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How Time Flies
BY RENEE C. HERRELL , M. A . ,  CFRE

BEST BETS 
Big ideas for the small shop

A one-person development shop offers a fundraiser an opportu-
nity to plan, lead and implement all development efforts for one 
organization. These individual efforts create a real sense of pride. 
As Lenise Andrade, director of development for ArtPower! at the 
University of California, San Diego (www.artpwr.com), said, 
“So the upside is that I get to do everything. And the downside 
is that I have to do everything.”

One of the biggest challenges for the one-person development shop is 
time management. It is quite common for the fundraiser to be bombarded 
daily by staff, board members, volunteers and donors asking myriad ques-
tions or just wanting to chat. Although the social interaction and subse-
quent relationship building is healthy, the actual fundraising work often 
gets pushed off until the evening or weekend hours, creating 60-plus-hour 
weeks. 

How can you effectively build rela-
tionships and manage your time? The 
key to time management is prioritizing. 
The following are a few simple ways 
to help you prioritize your day, month 
and year.

1. Set annual goals
Set your total fundraising goal for the 
year. Develop a simple annual fund-
raising plan by dividing up how much 
you will raise with fundraising events, 
direct mail, major-donor solicitations, 
grant proposals and other fundraising 
efforts. Then divide your time accord-
ingly. In your day-to-day activities, re-
flect on your goals to ensure that each of 
your efforts is working toward raising 
funds to meet your goals.

Merge your goals and activities into 
a one-year solicitation calendar. This 
will allow you to work backwards from 
deadlines in order to be prepared for 
upcoming events, letter appeals and 
grant proposals. Additionally, decide 
when to approach your major donors 
for an annual gift so you can set aside 
time to developing a specific strategy 
and ask for each donor.

With each activity, ask yourself, 
“Will this contribute to the overall fun-
draising plan and annual goal?”

2. Develop systems
Develop systems so you don’t have to re-
invent the wheel each time. You should 
have a system for:
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To make it easy for your donors to 
give and for you to receive donations, 
make sure you can accept credit cards, 
online donations, in-kind donations 
and gifts of stock and real estate. Es-
tablishing an internal step-by-step pro-
cess for receiving a donation will ensure 
that the donor is thanked, the amount 
is entered into your database and the 
funds are deposited. This system also 
will allow you to utilize a volunteer’s 
help for processing donations. On the 
same note, it is important to have a 
system for how and why information 
is entered into the database so that the 
information is consistent from one do-
nor record to the next.

As a fundraiser, you are often ap-
proached with worthy fundraising op-
portunities. You need to determine if 
it is feasible to take on a new effort in 
addition to your other responsibilities. 
Develop new criteria for fundraising 
opportunities that clearly spell out the 
benefit to the organization, the time re-
quired and other information that will 
help you make a decision about whether 
it is worth taking on something new. 
Ask yourself, “If we do pursue this new 
opportunity, what will it cost us by not 
being able to do something else?”

Utilizing outside help can make a 
development officer twice as produc-
tive. To save time with direct mail, con-
sider having an established third-party 
service provider to print, assemble and 
mail your letters. This costs on aver-
age about 50 cents or less per piece. 
Mail houses also eliminate incorrect 
addresses, ultimately saving time and 
money on your mailing. You also can 
organize a group of volunteers to as-
semble mailings. Developing specific 
projects and clear directions for volun-
teers can be helpful for you and mean-
ingful for volunteers.

An efficient daily system will set up a 
flow of work so that you can ensure that 

you get many things done instead of 
getting stuck on one project. Andrade 
effectively manages her time with this 
schedule.

data lists, process gifts, review ticket-
ing, arrange parking for donors, enter 
contact reports and accomplish other 
duties.

after the coffee kicks in so that “you 
sound positive, alert and happy.”

appeals and responses to donors, or 
utilize this time to meet with donors.

event or community networking 
mixer.

conversations held with donors at the 
event to type up in a contact report in 
the donor database in the morning.

3. Utilize your office door
Establish office hours when staff, board 
members and volunteers know you are 
available to take questions and engage 
in conversation. This will prevent peo-
ple from unnecessarily taking advan-
tage of your time.

When you need quiet time to write a 
proposal or an appeal, place a sign on 
your door to let others know that you 
need uninterrupted time. Before you 
close your door, make sure to tap in-
ternal sources for programs or finance 
information needed for the grant. In-
side your office, switch your phone to 
go directly to voice mail, close your 
e-mail inbox window so you are not 
tempted to respond to messages and al-
low yourself to concentrate fully on the 
task at hand. 

4. Get out of the office
Sometimes it is difficult for develop-
ment officers to leave their office, but 
one of the most important ways to 

spend time is to meet one-on-one with 
donors. Make it a priority to meet with 
donors and depending on the size of 
your donor pool, plan to meet with two 
to five current donors and two or three 
potential donors each month. 

One of the barriers to setting these 
meetings is coming up with a reason 
that is not a solicitation but will allow 
you to build a true relationship. Ask 
your current donors how they got in-
volved and why they chose your orga-
nization from other organizations of-
fering similar services. Ask them why 
they continue to give year after year. 
Ask them about their favorite program 
or service. These questions will help 
establish a foundation for a lifelong 
relationship. Also, you will gain better 
insight into how your organization is 
viewed by others and be able to utilize 
this information to engage new donors.

5. Schedule playtime
Andrade believes “in calendaring every-
thing so when I make plans with some-
one it is on my calendar.” This includes 
social time. Once a week, plan to meet 
a friend after work at 6 p.m. so you 
are forced to leave the office at 5 p.m. 
Schedule workouts, whether going for a 
30-minute run, taking a lunchtime yoga 
class or meeting a friend at the gym af-
ter you leave the office. Time away from 
work will not only refresh your mind, 
body and spirit but also make you ap-
preciate what you do even more.

Small-shop development officers tend 
to be overachievers who come in early 
and stay late. You can accomplish only 
so much each day, but utilizing these 
tips will help you effectively manage 
your time and work, resulting in more 
successful fundraising efforts. 

Renee C. Herrell, M.A., CFRE, is a 
consultant with RCH Consulting in 
San Diego (www.reneeherrell.com).
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