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Office of Institutional Advancement

Strategic Plan for Advancement Services

Fiscal Year 2012

	Goal
	Objectives


	Action Steps
	Who
	Timeline

	



Mission Statement
The mission of the Advancement Services department is to maintain information delivery systems and provide quality data services in support of the Office of Institutional Advancement.

Our Vision

By supporting the operations of Institutional Advancement (Development, Alumni Relations and Institutional Partnerships and Sponsored Research) and other University departments involved with the external mission of the University of Hartford, Advancement Services provides professional services, resources, and solutions to our internal and external constituents, incorporating accountability, flexibility, and confidentiality as we work to continuously improve systems and procedures.

Our Objectives

The ongoing objectives of the Advancement Services department include the following:


Focused Data Integrity
Innovative Information Support Services


Comprehensive Data Coordination
Multi-faceted Direct Mail Services


Analytical and Practical Report-Writing Services
Timely and Efficient Gift Processing


Inclusive Donor Records Management
Thoughtful Strategic Planning for long and short-term projects


Accurate Accounting for Financial Data
Protecting Data thru Encryption and PCI Compliance



Maintaining and Creating Policies and Procedures
Maintain Annual Information Management Plan

	Develop and maintain a responsive, customer-oriented Advancement Services team.  The following objectives will:  help to develop an annual work plan for future years, help with time management and help us to become proactive with repeated requests and questions.



	
	Creation of Advancement Services Website
	Create plan/blueprint for website
	C. Adams
T. Morris


	August  2011

	
	
	Begin creating web pages
	C. Adams

T. Morris
	September 2011

	
	
	Website Live to customers
	C. Adams

T. Morris
	January/February 2012

	
	Create a Team Support portal for report/information requests
	Research implementation plan 
	T. Morris
	Therese and Chris to continue from FY10.  

	
	
	Test portal on select customers
	T. Morris
	

	
	Measure several metrics on productivity, repeated requests and budget outlooks
	Report results on a monthly basis to VP and Assoc. VP of Development
	C. Adams
	Continuation from FY11 - Monthly

	
	Measure productivity and customer service
	Report results on a monthly basis to VP and Assoc. VP of Development
	C. Adams
	Continuation from FY10 - Monthly


	Plan, implement, measure and continuously improve gift and biographical data entry with an emphasis on data accuracy and timeliness.

	
	Measure and track multiple biographical and gift statistics 
	
	C. Adams
	Continuation from FY11 - Monthly

	
	Maintain data integrity queries
	To be run daily, weekly and monthly
	Advancement Services Staff and Students
	Continuation from FY11 - Monthly

	
	Use barcode scanner for gift entry to increase productivity and to eliminate data entry errors
	Add  barcoding to appeals
	C. Adams

J. DeFeo
	Begin with first pledge reminder of FY12

	
	
	Begin using for gift entry
	J. DeFeo
	August/September 2012


	
	Create new matching gift process to increase revenue and add stewardship
	Send letters monthly to donors who have a matching gift company but didn’t send form
	C. Adams
C. Cyr
	Beginning with July 2012 gifts

	
	
	Send letters monthly to donors where we have received matching gifts
	C. Adams

C. Cyr
	Beginning with July 2012 gifts

	
	Reduce number of duplicate mailings
	Delete duplicate records where records are only located in RE and not in Banner
	T. Morris


	Continuation from FY11 - Monthly

	
	
	Delete duplicate records where records are located in RE and in Banner
	T. Morris in conjunction with ITS


	Continuation from FY11 - Monthly

	
	Use address change service via USPS website
	For all Observers and Annual Donor Report 
	T. Morris
	Continuation from FY11 - Monthly

	
	Use Pitney Bowes SmartMailer
	Use for mailings not being sent thru a mailhouse for NCOA purposes
	T. Morris
	Continuation from FY11 - Monthly

	
	Decrease lost alum percentage by 10% (700 alums)
	Download updates from BBNC (Blackbaud Net Community) from individuals making changes on their profiles
	Adv. Serv.
	Continuation from FY11 - Monthly

	
	
	On a daily basis make data changes from returned mail
	Adv. Serv.
	Continuation from FY11 - Monthly


	
	Confirm seasonal addresses
	For all individuals who we believe have seasonal addresses send letter explaining options
	C. Adams
	July 2012

	
	
	Change reports/data pulls to consider seasonal addresses
	C. Adams

T. Morris
	Continuation from FY11 - Monthly

	
	Update Constituents (Alums, Parents and Friends)

Update primary business information

Update education information

Update Spouse information
	Use the following resources:

· In-house updates

· Returned Mail

· Move updates from NCOA

· Student files in Registrar’s Office 

· Prior alumni directories

· AlumniFinder

· Commencement Bulletins

· Student at Registrar’s Office

· Telefund updates

· Checks/gift forms

· Prospect Research files

· Sending lists to Faculty, Athletics, etc.
	Advancement Services
	Continuation from FY11 - Monthly

	
	Create and implement a plan to confirm solicit/exclusions codes on donor records
	Begin with Alumni – change coding structure/location 
	C. Adams
	July 2011

	
	Research missing alums in Banner that are not in RE
	
	T. Morris

J. DeFeo

S. Sterling
	Continuation from FY11 - Monthly

	
	Research missing alums in RE that are in commencement bulletins
	
	T. Morris

J. DeFeo

S. Sterling
	Continuation from FY11 - Monthly

	
	Clean up Post-Conversion Items
	Research best codings for attributes
	C. Adams
	Continuation from FY11 - Ongoing


	Plan, implement, measure and continuously improve data extraction and reporting with an emphasis on data accuracy and timeliness.

	
	Ensure queries, reports and exports are accurate
	All staff were directed by email on 1/27/10 to have these checked by Advancement Services first before using or sending information.
	C. Adams

T. Morris
	Continuation from FY11 - Monthly

	
	Maintain inventory of reports
	Create binder of samples of consistently-used reports with instructions on how to run
	T. Morris

C. Adams
	Continuation from FY11 - Monthly

	
	Start to add “favorite” reports/queries to Alumni House staff desktops and train them to run as needed
	Determine staff who want this option and then begin training
	C. Adams
	Continuation from FY11 - Monthly

	
	
	
	
	


	Improve Gift Stewardship

	
	Donor Recognition
	Prepare Donor Report lists 
	C. Adams

C. Cyr
	Final lists to Communication by September 2011 (may be changed based on Communication’s timeline)


	
	Stewardship
	Ask Communications to update gift receipt with new wording and pictures
	C. Adams
	July 2011


	
	
	Provide receipts for all gifts with goal of 24 hours from receipt of gift
	S. Sterling
	Continuation from FY11 - Monthly

	
	
	Research adding giving society line on receipts for confirmation from donors
	C. Adams
	By July 2011

	
	
	Research e-receipting for on-line gifts and implement plan
	C. Adams
	By August 2011

	
	
	Donor Relations to update acknowledgement letters 
	C. Adams

T. Robinson
	June 2011


	
	
	Add if-then statements on acknowledge letters to increase personalization
	C. Adams
	July 2011

	
	
	Provide acknowledgements for faculty senate, honor/memorial gifts
	S. Sterling
	Continuation from FY11 - Monthly

	
	
	Provide acknowledgement letters for all gifts $500+
	S. Sterling
	Continuation from FY11 - Monthly

	
	
	Send pledge reminders – 5x a fiscal year
	J. DeFeo
	Continuation from FY11 - Monthly

	
	
	Send pledge reminders for $1,000+ 
	C. Adams
	Each month prior to due date of pledge payment

	
	
	Code Annual Fund monthly letters as appeals 
	J. DeFeo
	Continuation from FY11 - Monthly

	
	To assist Donor Relations in annual scholarship luncheon
	Import students:
Link to name scholarship and add appropriate info
	C. Adams
	Annually in February/March


	Assist Annual Fund Office in raising $1,050,000 in Unrestricted funds and raising Alumni Participation.

	
	Provide reporting tools to AF Office
	Comparison by Donor Category (compares all Funds raised for Current FY and Previous FY with cash and pledge figures)

  
	C. Adams
	End of month and weekly: July- Dec



	
	
	Alumni Participation Comparison (compares Current FY and Previous FY with cash and pledge figures)


	C. Adams


	End of Month:  July -June

	
	Meet with Jenn to discuss AF Fall 2011 plans/needs for mail, telefund and reporting
	
	C. Adams


	Prior to July 1



	
	Meet with Jenn to discuss AF Spring 2012 plans for mail and telefund.
	
	C. Adams


	Prior to January 2011


	
	Provide Telefund and Mass Mail downloads 
	Based on strategic plan of Annual Fund Office
	C. Adams


	Continuation from FY11 - Monthly

	
	Develop segment-tracking system for all appeals (mail and telefund)
	Ensure that all appeals are tracked on each constituent
	C. Adams


	Continuation from FY11 - Monthly

	
	Input all Parents of incoming students
	Import freshman parents adding a student relationship entering grad year, college, id/pidm, financial aid (y/n)
	T. Morris
	Enter in RE by October 2011 – after drop/add date


	
	Add Annual Fund appeals and packages to Raiser’s Edge
	With input from Annual Fund – add appropriate appeals/packages to output records for Fall mail and telefund
	C. Adams


	By July 1, 2010


	
	Manage payroll deduction process
	Send appropriate letter – reminder of pledge ending, thank you including receipt, thank you for your pledge
	C. Cyr
	Monthly

	
	Research EFT/Recurring gift plan
	
	C. Adams
	Prior to July 1


	Assist Alumni Relations Office 



	
	Track various alumni statistics
	
	C. Adams

T. Morris
	Create baseline statistics on July 1, 2011 and then monthly

	
	Handle all Net Community Transactions
	Download on a daily basis:

· Sign-up Requests (also emailing constituents with their user name/password)

· Profile Updates

· Personal Page Uploads

· Donations

· Event Registrations
	C. Adams

J. DeFeo
	Continuation from FY11 - Monthly

	
	Assist with handling of registration fees and reporting of those fees
	
	C. Adams
	Continuation from FY11 - Monthly

	
	Import new alumni 3 times per year
	Import in:

· July

· October

· February
	T. Morris
	Continuation from FY11 - Monthly


	Scan all appropriate documentation and store in Raiser’s Edge.  This will make sharing of documentation for auditors, development officers and I/A staff easier, eliminates paper files and file storage, eliminates issues with documentation being filed incorrectly.

	
	Scan all new fund information

· I/A Request Form

· Donor Intent Documentation

· Solicitation Letter, if applicable

· Gift Agreement

· Other donor documentation
	Scan documentation on media fund constituent record and link with Fund Record
	C. Cyr
	Continuation from FY11 - Monthly

	
	
	Scan historical fund documentation when research is performed on specific funds
	C. Cyr
	Continuation from FY11 - Monthly

	
	Scan donor gift documentation

· Thank you letter

· Check

· Gift Backup

· Other donor documentation


	Scan all donor gift documentation on gifts $500+
	S. Sterling
	Continuation from FY11 - Monthly

	
	
	Scan historical donor gift documentation where the paper file has only one gift
	Advancement Services Staff and Student
	Continuation from FY11 - Monthly

	
	
	Scan historical donor gift documentation when research is performed on a specific donor (also depends on size of file)
	Advancement Services Staff and Student
	Continuation from FY11 - Monthly


	Successfully prepare Raiser’s Edge database to track all aspects of new capital campaign

	
	Determine campaign and fund attributes needed to track overall campaign and priorities within campaign
	
	C. Adams
	TBD

	
	Develop with guidance from IA VP and  Assoc. VP reports/statistics needed to track progress of campaign
	
	C. Adams
	TBD

	
	Complete donor screening and modeling of specific constitutents in preparation for upcoming campaign
	Export data to Wealth Engine for rating
	C. Adams
	Annually in May

	
	
	Import ratings from Wealth Engine into RE
	C. Adams
	Annually in May/June

	
	
	Export Wealth Engine ratings to BWF Donor Cast for predictive modeling
	C. Adams
	Annually in May

	
	
	Import Donor Cast information into RE
	C. Adams
	Annually in May/June


	Miscellaneous:

	
	Submit University survey’s in a timely manner
	VSE Survey


	C. Adams
	By December 1, 2011


	
	
	CASE Survey


	C. Adams
	By December 1, 2011


	
	
	US News Survey – request received by Stacy Sperrazza, UH Research Analyst in Institutional Research
	C. Adams
	March 2012


	
	
	CHEFA Survey – request received by Tricia Coppolo, Adm. Asst. for Financial Affairs
	C. Adams
	April 2012


	
	Provide appropriate technology for Institutional Advancement employees
	Ensure that all printers, computers, etc. are on a three-year upgrade cycle
	T. Morris


	Continuation from FY11 - Ongoing

	
	
	Cell phone maintenance
	T. Morris
	Continuation from FY11 - Ongoing

	
	Ensure Raiser’s Edge hardware/software is maintained
	· Daily backup

· Software upgrades

· Maintenance of test database
	T. Morris in conjunction with ITS
	Continuation from FY11 - Ongoing

	
	Advancement Services staff to maintain technology/system education
	CASE Conference for Senior Advancement Services Professionals


	C. Adams
	April 2012


	
	
	Raiser’s Edge User Conference
	C. Adams

T. Morris


	October 2011


	
	Subscribe to listserves to maintain contacts and industry standard processes
	Advancement Services

Fundraising Services

Fund List

RE Forums
	C. Adams

C. Cyr
	July-June

	
	
	RE Forums

Advancement Services

Fundraising Services

Oracle

SQL

Access
	T. Morris
	July-June


Created on 6/4/11

Y:\Gift Systems Office\Chris\Strategic Plan\Strategic Plan FY2012\Advancement Services Strategic Plan FY2012.doc


Page 1 of 1
Rev. on 7/5/11
Printed on:  7/5/2011
Y:\Gift Systems Office\Chris\Strategic Plan\Strategic Plan FY2011\Advancement Services Strategic Plan FY2011_2nd quarter update.doc





Page 8 of 11

[image: image1.png]