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Stewardship Office

Middlebury College

Mission Statement

The Stewardship Office at Middlebury College serves to maintain and deepen the relationship between the College and its donors.  This connection is achieved through gift acknowledgement, donor recognition, and fund reporting.  Stewardship supports the continued cultivation of donors, provides for accountability in the use of donors' gifts, and honors donors' rights to timely and accurate information regarding the impact of their gifts.
Stewardship Program

The Stewardship Office was officially created in December 2002 with the hiring of a Stewardship Coordinator and Stewardship Assistant.  Today's stewardship program is managed by the Stewardship Officer, overseen by the Director for College Advancement Administration, and supported by the Stewardship Assistant.  The Stewardship Officer and Stewardship Assistant work as a team with the Stewardship Officer acting as the leader.  The team spends the majority of its time throughout the year on gift acknowledgement and fund reporting.  The Stewardship Officer focuses on the production of donor fund reports while the Stewardship Assistant concentrates on presidential and vice presidential gift acknowledgement letters.  The Stewardship Office pursues professional development opportunities when available and maintains membership in the national organization, Association for Donor Relations Professionals (ADRP), attending its annual conferences and regional workshops.
GIFT ACKNOWLEDGEMENT

Beginning with the new fiscal year on July 1, 2003, gift receipts were decoupled from thank you letters and the Gift Processing Office became solely responsible for making sure the gift receipts were accurate and mailed in a timely manner.

Currently, all gifts to the College are acknowledged with a gift receipt and a thank you ranging from a pre-printed card insert to a presidential thank you letter.  Gifts under $1,800 are thanked with a pre-printed thank you card that is enclosed with the gift receipt.  Gifts above $1,800 are thanked by the Vice President for College Advancement or the President of the College.  Acknowledgement levels currently in place:
President Thank You Letter:

-Trustees and trustee spouses, all gifts
-Faculty and Staff, all gifts

-Gifts of $5,000 and up

-Pledges of $100,000 and up

Letter templates are drafted several times a year and are approved by the President.   Letters are personalized by the Stewardship Assistant in coordination with gift officers.

Vice President for College Advancement Thank You Letter:

-Gifts of $1,800 to $4,999

-Pledges of $5,000 to $99,999
A letter template is drafted once a year.
The degree to which a gift is thanked varies and depends on the donor and the size of the gift.  In addition to the President or the Vice President for College Advancement, gift officers and annual fund officers may also thank donors for their gifts.  This may happen by written correspondence in letter or email form, by phone, or in person.
Restricted annual gifts to academic departments or gifts to special funds (i.e. senior class gift fund) may also be thanked more than once by several people across campus.  For example, the Vice President for Academic Affairs and the chairs of the academic departments are notified when a gift is designated to a particular academic department.  It is at their discretion whether they write their own thank you letter.

MEMORIAL AND HONOR GIFT ACKNOWLEDGEMENT

All gifts made in memory or honor of someone are acknowledged with a gift receipt and a pre-printed card insert that is enclosed with the gift receipt.  The card thanks the donor for the gift and informs him that the College will be notifying the deceased's family or the honoree of the donor's gift.  The Stewardship Office notifies the deceased's family or the honoree either when the gift was made or in some cases on a quarterly basis.  Donors for some special funds are also notified of new gifts to the funds, for example the Nalen Fund.
FUND REPORTING

Reporting to donors who have established expendable and endowed funds at the College has been expanded over the past few years.  More donors receive information annually either on the financial values of the fund, the use of the fund, or both.  As well, the quality and depth of the information is better than before and the timeliness of its delivery more acceptable than in the past.

Collaboration of the Stewardship and Gift Processing Offices during spring of 2005 resulted in the creation of a "Checklist for Creating an Endowed Fund," "New Fund Notification Form," and an "Endowed Fund Agreement."  The checklist and fund agreement template have helped to increase the amount of information the two offices receive from gift officers regarding donors' intentions for creating new funds.  The new fund form has allowed for better communication and a free flow of information among campus offices.
Recently, the Stewardship Office was asked to expand its annual reporting to not only the founding donor(s) but all donors, no matter the size of their gifts, to a particular fund.  At this time, the Stewardship Office does not have the time to do this for all other funds, but will consider this additional reporting for a fund upon request.  However, if a fund has been building over a period of years and it reaches the endowed level due to gifts from a group of donors, all will receive a fund use report in the initial year of its use.  In subsequent years, the founding donors and other designated donors will be the only ones to receive annual reports.
In addition to being responsible for reporting externally to donors on the use of their funds, the Stewardship Office is expected to provide assistance to gift officers on information related to a fund's values, its current use and use in previous years, to stay up to date on any activity or changes with the fund, as well as ensure that it is spent each year appropriately.

Endowed Fund Financial Reports:

In previous years, values of an endowed fund were reported to a donor at the time the donor was written to about the use of the fund.  Timeliness in getting this financial information to the donor was an issue.  For example, senior prize reports reported in May or June were providing end of fiscal year endowment values for the fund from the previous summer, almost a year later.

Beginning fall of 2004, all donors designated as financial report recipients in Banner began receiving a report that gave the end of fiscal year (June 30) book and market value of the fund as well as number of gifts and total amount of those gifts made to the fund during that fiscal year.  After the October Trustee Board meeting when the trustees approve the end of fiscal year numbers, the College Advancement Report Writer provides a report to the Stewardship Office that has been merged with a report from the Finance Report Writer.  A combined report in the future is the goal.  See the Banner and Reporting Needs section. 
Scholarship Recipient Reports:

Approximately five hundred donors receive scholarship reports prepared for about three hundred student recipients each year.  The total number of donors to receive reports increases each year because of new scholarships funded or gift officer requests to expand reporting to additional donors of a scholarship fund.  The scholarship report includes basic information about the student and several paragraphs describing their academic pursuits, extracurricular activities, and other interesting information about them.  This past year, most of the reports were narratives written by the students however, some were profiles of the students written by the Stewardship Office.  

The schedule is moving up in the academic year, but reporting generally begins in January and is completed in March.  After Student Financial Services completes student assignments sometime in late fall, students are contacted by email and asked to write a thank you note and complete an online questionnaire.  As students respond and time allows during the year end busy time with presidential acknowledgment letters, reports are prepared and mailed.  
The response from scholarship recipents with a thank you note and questionnaire has increased each year.  In 2002-2003, only 63% of the recipients returned thank you notes and questionnaires.  Each year the percentage has gone up; the 2005-2006 response rate is 95%.  The quality of the students' answers on the questionnaires has also improved making the most recent scholarship recipient reports the best to date.
The 2003-2004 academic year was the first time the scholarship recipient information was taken out of the body of the letter and formatted into as its own separate report that is then enclosed with a cover letter.  The report template is revised slightly each year to improve its appearance and provide additional information to the donor.  News articles featuring the students are occasionally enclosed with the reports.  Pictures of students, if available, were added to this year's reports providing a special quality to them. 
Much work has been done on improving the process for awarding scholarships to financial aid students over the past few years.  With new management in the SFS Office and a current emphasis on the importance of financial aid, the process has gotten better.  As a team, the Budget Officer, Director for Student Financial Services, and Stewardship Officer meet regularly and are working as team to create a more efficient process that is designed to help SFS make good student assignments. 
Annual Fund for Financial Aid:

For the first time this past winter, about ten donors that gave $5,000 or more to the Annual Fund for Financial Aid this current fiscal year received a scholarship recipient report.  The report shared a profile of a student assigned to one of the named scholarships but whose scholarship and identity were protected.  The Stewardship Office expects to send this report each year at the conclusion of the rest of the scholarship fund reporting.  

Senior Prize and Award Reports:

Senior prize and award reporting occurs in June after the winners are announced at a Saturday ceremony during Commencement weekend.  The Office of the College Secretary asks that department chairs report to the Stewardship Office about why they selected the recipient(s).  Almost fifty donors receive letters for about thirty students who have been recognized.  Generally, the students are not contacted by the Stewardship Office for their information because the summaries from the department chairs are sufficient and the Stewardship Office can also find other student information in Banner.
Research Fellowship Reports:
Research fellowship reports are mailed in the fall after the Office for the Dean of Curriculum, (Bob Cluss currently) forwards student summaries, which he requests they write after their fellowship experiences.  The Stewardship Office encloses the student summaries with a general cover letter to the donors.  There are less than ten research fellowships to report on each year.
Internship Reports:
Most of the internship reports are mailed in the fall by the Assistant Director for Internships (Claire Tetrault currently) in the Career Services Office (CSO).  The Assistant Director requests that the students write a summary on their experiences and submit their journals, as well as write thank you notes (notes to begin this coming year).  The comprehensive report is mailed to the donors and the Stewardship Office is copied on these contacts.

A few internship reports are handled by the Associate Director for Internships in the CSO office (Susan Walker currently) and are organized and mailed by Kevin McAteer, gift officer for the internship donors.  Until further notice, McAteer will handle this reporting.
Professorship Reports:

Summer of 2004 was the first time Middlebury reported to all the living donors or their families on professorship funds.  About twenty-five donors receive a letter from the Dean of Faculty Development and Research (currently Carol Rifelj) and a summary report written by the chair holder is enclosed.  Stewardship assists the Dean in the preparation of this mailing, but the Dean's office is responsible for getting the summary reports from the chair holders.  
Academic Department Fund Reports:
There are less than fifteen funds that support academic departments that need to be reported.  Some of the funds are incremental to the department's budget and their uses are documented in the Program Enrichment Funds document organized by Jennifer Herrera by July 1.  Some of the funds are one hundred percent budget relief for the department.  For these funds, stewardship has been contacting the department chairs asking them for highlights of their department over the past year.  

Special Purpose Fund Reports:

There are a number of funds that do not fall into the other categories and therefore are grouped together in Special Purpose Funds.  Most of these funds are reported on during the summer but some are reported on throughout the year depending on the use of the fund. 

Art Museum Fund Reports:

The Art Museum's Administrative Manager (currently Doug Perkins) handles reporting to donors of art acquisition funds.  The letter he writes, which is signed by the Director the Museum (currently Richard Saunders), provides an update on what is going on in the Museum and may sometimes include specific use of the donor's fund if this information has not already been reporting to donors earlier in the year.  This report is generally mailed in the fall to approximately ten donors.
Library Book Acquisition Fund Reports:

Each year, the Order Office Supervisor (currently Michele McHugh) in the library keeps tracks of those books purchased with support from the library book acquisition funds.  During the fall, the Office Supervisor provides the Dean for Library and Information Services (currently Barbara Doyle Wilch) with lists of books purchased with each fund's support.  The Stewardship Office helps the Dean with the mailing, but the Dean drafts the cover letter.  There are almost thirty book acquisition funds currently reported.
New Library Reports:

One year after the opening of the new library, the Dean for Library and Information Services reported to donors who had given to the Library Initiative or were designated as special library donors.  These two hundred donors are coded in Banner as Library Initiative donors so that each summer the Stewardship Office can help the Dean prepare a letter to these donors.
Starr Shelter Renovations Reports:

In the fall of 2005 following renovations made to Starr Shelter at the Snow Bowl, donors identified as major contributors to the Starr Shelter Initiative received a card from Associate Vice President for College Advancement thanking them again for their support.  Donors were coded as Starr Shelter Initiative donors in Banner and will receive an annual report of some kind each fall that shares information on the previous ski season and updates on improvements made to the Shelter during the summer. 
Language Schools:

There are less than ten scholarships for Language Schools that need to be reported to donors.  In coordination with the Stewardship Office, the Assistant Director of the Language Schools (Beth Karnes currently) prepares donor letters for the Dean of Language Schools (currently Michael Geisler).  The letters provide a summary of the scholarship recipients and an update on Language Schools.  The donor report for Betty Jones, a principal donor, is prepared by the Stewardship Office, but sent over the Dean's signature.

Bread Loaf School of English:

The Director of Bread Loaf (currently Jim Maddox) is currently handling his own scholarship reporting.  The Director asks scholarship recipients to write the donors and he also writes to the donors notifying them who received the scholarship.  Stewardship receives copies of the letters.  There are less than ten funds being handled this way and the current system seems to work for everyone.
Bread Loaf Writers' Conference:

Similar to the situation with BLSE, there is minimal contact with reporting for BLWC as there are few funds to report on.  Stewardship is copied on letters to one particular major donor who supports a fellowship fund.
SCHOLARSHIP STEWARDSHIP

Reunion:
Starting with Reunion 2004, stewardship has been contacting recipients of class scholarships to ask them if they will be on campus during Reunion so that they could meet members of the class.  If they are on campus and are willing to meet class members, they are invited to a lunch or dinner event.  One year a student presented the class with a decorative wood wall hanging from her home in Bulgaria during dinner.  Each year, the Stewardship Office prepares a brochure style piece on the students with their pictures, if available, profiles and thank you notes that is enclosed with the registration packets or available for pick up at the registration tables. 
Individual Meetings:
On occasion when a meeting with the scholarship recipient and scholarship donor is requested by the donor, Stewardship will help set up a time and place for it in coordination with the gift officer.

Trustee Scholarship Recipient Event:
Plans fell through for a trustee scholarship lunch event this past May Board meeting.  Besides the Davis UWC Scholars Program and Freeman Vermont Scholarship yearly events for these special donors, the College does not sponsor a scholarship donor and recipient event to all donors.  
See Campaign Planning section for more discussion.
SPECIAL STEWARDSHIP PROGRAMS
Davis UWC Scholars Program:

In early 2005, the Stewardship Office was asked to manage the stewardship of this important scholarship under the direction of the Vice President for College Advancement. 

The Stewardship Office responsibilities for the Davis UWC Scholars Program include:

· Working with SFS to ensure proper student assignment of available scholarship monies.

· Collecting registration forms, thank you notes, questionnaires, and senior photos from students.

· Preparing comprehensive reports twice a year.

· Creating a thank you note binder for the Davis Dinner.

· Organizing student get-togethers and helping with the Davis Dinner in the fall.

· Maintaining files and other documents such as the master student list.

Freeman Vermont Scholarship Program:

In early 2005, the Stewardship Office was asked to manage the stewardship of this important scholarship under the direction of the Vice President for College Advancement. 

The Stewardship Office responsibilities for the Freeman Vermont Scholarship Program include:

· Working with SFS to ensure proper student assignment of available scholarship monies.

· Collecting thank you notes and questionnaires from students.

· Preparing a report once a year.

· Creating a thank you note binder for Freeman Lunch in early fall.

· Maintaining files and other documents such as the master student list.

Posse Program:

In early 2005, the Stewardship Office was asked to help with donor stewardship of this important admissions recruiting program under the direction of the Vice President for College Advancement. 

The Stewardship Office responsibilities for the Posse Program include:

· Collecting student profile information and other student information.

· Preparing reports twice a year.

· Maintaining files and other documents such as the master student list.

MEMORIALS AND NAMED SPACES

Memorial and Class Trees:

Stewardship has an inventory and pictures of many memorial and class trees on the main campus.  The pictures were provided by the Facilities Services Office two years ago.  Recently, the Stewardship Office provided the FSO with a revised list of trees that FSO plans to post on the College's web site this summer

Current policy restricts the naming of trees on campus.  However, when a need arises, the Stewardship Office is responsible for working with Facilities Services to identify and plaque trees; recent example is the McAuliffe plaque.
Named Items:

When called upon to assist, Stewardship helps with research or contacting donors regarding situations that have to do with items owned by the College but named for someone.  Recent examples are the Zenas Bliss clock in the Starr library and the Class of 1916 gates.
Named Spaces:

Occasionally Stewardship is asked to help with named spaces.  This assistance has been in the form of research on donors, ordering plaques, working with Facilities Services, and/or providing information to donors regarding the naming.  The most recent example is contacting donors to Starr Library about the new plaque that will be installed in the renovated building.
DONOR RECOGNITION SOCIETY
1800 Society:

During the 2004-2005 academic year, the Special Gifts Office began promoting the 1800 Society, a donor gift recognition society for donors of $1,800+ gifts to annual giving.  Donors were promised a presidential acknowledgement letter and a named library book plate for their support.  In that year's presidential acknowledgement letters, donors were notified of their inclusion in the gift society.  In the summer a special bookplate was designed and about 500 donor names were recognized on these book plates, which were affixed to new library books by the library staff during the fall.

In addition, those donors in that group that gave $10,000+ were promised a book by a Middlebury author.  About 125 donors received a recently published book by Middlebury faculty member, Bill McKibben, with a letter from the Vice President for College Advancement (trustees) or the Director of Special Gifts (all others).
Beginning summer 2006 and following fiscal year end on June 30, a presidential letter will be sent to all 2005-2006 1800 Society donors.  The letter will inform them of their society status and thank them for their annual giving support.  This letter replaces mentioning anything about the society in presidential acknowledgement letters, as was done in the previous year.  Naming book plates and sending books to donors will continue.
DONOR ROLL RECOGNITION
Beginning with summer 2005, Stewardship took over the responsibility of producing the annual donor lists for the class donor rolls.  Production costs for the donor roll have been charged to the Stewardship budget each year, but the 2005 donor roll was the first one that Stewardship played a major role in its creation.

The Stewardship Office reviews the donor giving report, comparing donor information to the donor roll notes in Banner as well as confirming salutations.  This draft is shared with gift officers for their review.  Stewardship divides the lists by class and adds class information.  The class lists are now reviewed by directors.  Stewardship sends the Publications Office the final lists in mid-to-late August.  The goal is to have donors receive their copies by the time the September annual giving appeal is mailed.
The class donor rolls are inserted into Voices, a four page brochure that features student stories and other campus highlights and is written and prepared by the Development Writer.  

OTHER DONOR STEWARDSHIP

Named and Endowed Funds booklet:

In January 2004, the Stewardship Office updated the Named and Endowed Funds booklet.  Funds were added and information from the previous booklet was corrected and revised.  Student and faculty quotes were inserted in blank space between sections.

A subset of the funds listed in the Named and Endowed Funds booklet, is included in the College's General Catalog that is posted on the web site.  This list is not a complete list of College funds.  There are no plans to update the printed booklet.  See the Campaign Planning section under using the web site for further discussion.
Library Panther Reading Room Display Case:

In 2005, Stewardship was asked to take over maintenance of the contents of the Panther Reading Room Display Case in the new library.  The display case was created to provide a public space to recognize scholar athletes.  The contents consist of framed lists of the NESCAC All-Academic students for the previous two or three semesters.  Prize winners of the annual Hazeltine-Klevenow Memorial Cup are pictured, as well as other winners of prizes recognizing athletes for their scholastic achievements. 
CAMPAIGN PLANNING
In preparation for an upcoming campaign, there are several initiatives the Stewardship Office would like to add to its program, if resources and time permit.  Support from colleagues in the College Advancement Office, including the development, communications, and public affairs offices will be needed. 
Increase Credibility of Stewardship Office:

There are a few minor changes that the Stewardship Office thinks could be implemented to help others become more aware of the impact the efforts of the Stewardship Office can and will make on donor relations.

· Stewardship Officer listed along with prospect coordinator and volunteer on the daily gift reports.  This would help the Stewardship Office measure its results as well as make others aware of the impact stewardship can have on donors.  The idea is that stewardship helps to complete the cycle of giving by providing the donor a reason to give again.  
· Stewardship Office has its own letterhead for all letters and reports.  Most donors probably have not heard of a Stewardship Office.  This would help legitimize the office and therefore promote its purpose to donors.  It would also help to distinguish stewardship reports from appeals, which might be thrown away.
· Stress that correspondence from the gift officer to the donor regarding a stewardship report is sent either before or after the stewardship report is sent, not along with it as this distracts from the stewardship office's efforts to be an office accountable for its information. 
Create Individualized Donor Stewardship Plans:
Stewardship among major and principal prospect donors varies.  There is a concern that some of these important donors are not being stewarded for their previous giving.  Achieving individualized stewardship plans for them requires collaboration between the Director of Principal Gifts and/or the prospect coordinator and the Stewardship Officer.  

The first step would be for the Stewardship Officer to gather information on the current stewardship activities for the 50-100 principal prospects.  The next step would be for the Stewardship Officer to meet with the Director of Principal Gifts and/or the prospect coordinator to discuss what is already happening for each donor.  The final step would the development of a specific plan for each donor that would be reviewed on a yearly basis.  
Begin Unrestricted Endowment Fund Donor Reporting:
Less than ten donors established unrestricted purpose endowed funds during the Bicentennial Campaign.  Starting two years ago, they began receiving the financial report providing the values of their funds, but because of the unrestricted nature of the funds no other reporting has been done. 
The Stewardship Office suggests the following plan for how to steward these donors for establishing funds that are so important to the College.  A one-page report prepared by the Development Writer is sent to donors with the financial report each fall.  The report updates donor on a different funding area of the College each year and is a stand alone production with its own template. The Stewardship Officer would write a cover letter and enclose the report.  

For the first year the report could discuss the importance of financial aid support and provide a scholarship recipient report.  The next year, the report could provide an interview with a faculty member or staff member and give his/her picture, and the next year the report could give a detailed update on library and information services.
Begin Funding Area Reporting:
In addition to donors with unrestricted purposed endowed funds, there are other donors who established funds, or helped establish a fund, during the Bicentennial Campaign who do not receive regular fund reporting.  

It has been a struggle in the past to engage offices across campus in helping the Stewardship Office with current information on their areas.  In particular, it has been difficult to report to donors of funds for Commons and environmental studies/affairs.  
The first step would be to look at what newsletters or other mailings are sent for each area and to whom.  As with unrestricted funds, the Development Writer would prepare a one-page report updating the donor of the area, perhaps providing an interview with a faculty or student involved with that area or sharing the past year's activities.  The one-page report with its own template would be enclosed with a cover letter from the Stewardship Office.  The Stewardship Office suggests that the following areas be reported beginning summer / fall 2006, and new areas be added as necessary:

· Commons

· Environmental Studies/Affairs (annual newsletter)
· Jewish Studies (annual newsletter)
· Science

The following areas already discussed in other sections are being reported to donors: Posse, Library, and Starr Shelter.

Schedule Annual Scholarship Donor and Recipient Event:
Many other schools have an annual event that puts donors and their scholarship recipients together.  In collaboration with others, Stewardship needs to plan a spring event.  A fall or winter event is less likely as SFS may not have completed scholarship assignments however, in the future when the assignment process is more streamlined it could be.  
A proposed scenario for this spring event follows and more discussion among the development team would be needed.
Scholarship Donor and Recipient Event:
When: lunch or dinner during the May trustee board meeting
Who: all donors and all recipients of scholarships, plus the President and the VP for College Advancement, approximately 200 attendees

General Scenario: 

The event is an attempt to provide opportunities for donors to see the impact of their giving and the students to have a chance to personally thank their sponsors that make their financial aid possible.  The atmosphere would be informal with a buffet sit down meal.

The President would welcome attendees and might introduce students by name, major, and home asking them to stand at the same time.  A donor would speak briefly on behalf of the donors.  A student would speak briefly on behalf of the students thanking donors publicly for the support that makes their educations possible.

Name tags would be used but "matching" donors to their recipients might be avoided as some donors would need to be matched with as many as thirteen students and others would only have one recipient.

Seating would be random but arranged so that a certain number of students would be asked to sit at each table with a proportionate number of donors, thus avoiding a situation where you have a table of all donors and no students or vice versa.

Engage Through the Web Site:
Many other schools are using their web sites for building and enhancing relationships with donors through donor recognition and fund reporting.  There are many different ways the web site can be used to engage the donors from including a story about why the donor established an endowed fund to providing video streams of events on campus that the donors have supported.  Some examples of how other schools are using the web that relates to stewardship:
· Profiles of faculty who are supported by professorship funds

· Donor pictures, quotes, and stories
· Streaming audio and video of performances and lectures

· Funds listed

Some good web sites that can be used for ideas are:

http://apps.carleton.edu/campus/development/stewardship/
http://www.yale.edu/development/impact/index.html

Initially, individualized stewardship plans created for principal prospects could help define web content.  For example, the donor could be recognized for his gift to establish a professorship fund with an online story on the web site if the gift officer agreed that the donor would appreciate the publicity.  A discussion about how involved the web site could be for stewardship purposes needs to be addressed within a larger group.  
It has been over two years since the last published Named and Endowed Funds booklet.  Within the larger discussion of how Stewardship can engage donors through the web site, the Stewardship Office would like to come to a decision about whether to publish the booklet again or post the funds along with their definitions, possibly, on the web site.  Stewardship sees posting the funds online as a more efficient, timely, and inexpensive alternative to printing the booklet.

Test Electronic Communication:

A few of the scholarship recipient reports were emailed to donors overseas by the Director of Principal Gifts this past winter.  The response was positive.  As news of student recipients has come up throughout the year, the Stewardship Officer or a gift officer has emailed donors with the update.  Donors were appreciative for the electronic communication and even seemed to welcome its timeliness and informality, which also gave them an opportunity to respond with convenience.
Improve Presidential Gift Acknowledgement Process:
With a fairly new president who has a much different writing style than the previous president, the Stewardship Office is not convinced it has a strong ability yet to write freely in the president's style and tone.  Recently, the Development Writer provided some general templates that are being used.  The suggested plan is for the Development Writer to supply several templates throughout the year, one in particular in July for new fiscal year gifts.
REPORTING AND BANNER NEEDS

There are a few reports that will help the Stewardship Office with efficiency and accuracy.

1.
Combine Finance Report Writer's (Cheryl LeBlanc) endowment report with College Advancement Report Writer's (Carol Grant) Scholarship Prizes Awards so that there is one report to run each year, eliminating the duplication problem experienced this past fall.  College Advancement's LIS contact (Rob Pekor) will need to assist with this project.
2.

Create a Fund Description report which provides fund name, VSE code, Group code, Project code, report recipients, scholarship recipients (if scholarship fund), attributes, finance id number, definition, stewardship comments, total gifts, and total amount out in pledge payments.  In one profile the user gets a summary of the fund.
3.

Create a Fund Reporting report which provides time of year the fund needs to be reported on and to whom.  In attributes, the time of the year the scholarship is reported would need to be coded first.
New Codes needed: 

Time of Year in Attributes, Fall, Winter, Spring or Summer

Person responsible for the Fund Use Information

ANNUAL SCHEDULE

JULY


Gift Acknowledgement Letters




Professorship Fund Reporting



Academic Department and Special Purpose Fund Reporting




1800 Society Mailings




Donor Roll


AUGUST

Freeman Vermont Scholarship Program Report




Library Report




Donor Roll


SEPTEMBER

Summer Program Reporting




Fellowship and Internship Reporting

OCTOBER

Financial Reporting




Davis UWC Scholars Program Report




Scholarship Assignments

NOVEMBER

Museum of Art Fund Reporting




Library Book Acquisition Fund Reporting




Scholarship Recipient Reports

DECEMBER

Gift Acknowledgement Letters




Posse Report

JANUARY

Gift Acknowledgement Letters




Scholarship Recipient Reports

FEBRUARY

Scholarship Recipient Reports

MARCH

Scholarship Recipient Reports




Davis UWC Scholars Program Report

APRIL


Review and Plan
MAY


Senior Prize and Award Reports

JUNE


Gift Acknowledgement Letters




Posse Report
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