INSTRUCTIONS FOR VOLUNTEER SCREENERS
You have a customized list of names from your time at Saint Vincent.  The names included in your screening book are alumni in your class and the classes three years before and three years after with a major in one of the programs of the Boyer School.

Before starting the book, please review the sample page and the guidelines listed below:

1. RATE ONLY THE PEOPLE YOU KNOW – THOSE WHOSE NAMES YOU RECOGNIZE


The far left column lists the name, home city and state, and major if known.  The second column shows the person’s SVC class year(s).  Review your lists as quickly as you can.  Look for any names that you know or information that allows you to make a good guess (i.e., the person lives in an affluent neighborhood that you are fairly familiar with and holds an executive position.  There is no need to worry about the number of names you rate.  You may only rate a few names, or you may rate 50 to 60.

2. GIFT CAPACITY: This represents the person’s ability to give to SVC over a five-year period.  For example, $50,000 represents $10,000 per year over five years.  The amounts shown are ranges, so 500K includes gifts in the range of $500K to $999K.  If you think a person is capable of a gift, but not in the ranges shown on the form, please write in the amount that you think is an appropriate gift level for that person. 

How do you know what amount to circle?  “Guestimate.” There are no formal rules for estimating how much an individual might be capable of giving on the basis of accumulated assets and income.  However, a convenient rule of thumb might be to rate potential at five percent of assets.  Base your Gift Capacity rating on things like:


· Accumulated or inherited wealth– stocks, bonds, real or personal property, full or part ownership in businesses, family corporations or trusts

· Lifestyle -- size and number of home, cars, vacations

· Annual income level

· Size of gifts or commitments to other institutions or organizations

3. HOW WELL DO YOU KNOW THIS PROSPECT?
(a) Well = Close friends, family, close business associates

(b) Somewhat = Casual friends and business acquaintances

(c) Reputation = Persons in your community or business world whose names you recognize

4. PROSPECT’S INCLINATION TO GIVE?
(a) High = Committed to SVC, enthusiastic, a member of boards or clubs, and a consistent donor

(b) Medium = Moderate interest in SVC events, attends some SVC functions, occasional donor

(c) Low = No interest in SVC, unaware of SVC events, loyalties lie elsewhere

5. YOUR COMMENTS: Anything you think would be helpful for us to know about this person, for example, just sold a business, has two children in college – ask in a few years, just won the lottery, etc.

6. OTHER POTENTIAL DONORS: There are blank pages in the multiple-choice format.   Please use them to let us know about additional people who could aid the cause for Saint Vincent’s fundraising efforts, but whose names are not on your list.  Please circle the appropriate items regarding this person.

7. PLEASE USE THE ENCLOSED GREEN PEN SO WE CAN EASILY SEE AND RECORD YOUR WORK.
8. Keep in mind that your response does not trigger an outcome.  We are looking for direction and need your help and the help of hundreds of others to have a successful campaign.  When four or five people have indicated a giving potential, we will actively involve prospect donors.

9. The information you provide will be kept strictly confidential.  Thanks for your help!!
