CONFIDENTIAL Briefing Document:  Jane and John DoeDonor Photo

				        (Phone #)

Date of meeting: Day, Date, time

Location: 	Restaurant Name, Address
Phone Number (reservation confirmed)

In attendance:	Jane and John (Jack) Doe, and staff member name 

Solicitation Goal:		
· $35,000 to annual fund for next four years
· Incremental gift of $250,000 to sponsor new production 
· In honor of Sally Doe , Jack’s late mother 
Organization History:
· Last gift/last year’s gift
· Lifetime giving
· Length of involvement (anniversary?)
· Subscription and last performance attended

Speaking Points:
· Thank!
· Family inquiry: name of children and details about them (schools, jobs)
· Update on project that they last funded/inquired about
· Organization update: last performance they attended, great newspaper article, changes in dancer roster, anecdote on favorite dancer
· Solicitation: 
· Annual Fund: commit to $35,000 annually for the next four years
· [bookmark: _GoBack]In addition to the annual fund support, I wanted to start the conversation about ways you can honor your mother Sally
· Named sponsorship of new production 
· Exciting opportunity for them because….
· Date of start/completion of project
· Production Details: Set, Costume, Lighting Designers’ names, Choreographer, Composer 
· Community impact
· Benefits to organization
· Contribution of $250,000 
· Donor Benefits 
· Financial breakdown
Next Steps:
· Their next performance, invitation to event

Bringing: Folder including: specific articles, Brochures, invitations, gifts
