
Purpose of  a Fund ing  Let t er

- To raise m oney for a conference, m in ist ry t rip , relocat ion , or m in ist ry-related  p roject
- To raise year-end  g ift  incom e

Mat erials Overview

Toolk it  docum ents are l ist ed  num erically in  t he order t hey shou ld  be used . The Toolk it  zip  folder 
you dow nloaded includes these m aterials:

1. Overview  - Exp lanat ion  of the fund ing  let ter m aterials

2. Budg et  Planner  - Calcu late the financial goal to list  in  your fund ing  let ter

3. Model Fund ing  Let t er* - Add your personal in form at ion , m in ist ry story, photo, and  fund ing  

goals to th is p re-w rit ten  and  pre-designed fund ing  let ter

4 . Ul t im at e Fund ing  Let t er Check list  - Ensure clarity and  success by includ ing  these 

im portan t  item s in  your fund ing  let ter

5. Giving  Rem inder Em ail Tem p lat e - Send partners th is em ail m essage 10 days after your 

fund ing  let ter goes out  to p rom pt  g iving

6. Follow -Up  Phone Call Scrip t  - Phone m in ist ry partners 2-3 w eeks after your fund ing  let ter 

goes out  to deepen relat ionsh ips and  personally invite them  to g ive

7. Fund ing  Let t er Tracker  - Record  w ho received  the fund ing  let ter, your follow -up  act ions, 

g ift s received , and  thank you notes sent

8. Thank  You  Not e Sam p le - Mail a personal note expressing  your g rat it ude to all w ho gave

*The m odel fund ing  let ter is a Word  docum ent  and  is com pat ib le on ly w ith  Microsoft  Word . It  
cannot  be used w ith  Pub lisher, Pages, or other p rog ram s. It  can  be used on  a Mac or  PC.  
Using  a lap top  or desktop  com puter, versus a tab let  or w eb-based version  of Word , also 
sim p lifies using  the tem plate.

Fund in g  Let t er Fact s

- Average response to a fund ing  let ter is 5-7%. The m ore let ters you m ail, t he m ore m oney 

you 'll raise. Mail to a w ide aud ience.

- Follow ing  up  your fund ing  let ter w ith  personal phone calls and  an  em ail g iving  rem inder 

boosts g iving  resu lt s to 40%.

- Paper, not  elect ron ic, fund ing  let ters are m ost  effect ive.

- Fund ing  let ters are m ost  effect ive in  raising  m oney for p rojects or special g ift s as opposed 

to long -term  m onth ly support .

- Fund ing  let ters m ay be m ailed  every six m onths (spring /early sum m er and  year-end).
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