 Fundraising Letter Secrets 
Workbook

By Terri Nicholson
This is the practical Workbook to be used alongside the eBook “Fundraising Letter Secrets” by Terri Nicholson. 
The Workbook is set in a question-style format, with two main sections: Successful Fundraising Mindset and Effective Letter-Writing Strategy. Both sections are important and must be completed to do justice to the process. 
Please take your time going through this workbook, because the more thorough you are in doing this, the better your own fundraising letter will be, and the easier it will be for you to put it together. If you fill in this workbook well, you will come out the end with a top quality final draft for your own letter.
I suggest taking at least 2 minutes per question. You may take much longer for some. For the questions that you feel like skipping over, make sure you stay with the question for a good 3–5 minutes and give yourself a chance to think in more depth about the question. Often it takes a few moments for the answers to come into our heads, particularly with the Mindset section, and it is important to give yourself enough time. 
Through the process of answering the questions you will get the insights and gems of communication that you can then use in your letter. In this way, the whole Workbook may take between 30 minutes to 1 hour to complete.
Be as honest with yourself as you can, especially in the Mindset section, as this way you will get the most out of it.
Some people find it much easier to do exercises on paper, rather than on the computer. If so, print it out. Otherwise fill it out on the computer. You will know how you work best.
Mindset Exercises
This is where we look at questions of Self-worth, how we feel about Asking and Receiving, and Integrity and Trustworthiness.
Whether you are asking for money for yourself, or not, it can be quite an emotional process if you're not used to asking for such tangible support. These exercises will support you, and help you become crystal clear with your intentions and values, thus allowing your mindset and attitude to become a foundation which acts as a magnet for fundraising success.
Vision / Values
“When the why is big enough, the how becomes clear.” This is where I want you to identify your values, motivation, passion and vision for what you are doing.
· Why are you doing this fundraising project? ___________________________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· What matters or is important to you? What fires up your passion? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· What else motivates you or keeps you going? _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
·        What are the qualities or intentions within yourself or your organization that underpin all your fundraising actions? (These may be qualities such as: integrity, honesty, kindness, accountability, generosity, action-taking etc.) _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· What benefit to the world or your own life are you seeking to make? What's the big vision? ______________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· And how does it make you feel? _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Self-worth
These questions are relevant for everyone, but especially if the funds you are raising are for yourself in some way. In my instance for example, I was asking people to invest in me personally, and through my herbal medicine work, to benefit the indigenous people of Chile. However, it still felt very personal to ask for money, and to receive it. 

Even if you are not directly involved in the delivery of the benefits, consider the following:
· How is your sense of self-worth? 
                      □   High                                 □  Neutral                             □  Low 
· Do you feel worthy of people giving money to you and your cause? 
               □  Very worthy                       □  Just Worthy                      □  Unworthy
· In what ways do you feel unworthy? (Getting these thoughts out can help clear your vision and actually help you see the reasons why you are worthy.) ___________________________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· In what ways do you feel personally worthy? What is it about you and/or your project that is worthy of people's support?                                        _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Asking and Receiving
· How do you feel about asking people to help you? Are you comfortable with this, or not? Describe your feelings. ________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· How does it feel when you imagine cheques arriving in the mail, or money being deposited into your fundraising account, along with messages of gratitude from the donors for the chance to be part of something so wonderful? _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Can you really imagine letting yourself receive such financial support? ______________________________________________________________________________________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________
Congruency, Integrity and Trustworthiness

You need to be convinced inside yourself that you are trustworthy and full of utmost integrity before asking people for money.
If you have doubt about whether you can pull it off, that uncertainty will come through in your communication with them. However, once you are clear inside yourself, it will feel easy to communicate with donors and to ask for, and graciously receive, their financial support.

Have a look at reasons why donors would or wouldn't choose to donate to you/your project.
· How is your own sense of your integrity and trustworthiness? _________________________ ___________________________________________________________________________
· To what extent are you walking your talk? Are you generous with your money/time for causes you feel connected with?
       □ Always                  □  Sometimes              □   Not really              □   Never
· Why would people donate to you? 
This concerns a level of trust. This may be because they already know you, and therefore know of your integrity and trustworthiness, or because you have proven your credibility to them. _______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Why wouldn’t people donate to you/your cause? 
People's reasons not to donate may involve issues to do with you or your organization, but also may be reflections of your beliefs about the potential donors. This would include beliefs such as: people are overwhelmed, too busy, don't care about our cause, etc. Write down any reasons here that you can think of. ______________________________________________________________________________________________________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Do you know for sure that you will follow through on this fundraising project? Do you have a good track record of following though on what you say you're going to do? ___________________________________________________________________________ ___________________________________________________________________________
· Why shouldn't people trust you? In what ways might you fall short and not deliver fully? Which areas might you find hard? _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
By identifying these things, you can now address them ( firstly by reassuring people as to any potential concerns within your letter, and secondly by getting personal support with any areas you think you may have trouble following through on. 
· What measures can you put in place to ensure you have the support and means to follow through? ___________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· List any people who can help you with their support to stay on track and deliver everything you say you will. Which specific people will be of support and in which way? ___________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Strategy Exercises 
By the end of this section you will have a blueprint, or solid draft, of your own successful fundraising letter! 

I suggest printing out my original fundraising letter (page  ), Toola's letter (page   ) and the Children's Center letter (page  ) so you have some concrete examples and ideas to look at while you are answering each of these strategy questions. 
As you may remember from the strategy section in the eBook, the core structure of the letter includes the following 13 points. 
1. Introduction – especially welcoming and warm in tone 
2. History/context of your project/story 
3. Your contribution – what you will give, or the benefits of your project
4. How your project is part of the bigger picture or health of the world
5. Reality/Situation – why it needs funding support 
6. Invitation to invest/participate and budget itemization
7. Communication of possible donation amounts 
8. Time frame (urgency) 
9. Reciprocity – what you'll give back to the donor
10. Sign off ( with warmth
11. Call to action – make it easy for people to give money
12. Ask for their contact so you can acknowledge their generosity
13. Additional information page
We will now address each one in turn with you answering questions on each point. The more specific and succinct you can be now, the better. However, also let yourself write down any ideas you have under each question, knowing you can refine or edit the sentences later. Each of the 13 points will be summarized to be included as one of the crucial short paragraphs in your own letter.
Before we go into these points, some important things to keep in mind as you begin writing are:
· Write from your heart and let it sound like it's coming from you
Simply see your letter as a communication between hearts – from your heart to the reader's heart. In this way, be genuine, and express yourself in the way you would if you were talking to someone face-to-face in a warm conversation. 
· Conversational Language
Are there any particular terms or use of language that is specific to your topic or group of potential donors? Be sure to use these terms in your letter as it makes the donors feel understood...that is, you're ‘talking their language’.
On the other hand, are there terms you use within your topic or cause that the average person would not understand? Do not use jargon terms in your letter unless your donors understand the language. This is very important in making the letter feel accessible to those you send it out to. 
· Imagine writing to just one person
When you are writing, imagine one particular person you will be sending the letter to. If you don't know the potential donors, visualize a warm, friendly, receptive person who is reading your letter. 
If you write in this way, it generally creates a more intimate or warmer feeling letter, than if you are imagining writing to 150 people at once. 
· People love a story
People remember stories more than information, so if there is a good story about how you became involved in the project, or about someone you will be helping, this is much more engaging for the reader than facts. Make sure you include it in you letter.
The 13 Core Points 

1: Introduction 
How you introduce your letter will depend a little on whether you know the potential donor personally or not. 
In my case, I was sending my letter both to people I knew personally, and to others who were more acquaintances, or friends of the family. That is why I covered both by saying in the first sentence, “I am writing to you because you know me, or know of me,.....”. 
When you make your list of people/groups to send your letter to, you may find there are a couple of different categories. The first category will include people you know personally or who know of you, and the second category will include people you don't know at all. You may create two letters, being essentially exactly the same except for the opening sentence of introduction, to be sent to the different categories of potential donors. Or you may just combine the introduction in a way that feels fine for either category.
· How will you introduce your letter?
a) To people you know or who know of you
Dear _______________, 
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
b) To people you don't know at all and who don't know of you
Dear _______________, 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. History or context of your project 
What is your story in connection with what you're fundraising for? Are you personally involved in the project, or are you representing a group of people? 
Either way, what is the history, connection, relationship or story of yourself or those who are raising the funds, with where the funds will be used when received? ___________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Your contribution – the specific benefits
You need to be very clear on your vision for the project and who it will benefit as this is what donors will be inspired by. This needs to be worded in positive benefit terms. Be concise with your answers here.
 Vision ( Who, Why, What for?
· Who are you fundraising for? Name the person or group or people you are raising funds for._______________________________________________________________________________________________________________________________________________________________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________
·  How will this help them? Specifically, write down how the money raised will help. What benefits will there be in concrete ways? What are the main outcomes you anticipate? 
This is crucial to identify as it will help potential donors connect with you and your project if they can get a very tangible sense of the good results that will come from their donation. ______________________________________________________________________________________________________________________________________________________ _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4. Why your project is important and how is it part of the bigger picture or health of the world
· How is your project part of the “bigger picture”? How does it benefit the world? What is your big vision or motivation for raising this money and the good it will do? Word this in a way that helps people remember how we are all connected and that by donating to your particular project they are in fact contributing to a better world. ___________________________________________________________________________ _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5. Reality/Situation – why you or your project needs financial support 
· Is there any relevant piece of information to add here that is specific to why you need funds for your project? ________________________________________________________________________ ________________________________________________________________________________________________________________________________________________________________________________________________________________________
6. Invitation to invest/participate and money itemization
Invitation to invest/participate
I suggest being quite direct with your invitation for people to donate, eg “I am asking people to invest financially in me and the project...”
· How will you word this invitation? (Remember don't plead! No sob story here.) _____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Clear target/financial goals and money itemization
· What is your target amount? How much do you want to raise with this letter? 
This can be a fixed amount for a project with a deadline. If it’s an ongoing project, still set a goal with a reason, eg “We aim to raise $10 000 in the next 2 months which will mean we can do x, y and z.“ 
Target amount for your fundraising campaign = $_________    
Now itemize this target amount into how much is needed for each part of the project. People want to know how this figure was arrived at, and what the money will be used for. Example: “I am asking people to invest financially in me and the project. In order for me to teach this course I need $7000 [air fare/transport ($3600), basic living costs for three months ($3400)].”
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

7. Communication of possible donation amounts 

· Now, break this target amount down into smaller amounts. We want to get a sense of how many people it would take to reach the target if they each donated say, $500 each, or $100 each or only $50 each. 
Target amount $ _______ divided by $1000 = _________ people
Target amount $ _______ divided by $500   = _________ people
Target amount $ _______ divided by $100   = _________ people
Target amount $ _______ divided by $50     = _________ people
 So, we can then write it like this, ready to go into our letter:
“Broken down, this could mean only ____ people investing $1000, or _____ people giving $500. Breaking it down even further, if  _____ people gave $100, or ____ contributed $50 each, we would reach our goal. “ 
· Just fill in the blanks above, but if you'd rather word it differently, write down now how you will say this paragraph in your letter. _________________________________________________ __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7. Time Frame (sense of urgency) 

· What is your time frame? How much time do you have to raise the target amount you identified in the previous question about budget? ___________________________________________________________________________ ______________________________________________________________________________________________________________________________________________________ 
· Is there a level of urgency and why? 
I/We need to raise $_____ within the next ____ weeks because_________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________
8. Reciprocity ( what you'll give back to the donor
Reciprocity creates trust. It is basic goodwill and respect to acknowledge someone for their choice to give. It also allows them to feel confident that you are transparent and accountable with the funds. This can be in the form of a newsletter, update, blog or website which is updated, or maybe a talk that you give later. 
· What will you do to give back to the donors? How will you acknowledge them for their generosity? Jot down all the possible ways you can give back to your donors. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
· Now, decide what specifically you will do to give back (one or two things from the above list). ______________________________________________________________________________________________________________________________________________________
Write this as a paragraph that will go straight into your letter. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
9. Sign off ( with warmth
How you sign off on your letter will depend on your relationship with the donors. If you know them well, I suggest signing off in quite a personal and warm way such as “With love and warmth, your name”. If the letter is being sent to people you don't know at all, then a more formal ending is appropriate, but one which still conveys a real human warmth, such as: “With sincere appreciation and warmth, your name”, or “Warmest regards, your name”. 
· How exactly will you sign off on your letter? _______________________________________ ______________________________________________________________________________________________________________________________________________________
10. Call to Action – make it easy for people to give money
Ask clearly for donations, and provide an easy way for people to donate. Allow for different payment preferences. If you make the instructions for how to actually donate hard to understand or do, it can put people off. Here is an example you can use: 
To contribute you can: 
· Make a cheque out to: ______________________________ and send to _______________,________________________________.(Name and Address)

· Put your donation, by deposit or direct transfer, straight into Account No. _____________, (Name)________________ , (Name of Bank)______________.
You could add a bullet point saying: Go to our website www. ____________ to pay with Paypal or by credit card. This is especially good if you are sending the letter internationally as it is the easiest way for them to donate. 
· If you'd like to word it differently, write that now. ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
11. Ask for their contacts ( so you can acknowledge their generosity (especially email)
· How will you word this?_______________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
12. Additional information page
· What other information is relevant to this letter or your project? This may be a more in-depth background, or vision sheet which you send out with your letter as a separate page or document. This will give you and your project more credibility. 
Is there an article about you or the project which you could photocopy and include? Just jot down some ideas or information to include here. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Finally! Putting YOUR letter together
Now type your notes up if handwritten, and copy and paste the essential paragraph or lines from each of the 12 key points and arrange them in order without the headings. 
This is essentially the draft for your own letter! DONE! It is now up to you to edit it a little so that it reads well and has a good flow. 
As you saw in Toola's letter and The Channon Children's Centre letter, the order of these core points can vary slightly compared to my original, but each point is still covered within their letters. This is where you have someone proofread your draft to help refine the readability and make sure it is clear, warm and easy to respond to. 
Do a Final Checklist on your letter:
· Have I involved, inspired, invited?                                                                                   □
· Have I established credibility and trust with testimonials, evidence or proof?                 □        
· Is my language conversational and warm?                                                                     □
· Have I itemized my target amount so donors know how I have arrived at that figure?   □                                                                                                             
· Have I broken down the $ target amount into bite-sized chunks so the donor can                   see different options?                                                                                                      □
· Have I made it clear how I will give back to my donors?                                                 □
· Have I made it straightforward and easy for them to give?                                             □
· Is the letter easy to read and does it have a good flow?                                                 □
· Have I included an additional information page?                                                                   □

· Have I included each of the 13 core points in the structure of my letter?                        □
Write down your Goals
You have now looked at some of your own values and mindset, and have a clear draft of your letter. It may seem strange to write down your goals after you’ve written your letter rather than before. However, the process of going through the Workbook will likely have helped clarify your specific fundraising-related goals or targets, and you may have discovered goals you didn't realize you had before. 
Now that you are clear about your goals and intentions for your fundraising letter campaign, but before you send out the actual letters, it is a perfect time to summarize these goals and put them in writing. Doing this will improve the response to your letters and the overall success of your project outcomes.

Remember that recent research (Matthews) says that the act of clearly writing your goals down makes you 33% more likely to achieve them, compared to just thinking them in your head. And, if you write them down and share these goals with a friend or colleague, it increases your chance of succeeding by 76%. These are amazing statistics! 
I will leave some space here for you to write them now, but you may want to transfer them to a more special place. This may be a special 'Goal Book', or a nice piece of paper. Put a copy of these goals in a visible place (like on the refrigerator, or in your room, or in the front of your diary) so that you see them frequently throughout the time period until you reach your goal. This helps reinforce your emotional connection with your vision. 
And, make sure you celebrate or acknowledge reaching your goals in some way once they do come to fruition! 

Things to cover may be:
· What is important or what matters to you? (clarify your values)
· What do you want to achieve? Who do you want to help? Be specific with people's names and how it benefits them. 
· How does this benefit the world?
· Specifically, how much money do you need to raise?
· What qualities does your ideal donor have? Eg: generous, interested, inspired, grateful, willing to invest or give significant financial support (ideally over $500), emotionally connected with your vision/project.
You can write these things in a list, or as a paragraph. Either way, frame it in positive language as if you have already accomplished the goal. 
Write your own goals here: _____________________________________________________ ___________________________________________________________________________ __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________  
I’d love your feedback and success stories! Please feel free to contact me at info@FundraisingSuccessSecrets.com or visit www.FundraisingSuccessSecrets.com                   
Terri Nicholson
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