, ask the donor for a financial commitment (potentially a pledge over 3-5 years) 
4. If donor needs additional cultivation, offer to set up a face-to-face meeting  

 
Solicitation: Face-to-Face Meeting 

1. Set up a meeting to meet with the potential donor (includes a staff member and a Board member) 
2. At the meeting, ask the Board member to share why he/she is involved with the organization and 

highlight certain the programs/exhibits  
3. Let the potential donor know of the others who are involved in the organization  
4. Be Upfront, Be Specific, Be Clear – make sure the potential donor knows what you are asking 

for and when you need an answer, but also let him/her know it’s o.k. to say “no” 
5. Ask the potential donor to give a specific donation amount to the organization.  Once you have 

asked, don’t say anything else – let the prospect respond and then handle any comments, 
questions 

6. If the potential donor can make his/her decision at this meeting, confirm the amount, have them 
complete a pledge form on the spot and thank them for their commitment.  If the prospect needs 
time to make a decision (more common response), agree on when you can check back with 
them. Set a time at the meeting to follow up (bring your calendar) 

7. If a question comes up and you don’t know an answer- that’s okay.  Let him/her know that 
you’ll find that out and get back to them. 

8. Do not be upset by a “no” answer. It means “No, not right now.” 
9. THANK the potential donor for her/his time 
10. Follow up, follow up and follow up until you have confirmed a gift 

 
Four things you should know after a meeting with a potential member 

1. What the potential donor thinks about your organization 
2. What the potential donor thinks about your organization’s need 
3. What the potential donor thinks about the donation amount 
4. When follow up will happen (because you set the date and time for follow up) 


