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What we’ll cover today

• By the numbers

• Defining our needed 

improvements

• Our goal: effective practices

• Revised production timeline, 

infrastructure and samples

• Future enhancements



1. What are your current pain points?

2. What is you current turnaround time, from data extraction 
to mailing?

3. How often do you refresh your template language?

4. Do you ask for input from development officers or 
leadership?

5. How many people on your donor relations team work on 
acknowledgments?

6. How many letters on average do you produce each year?

What about you?



Why?

In our research, donors are clear in telling us 
what they need. They want to be 
acknowledged promptly and in a gratifying 
and gracious way.

– Penelope Burk



The goal: effective practices





By the numbers

7,000+ donors 

220,000+ alumni

9,000+ Gifts 
Processed in 

FY 24-25

1,600+ letters



Defining our needed improvements

TIMELINESS1.

FEEDBACK2.

3.

LIMITED STAFF4.

OUTDATED TEMPLATES5.

METRICS

February 2024                  May 2025   

2 weeks - 2 months                         1 week or less

Limited DO feedback                Feedback on each letter

No metrics                                Extensive metrics using
Monday.com

No 

Refreshed 1X per year               Refreshed 3 - 4X a year         

One freelancer                         One FTE, one freelancer
and one SA



Cu s t o m iza t io n  

• Unique language based on info in RE about the donor and gift impact
• Requires highest level of attention to detail, input from DOsCustomization

• Use language from one of 47 area-specific templates
• Personalized using info from contact reports
• Requires input from DOs

Personalization

• From one of 47 area-specific templates to automate the higher volume
• Minimal customization with content added for specific gifts/donors (e.g., first-time 

donors, recurring donors, alma mater) 
• DOs review managed donors

Standardization



Acknowledgement types

Presidential Closer To Yes
• Pledges, pledge payments and 
outright gifts of $100k+

• Fully custom letters
• Drafts reviewed by primary 
manager and senior AVP

• Live signature from president

• Pledges and outright gifts with 
high priority

• Fully custom letters written 
while signatures are collected 
for gift agreement

• Drafts reviewed by primary 
manager and senior AVP

• Live signature from president 

Richard L. McCormick, PhD
Interim President



Tributes (IMO/IHO)
• Notification letters to tributes of 

a gift in their honor or in memory 
of a loved one

• Templated letters 
• Drafts reviewed by DR team
• Live signature from AVP

VP Template
• Pledges, pledge payments and 

gifts $1,000 to $19,999
• Templated letters separated 

into two segments
• Reviewed by primary manager, 

freelancer and DR team
• Autopen VP signature 

● Pledges, pledge payments 
and outright gifts between 
$20,000 to $99,999

● Personalized letters 
● Drafts reviewed by primary 

manager and senior AVP
● Live signature from VP

VP Personalized

Scott Barrett
Interim Vice President of Advancement

Brooke Carroll
Assistant Vice President of Constituent Experience 



Timeline

Gift 
report
pulled

Letters 
drafted and 

edited

Letters 
reviewed 

by DOs and 
leadership 

Letters 
printed and 
distributed 

for signature

Letters
mailed

Monday 
Night

Week 1

Tuesday -
Thursday

Week 1

Thursday
- Friday

Week 1

Friday-
Monday 

Week 1-2

Friday-
Monday

Week 1-2



Infrastructure and Samples
PRESIDENTIAL MANAGED BY AVP (HAND SIGNED)

PRESIDENTIAL MANAGED BY DOS (HAND SIGNED)

VICE PRESIDENT PERSONALIZED (HAND SIGNED)

VICE PRESIDENT TEMPLATE MANAGED BY DOS (MACHINE 
SIGNED)
VICE PRESIDENT TEMPLATE UNMANAGED (MACHINE SIGNED)



Donor info

Fund and gift info

Corrections, matching info 

Letter info 

Tracking and review  



Message of gratitude naming the gift allocation. 

Closing message of gratitude and reference to 
donor behavior/affiliation.

Statement of mission. Explain how donor’s gift 
helps fulfill the mission.

Praise and thank.

Hand or machine signature



Google Suite Functionality







Closer to Yes



Evolving improvements



Key Takeaways

TIMELINESS1.

FEEDBACK2.

3.

LIMITED STAFF4.

OUTDATED TEMPLATES5.

METRICS

February 2024                  May 2025   

2 weeks - 2 months                        1 week or less

Limited DO feedback                Feedback on each letter

No metrics                                Extensive metrics using
Monday.com

No 

Refreshed 1x per year                Refreshed 3 - 4X a year         

One freelancer                       One FTE, one freelancer
and one SA



Key takeaways
• Letters should be timely, accurate and sincere, no matter the gift level or whether they are 

mailed or emailed.

• Leverage existing systems to your advantage that work for your institution – e.g., your CRM, 

project-management software, G-drive or shared drive.

• Make your process as user friendly as possible so it is easier for DOs and leadership. 

• Get creative with staffing. If you have limited full-time staff resources, look into student 

assistants or freelancers to help with part of the process.

• Refreshing your templates more than once year will save you editing time!

• Try to automate and use AI wherever possible to speed up your workflow.



Questions?




	Slide Number 1
	Special Thanks! Transforming the Acknowledgment Process
	What we’ll cover today
	What about you?
	Why?
	The goal: effective practices
	Slide Number 7
	By the numbers
	Defining our needed improvements
	Customization 
	Acknowledgement types
	Slide Number 12
	Timeline
	Infrastructure and Samples
	Slide Number 15
	Slide Number 16
	Google Suite Functionality
	Slide Number 18
	Slide Number 19
	Closer to Yes
	Evolving improvements
	Key Takeaways
	Key takeaways
	Slide Number 24
	Slide Number 25

