Fundraising Process Overview
For Offline Donations:

· Checks must be made out to “India Literacy Project”

· Please ask your donor include “Team ILP Relay - <Runner Name>” in the memo section of the check for proper tracking

· Checks can be mailed to:

India Literacy Project

Attn: Team-ILP

PO Box, 361143

Milpitas, CA 95035-9998
· Alternately, bring the checks to the weekly group runs and turn it over to the Relay Team Coordinators

· Receipts will be sent directly to the donors within a 4-week time frame after the checks are received by ILP (after the check is cleared).  If you would like the receipts to go through you, please let the Coordinators know when you turn in the check.

· For cash donations, you can either turn over the cash directly to ILP or issue a check from your account for the cash donation amount. Remember to provide the following information when you turn in the cash donation – donor name, cash donation amount and contact details such as address and email id, in order to ensure receipts are sent to the donor in a timely manner

· Provide “Matching Forms” along with the check for proper processing if such forms need to be endorsed by the ILP Treasurer.

For Online Donations:

(Note: The below instructions are for the current IT infrastructure used by ILP which is currently undergoing major overhaul.  If the new IT infrastructure for online donations goes live during the course of this year’s relay program, new instructions will be provided to all runners).

1. Please ask your donors to visit http://www.ilpnet.org/donatenow.html
2. Click on "Donate Now" button

3. Enter Amount to Donate

4. Under "Designation (Optional)" Form Field, Type "ILP Relay Team"

5. Under "Dedication (Optional)" Form Field, Enter Name of the Runner

6. Enter email address and login

7. Once logged in, provide required credit card information to complete the donation

Note 1: Please Note that Donors donating online will not get a paper receipt from ILP.  A printer friendly receipt will be emailed to the Donor which they can print and save for tax deduction purposes.

Note 2: Step 4 & 5 are mandatory for proper tracking of individual funds raised.

Fundraising Tips
Most of the funds raised in programs such as this are through donations by Friends, Family & Co-Workers.  The second biggest contributor is Corporate Matching of above-mentioned donations.

Here are a few tips to get you started to tap into these sources


Getting Started

· Ask and you will not be denied.  The only way to raise funds is to ask for donations and you will be surprised how many of you friends and acquaintances will be proud of you and willing to support your cause.

· Start Early.  Do not put off your fundraising efforts to the last minute.

· Set a goal for how much you’d like to raise.  A lot of runners set higher goals than the minimum pledge commitment of $500. Setting your target early on will help drive your efforts.

· Prepare a list of people you’d like to approach to solicit pledges.  The list can include friends, family, coworkers, classmates, ex-classmates, your boss’s boss at work, pretty much anybody.

· Classify the list of people as close friends, acquaintances and others

· Add Email groups (alumni group, music class friends, pickup basketball team etc…) to the list.

· Start with the close friends and work down the list

Soliciting Pledges

· Prepare an appeal letter.  Even if most of your pledge raising efforts would be in person rather than through email, it is very helpful to put down your appeal on paper.  This will prepare you to talk more convincingly about your efforts.

· Get to know about ILP and about the relay.  This will give you talking points while soliciting pledges.  More information on both are provided in this dossier. 
· Budget your time.  Plan to spend a few minutes every evening to call or email people.  Just 1/2hr a day can make a ton of difference.

· Start with emailing your appeal to everybody in the list you provided.

· Follow-up with a phone call or talk about it the next time you meet in person.  This step is the single most important and the biggest 

· Close the deal.  Remember that most of your friends and acquaintances would be as busy as you.  Even if they have already given a verbal pledge, they could forget to send you the check.

· Remember to ask about corporate matching for all donations you receive.
Secondary FundRaising Avenues

· Send regular email updates to all your contacts and group mailing lists.  The updates can include your current training status, personal fundraising status and how you are doing as against your target and so on.  This will help keep you in the news and remind those who’ve been meaning to send you a check to do so as often.

· Recruit others to raise pledges for you.  Spouses raising pledges amongst their contacts and coworkers is very common.  Some of your close friends who contribute to your pledge drive would also be very willing to convass their friends to support your fundraising efforts.

· At parties, request the host to allow you to make a short announcement about your pledge drive.  Then when you circulate, you can work the room and expand on the short appeal during 1-1 conversations.  Parties give you an opportunity to practice your appeal as well as expand your reach beyond your first degree of contacts.

· At the office, hang a poster outside your cube wall displaying your pledge drive details

· Some corporations also match volunteer hours with equivalent $$. Check to see if your company with match $$ for the time you spend training for the relay.

