Stewardship Guidelines & Procedures 
-Sample-
Purpose
The purpose of this manual is to serve as a set of guiding principles for [Club Name] staff and key volunteers regarding the stewardship of current and future donations. It is designed to ensure donor’s intentions are honoured and that gifts are properly acknowledged. This policy also includes basic strategies to recognize staff and volunteers. 
Gift Acknowledgement and Tax receipting
Overview
All donations made to [Club Name] are officially acknowledged and thanked by the club. Each week, donations are recorded in _______.  Following this, the Volunteer Treasurer produces tax receipts and acknowledgement letters. The Fundraising Volunteer steward’s donors through phone calls, thank you cards and a welcome package for new donors.
Responsibilities and Procedures
The [Insert Position] is responsible for drafting, in consultation with the signer, any standard thank you letters. The thank you letter incorporates and references the specifics of the gift. Thank you letters will be mailed within two weeks of depositing a donation. Tax receipts are mailed separately because at this time, the coordination of the receipt with the thank you letter cannot be handled in an efficient or timely manner. 
All (or designated) personnel engaged in fundraising activities:
· Deposit donations (including cash and cheques) 
· Provide donation information to the [Insert Position] to input into database
· Liaise with bookkeeper (all other financial matters)
· Send weekly donor reports to [Insert Positions]
· Report # 1: Online donations
· Report # 2: Cash and cheque donations 
· Ensure proper stewardship of all season-specific volunteers. See Acknowledgement of Time below for details. 
· Notify the Social Media Volunteer of service groups or corporations donating $5,000+ or 8+ hours of their time
· Call (when phone numbers are available) all donors giving $500+
· Include donor information in the club newsletter
· Send thank you cards to all donors within two weeks of receipt of donation
· Record all mailings and contact points with donors in the database 
Social Media Volunteer:
· Recognize all service groups, churches and corporations donating $1,000+ on Facebook and Twitter 
· Recognize all service groups, churches and corporations donating 8+hours of member/employee time on Facebook and Twitter 
Timelines
To ensure proper stewardship, the following timelines must be followed:
· Donations of cheques and cash are to be deposited within one week 
· Thank you calls are to be made to donors giving $100 + within one week of the deposit date
· Online
· Donations made online receive an automatic thank you e-mail 
· Personalized thank you cards are to be mailed within two weeks of receipt to donors giving $500+ 
· Cheque/Cash
· Personalized thank you cards are to be mailed within two weeks of the deposit date to donors giving $100+ 
· Tax receipts and acknowledgement letters are to be mailed within one month of the deposit date
· Summer specific volunteers (i.e. workshop facilitator) will be mailed a thank you card, or sent a thank you e-mail within two days of their volunteer experience
· The newsletter will be distributed _______ and _______ of each year
· Online recognition of service groups, churches, and corporations donating 8+ hours of time must occur within three days of their volunteer experience
· Online recognition of service groups and corporations donating $5,000+ must occur by the conclusion of each summer 
Donor Recognition
This section outlines the qualifications, procedures and methods of recognition for gifts to The Club. 
Naming Policy 
The club’s Board of Directors retains authority for naming (or renaming) buildings, components of buildings, open spaces and other physical facilities of the club, and for establishing guidelines for the naming of endowments in support of the club. 
Dedicated Ceremonies
Ribbon cutting ceremonies & formal unveilings may be organized for donors who have contributed $10,000+ to capital projects. 
Plaques 
Plaques conforming to the graphic design standards outlined by the club may be installed within camp buildings for significant donations. “Significant” is determined by the Board of Directors and is project dependent.
Donor Wall 
Donors will be recognized for cumulative support of $10,000+ by having their name added to the donor wall inside the club house. Names will be added or moved to a higher level at an annual celebratory event. Consent by the donor and his or her family shall be obtained in all instances. 
Fall Stewardship Event 
All donors and volunteers will be invited to a fall stewardship event hosted at the end of the season. 
Custom Recognition
Donors giving $10,000+ will be provided with reports, stories, pictures etc. custom to their gift and any prior understandings. 
Staff Recognition:
Milestone Awards
Staff will be recognized for their years of service in a special ceremony. Recognition is as follows:
· 5 Year: [Insert item given]
· 10 Year: [Insert item given]
· 15 Year: [Insert item given]
· 20 Year: [Insert item given]
· 25 Year: [Insert item given]
Staff that reach significant milestones will also be listed in the fall edition of the newsletter.  
Volunteer Recognition:
Acknowledgement of Time
Following volunteer events, presentations, workshops etc., volunteers will receive a personalized thank you card recognizing their time and efforts.  
Fall Stewardship Event
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