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1 OVERVIEW OPROSPEAVIANAGEMENT ANCOREFUNDRAISINMALUES

1.1 INTRODUCTION

The goal of the Prospect Manageméaamis to facilitatethe development of longerm, meaningful
relationshipsbetween The Universityof Georgiaand its prospects and donaré/ith a donorcentric emphasis,
the RospectManagementleam partners with fundraiser@nd their managerso facilitate movement of
prospects through thelevelopment lifecycle.

1.2 COREVALUES

Theprospect managemergystemis built on a shared organizational commitment to the following core
values:

Teamwork:A fundamentaprincipleof the prospect management prograims to foster collaboration and
communicatioramongdevelopment units across campus! prospect team memberasre responsibldor
communicating and coordinating activity with the otiteam membersalways keeping in mind the best
interests of the donor and Thdniversityof Georgia.

Accountability: TheProspect Management Teawill appropriately evaluate the effectivenessadvelopment
professionaldo ensure that they provide the best possible experiefareprospectsand donors while meeting
or exceedindundraisinggoals.

TransparencyAtransparent prospect management program is essential to the success binikrersityQ a
fundraising and engagement effort$.isintendedto preserve institutional history and knowledge through
contact reports and thiscan only be accomplished with the full participation of all staff acrosdihigersity
It is the responsibility of every staff member to support and/or directly maintairelbvantrelationship data
intheUniversittQa | € dzYyA RIFGFo6lFasSs D!L[ @

1.3 PROSPEAVIANAGEMENTEAMRESPONSIBILITIES

The Prospect Managemefmtamprovides oversight of prospect development, assignmeard other
prospect management relategsponsibilitiesServices offered by the Prospect Management Taatude:

Coordinate a campuwide prospect management system

Initiate quarterly portfolio reviews wittMajor Gift Officers

Collaborate with RncipalGfts Team in managingJniversity TogProspects

Provide routine portfolio cleatip and maintenancassistanceo Major Gift Officers

Provide portfolio maintenance assistanceladership andtewardship @icers as requested
Monitor Major Giving Plaactivity in GAIlto ensure proper prospect movement through the pipeline
Monitor and eview clearance requesis GAIL

ReviewMeetinginteractions entered into GAIL to ensulataintegrity

Assign GspectReferralPlars based on accepted Research referrals

Create reports and provide analytics support concerning prospect management and research functions
Providesupportto fundraisers regardingrospectManagemenipolicy andGAlLdatabase processes

=4 =4 4 8 4 5 4 4 5 5 -9
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2 PORTFOLI®

ADevelopment Officda L2 NI T2 A2 O2 yiciwhighithey aehttaéheiiSthelollowiNgralesIS O i
prospect manager, primary plan manager, secondary plan managefor secondary solicito3.1). Each
Development Officeis expected to knovthe prospectshat are always in their portfoliand to manage

prospects according th K S & dzL&stigtibris.2 N &

To assist fundraisers in achieving an effective and healthy balance in their parttble Prospect
Management €am members make themselves available on aregsiested basis to anyevelopment Officer
and conductscheduledportfolio revews with development directorddajor Gift Officergeporting to a
Director of Development will also attend scheduled portfolio reviewth their Director and the Prospect
Management Tearno ensure that alMajor Gft Officer portfolios are balanced appropriately.

2.1 PORTFOLIQZEANDISTRIBUTION

Prospect Management recognizes that factors sucBegelopment Officerole andtenure, as well as
campaign progressnay affect portfolio size and distributioRecommendations for portfolio sizze broken
down below:

1 Principal Gift portfolioMaximum of 50
T Major Gift portfolio:Maximum of 100 with a Qual Pool of 20 (10 in requalification)
T Major Gift Supervisor portfolidvlaximum of 60 with a Qual Pool of 10

Theprospects in Major Gft OfficerQ @ortfolio shouldillustrate a healthy balance of prospects in the pipeline
in each stagequalification, cultivation, solicitatigrand stewardshipMajor Gift Officershould work with

their supervisors and Prospect Managemeigisorto determineindividualportfolio size and distribution
goals.

2.2 LocATINYOURPROSPECTS GAIL

A Prospect Management Lison willprovideeach Major Gift Officewith alistingof their current portfolio
assignmentsipon request Development Officeymay also access prospexgsignment list in GAIL at any
time using one of the following methods:

2.2.1 My Fundraiser Page

ADevelopment Officd2d O dzNNB y i  LINE & Labr@ dheough tfieRVly EiindiraiséaBedin GAILOBS F
ISTSNNRAY3I (2 0KS at DERelohie®d Officechny/fiid atcdmprghansive dist af all plans

they areassociated withas well as a list of all prospects that thevelopment Officeis currently cleared to
manage as Prospect Managép.l).

222 Qlikc5S @St 2LIYSyid hFFAOSNRa ! OGA@GAle& wSL2 NI
Development Officers can access their portfolio breakdown in the Qlik Development Officers Activity Report
(https://uga-fad.us.qglikcloud.con), thenlocatethe Portfolio Details sheet angklecttheir namein the left

column dropdown. From here, a Development Officer can see thepdutiolio, working portfolio(a prospect
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you have a plan and realized opportunity)pandqual pool & prospect you have a plan on that either (1)
does not have an opportunity on the plan or (2) haspaportunity that is accepted, rejected, or canceled)

223 Gt N2PaLISOGss 2F¢ DNERdzLJ

Development Offices can access a list of the constituents in their prospstby using the search function to
&SI NOK T2 NIDavelpmhent affiCeiiaine)2THhis group includes any prospects that the
Development Officemanages, any prospects with plans by tBetvelopment Officerand any participants on
plans by thaDevelopment OfficerThe groupupdatesautomatically every night in GAIL to add any new
prospects that have been assigned that day.9.112.10).

Additionally, aDevelopment Officemay choose to manually add prospects to this grolhusallowsthe
Development Officeto manuallyselectany prospet they wouldlike to keep track of (previous prospects
whose plans have been made historical but may still need to be involved with the school, dmoemchmittee
members, etc.J12.9.22.10.2and12.9.31.2-10-3.

Note: The Members countoil K S & t NP GrauSvdlidagely riafciithe Assigned Prospects numbeue
to manual additions to the group and the fact that plan participants are also included

2.3 PORTFOLIGRANSITION

AsMajor Gift Officerdeave theUniversityor transition into new roles at UGA, they will be required to meet
with their Director and Prospect Managemdriaisonto determinea plan of action for transitioning the
portfolio. During this meeting, each individual prospect wilre@ewed,and eitherbe kept in a vacancy
portfolio, reassigned to another team member,rmmade historical Prospect Management will make these
changes as soon as tbevelopment Officehas vacatedheir role.

Note: Plans will not be transferred between Development Officers urdessxception has been made by their
Senior Director and/or Leadership. Transferred prospects will havariginalplan made historicabnd the
new Development Officer will create a new plan.

2.4 PROSPECTONSTITUENCY
Fora fundraiser to add a constituent to a portfolio, the record must first be assigned the Prospect

Constituency(12.1142.19).

2.5 PROSPECSTATUS

CKSNBE Aa | at NRPaLISOG {dFddzaeg GAfS 2y SI OK NBO2NR

the Prospect Management team to flag prospects as one of the following:

1. Principal GifProspect:
This prospect has the affinity and/or capacity to giveracipal Gift of at least $1M.

2. Not a Principal Gift Prospecthis prospect does not have the affinity and/or capacity to give a gift of at
least $ M butcould give a Major Gift betweerb$,000 arl $1M.

3. Not a Major Gift Prospecthis prospect does not have the affinity and/or capacity to give a Major Gift or a

PrincipalGift butmay give a Leadership Gift.
4. Not a ProspectThis constituent is not likely to give a gift of any size to any area of UGA.
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These statuses will only be applied in situations thatuar@ersitywide. A justification and length of time (if

applicable) should be provided before requesting a prospect status be appliespect Management will
record the status as an interaction using a standard naming convention (e.g.Nelka Major Gift Prospect).

Prospect status will not be utilized to flag a prospect for a school, college, oShoiild a prospect status be
needed justificationand length of time for the status (if applicable) should be submitRrdspect
Management will record the status as an interaction using a specific school, college, or unit naming
convention (e.g., PM SPIA; Not a Major Gift Prospect).

2.6 PORTFOLIRATINGS

2.6.1 D.O. Estimated Srear Giving Potential

The D.O. Estimated 5SS NJ DA@GAY 3 t20SydAlrt Aa | o60Sad 3FdzSaa S
view on how much they feel their prospect is capable of giving to the University of @easrg whole over the
next five years.

Note: Each Development Officer should have a separate rating regardless of role on p|&rithary
Manager, Secondatanaget YR { SO2y RI'NE {2f AOAG2NR | ff &akKz2dz R
portfolio rating tab).

Note: This estimate should include Athletic giving but exclude any Planned @stintates

2.6.2 D.O. Estimated Lifetime Giving Potential

The D.O. EstimatedfetmeDA Ay 3 t 20 Sy GAFf A& | 06Sad 3IdzSaa Saai
view on how much they feel their prospect is capable of giving to the University ofji@esra whole ovehe
prospects lifetime of (intended) giving

Note: Each Development Officer should have a separate rating regardless of role on pj&ri(hary
Manager Secondary Managek Y R { SO2y RI NB {2t AOAUG2NAR | ff &aK2dzZ R
portfolio rating tab).

Note: This estimate should include both Athletic giving and estate gifts.

2.6.3 Planned Giving Indicator
This portfolio rating is an indicator of interastplanned giving baseoh data received from surveys.

1 PGI¢ estate work done but not documented

1 PGZ2¢ actively working on it with us or their advisor
1 PG3 they plan on doing this in the future

1 PG4¢ open to the concept but no guarantee

2.6.4 Top10

CKAA LRNILIF2fA2 NIXrdGAy3I A& dzaSR (2 OF LI dzNRurrent a | 22 N,
portfolio. This list isleterminedat the discretion of the Major Gift Officetheir supervisoy and the Prospect
Managementeam partnering together Prospect Management can offer supporting datary if requested

(Error! Reference source not fount2-8).
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Note: These prospects will only be updated at the beginning of each new fiscabyebone prospect could
be in multiple Top 10 lists

3 FUNDRAISEROLES

3.1 OVERVIEWOFRUNDRAISEROLES

Frequently, more than one area of théniversitymay have a rekonship with the samgprospect,or a

prospect may have interests in multiple areas of Waiversity Therefore, the prospect team may include
development staff team membefsom multiple areas of campusorking actively on cultivation strategies

with any given prospec@  OK 2F G(GKSaS aidl¥F YSYOSNRE o4t NP HKSSOG
¢SIYé AB00I BINRPALISOGI Qa NBEO2NRO®

3.1.1 Prospect Manager

The Prospect Manager h#fse ultimateresponsibility to care for and develop the overall relationship between
the prospect and th&Jniversity At all times, the Prospect Manager mesihsideri KS LINR & LISOG Q&
the overall strategies and needs of thimiversity

To that end, the Prospect Manager must:

1. Read all contact reports, noteand taskson a regular basi®r those prospects for whom they are
Prospect Manager
2. Keep the lines of communication open with all fundraisers and other staff who workhethrospect
3. See that all relevant information regarding the prospect and all activities related to the prasgect
recorded in GAIL
4. Decidein the best interest of the prospect and théniversity which solicitations should be pursued and
GKSYT 1SSLAY3I (KS LALISEAYS Y20Ay3a gKAES SyadzNRy
5. Reach out to all interested parties to create a U@ide strategy on the prospect

Note: There can be only one Prospect Manager per prospect

3.1.2 Primary Manager
The Primary Manager is responsible for managing a specific fundraising plan on a prospect. The duties of

PrimaryManager include:

Develop a narrative that explains the purpose behind the specific fundraising plan
Record all steps associated with the plan

Update plan information as often as necessary

Coordinate efforts with other team members to ensure a deoentric approach
Maintain open communication with the Prospect Manager, if applicable

aprwbdpE

Note: There will be only one Primary Manager [Ban. However, there may be multiple plans (and therefore
multiple Primary Manages) on a single prospect.
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3.1.3 Secondary Manager
The Secondary Manager will be responsible for supporting the efforts of the Primary Manager for a specific
fundraising planThe Secondary Managerleoshould be limited to active 8or Gift, LeadershipAnnual
Giving, or SewardshipOfficers from the Central Development office or a school, college, ondepartment.

Note: Therecanonly be oneSecondaryManager peiPan.

3.1.4 Secondary Solicitors

The Secondary Solicitor role should be used if tleeesadditionafundraises assisting the Primargnd
SecondaryManageswith a specific fundraising plan or if there are othaftuential or advisoryarties, such
as a Dean or Professor, involved in the solicitation of a progpéct2L2.23).

Note: There may be multipleé8ondarySolicitors per Pan.{ SO2 y R NB { 2f AOA G2 NE&E Ydz
constituency in GAIL to be added to a plan as a Secondary Solicitor.

3.2 BECOMINGPROSPEAVIANAGEFRON ANINDIVIDUAL

When aDevelopment Officewishes to become th@rospect Managefor a prospect or donoithey must

submit a tearance request through GAflno currentProspect Minager exists. Requests must be made
GKNRdzZAK GKS a! RR /fSFENYyOS wSljdzSaaé FSIFGdz2NB 2y
clearance requests are evaluatedthye Prospect Managementeamas well adDAR Leadershig.2.10:2-1]).

Note: Prospect Minager status should only be requested witkbare are multiple interests across different
areas and/or there is high sensitivity regarding the placement of additional plans on a major gift or principal
gift prospect, VIP, etc.

3.2.1 Criteriafor Becoming Prospect Manager
Generally, clearance will only be granted when the following conditions heee met:

1. A faceto-face personaimeetinghastaken place prior tesubmitting a clearance request

2. The requesting fundraiser has an actMajor Givingor CampaignPrincipal Gift Plan in place that i
cultivation or solicitation

3. An active @portunity exists with the require&xpected Ask Dat&xpectedAsk Amount, andLikelihood

A pending strategic nestepis already noted ithe plan

5. A clear strategy has been outlined in the plan narrativevritten strategy for all major gift prospective
donors must have concrete, measurald@d strategic steps. The strategy must contain who is involved in
the gift ask and what iniitive the gift ask pertains to

s

3.2.2 Accepted Clearance Requests
If a clearance request is accepted, the requestor will be notifiedwautomated GAIL emailhe requesting
Development Officewill then assume all responsibilities of tiReospectManager role as outlined above

(3.1.9.

3.2.3 Rejected Clearance Requests

If a clearance request is rejected, the requestor will be notifiecaiautomated GAIL email. This email will
include the reason for the deniahdany specific instructions from the ProspecaivbgementTeamregarding
how to move forward with thaprospect
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Note: In most cases, it is more conducive to be a Primary Manager of a fundraising plan than a Prospect
Manager for alUniversityrelationships.

3.3 BECOMINGPROSPEAVIANAGER ON BORPORATION:FROUNDATION

Development Offices will rarely need to become the Prospect Manager on corporatidowrdation
prospects, as th8usiness Engagemeand Foundation Relatiorteam will genertly manage these
relationships. In most cases, beiRgmary Manager on aMajor Giving Plawill suffice. When entering plans
on corporations or foundations, thBevelopment Officeshould always reach out to his or HBusiness
Engagemenand Foundation Relatiorisaison to ensure that the correct approach is taken.

However, if EDevelopment Officefeels strongly that he or she should Peospect Minager of a corporation
or foundation, a clearance request should be submitted through the GAIL clearance request form. All
corporation and foundation clearance requests will be reviewethkeyProspect Managementeam

3.4 QLEARANCE/dBPOUSES PARTNERS

t N2ALISOG al yI 3SY Degvdldp@mentOfficesh@uid orflydhavel dielréincelon one

spousépartner in a householdouses and Partnershouldalwaysd S f A & G S Rartidiparté wher@ t € | y
appropriate(5.7). Limited exceptions to this policy will be made at thisectionof DAR kadership.

3.5 EXCEPTIONS TQEARANCREQUESREQUIREMENTS

TheProspect Managemeniteamreserves the right tahift Prospect Manager assignments to the Principal
Gifts Team and the Vice President for Development and Alumni Relatistisectedby DARLeadership.

3.6 TRANSFERRINCROSPEAVIANAGEFSTATUS

AsalINR A LSOOG Q& NBf | (A 2y a Kylbédonie hacéssaly @ trandfaNPradpeBridgeS 4 = A |
status from oneDevelopment Officeto another to move the relationship forward in a meaningful way. In

these cases, the existim@evelopment Officemust ontact the Prospect Managemeneadm to request such a
change! t £ (NI yaFSNI NBljdzSada akK2dz R 06S &dzo YA G LidsBh OA L
for review.

3.6.1 Transfers Within a @am

If a Development Officewishes to transfeProspect Managestatus to anotheMajor Gift Officer within the
same unit, Prospect Management vgknerallybe able to facilitate these changes within 24 houlitsewever,
Prospect Minager transfers will be subject to the sawréeriafor new Prospect Mnager requests, as
previously outlined3.1.1).

3.6.2 TransfersOutside of a €am

If aDevelopment Officewishes to transfethe ProspectManager status to anothéviajor Gft Officer outside
of his or her team, Prospect&agement will generally review thesequestswithin one week. Prospect
Management will take a donesentric approach when reviewing such requests and will consultDAR
Leadership as necessary. However, Prospeanifer transfers will be subject to the sawréeriafor new
Prospect Minager requests, geeviouslyoutlined (3.1.1).
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3.7 REMOVINAPROSPEAVIANAGEFRSTATUS

If a Development Officewishes to removéehe existingProspect Manager status, a request must be submitted
to their Prospect ManagemeritiaisondA I SYIF Af & ¢KS SYIAf aK2dzZ R O2y il
directions to drop Prospect Manager status, anskructions on how to handle any active plans on the record

by the requestindevelopment Office6 S @3 d> Gt felstingBajof Gyihg®SI yWweAy LI | OS¢
make all plans for which | aRrimary ManageK A a i 2 Ka&D@velbpméni Officer is the Prospect Manager

on a prospect and maked alctive plans historical with no new plan created, then it is best practice that they
are removed as Prospect Manager at that time.

3.8 12 MONTHSUNSETTINBULE FORROSPEAVIANAGEFRSTATUS

TheProspect Management Teawill review the interaction activity dDevelopment Officesto ensureall
prospectsn active management experiene¢ least one meaningful interaction per ye#rno significant
interactionshave occurred, th®evelopment Officeis at riskof havingtheir Prospect Managemle revoked.
The Prospect Management Teamwll present reportgeriodicallyconcerning Prospect Managstatusactivity
to DARLeadershipwho will enforce this rule as necessary.

Note: A meaningful interaction is one of: email, phone, injibalreturn meeting.

3.9 PLANSWITHREVENUEOMMITTED

Once revenue has been committed, @pportunity can be made historicalf the Development Officés)plan
isto continue to solicit for another gifvith the same plan partnersa newopportunity shouldoe added to the
plan, with pending Stewardship steps being addetil they are ready to move into Qualification or
Cultivation.

If the Development Officer wants to work on a new gift with different plan partners, then the plan can be
made historical and a new plan created.

If the Development Officés)is ready to remove the prospect from their portfolio they can pass the prospect
on to their Stewardship Officeor enter a general interaction on the prospqage and/or place the prospect
Ay GKSAN Wt NP & LISeénmaitnoticdions. ANR dzLJ 62 NBOSA DS

4 TYPES OPROSPECRLANS

4.1 OVERVIEVOFPROSPEARLANTYPES

A plan serves as a transparent and documented strategy Bmva&lopment Officeto achieve a specific
fundraising objectivevith a prospect It containsall the important information concerning a potential gift and

lays out the steps that Bevelopment Officewill take to qualify, cultivatesolicit, and stewarda prospect for

a specific giftt K S  L@firpoge®do provide a transparent record dbavelopment Officd@d A Y G Sy G A
a prospectandshould be entered as soon as that objective is identif@dlLprovides several plan types for
Development Offices to utilizebasedon desired development outcomg$2.121.2.13).
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Note:Forl LJX Fy (42 6S FRRSR (2 tonstitid® usiSictb&identiid @ th&lR A Yy
system as &rospectlf the Prospect constituency and Prospect tab do not appear on a record, the
Development Officemay add the constituencyode(12.1112-17).

4.1.1 Major Giving Plan
AMajor Giving Plam GAIL provideadocumented strategy to cultivate and solicit a major gift of at least
$50,000 from a prospect.

Note: An Qpportunity is required on #Major Giving Plaonce the plan enterghe cultivation or ®licitation
stage

4.1.2 Leadership Annual Gifelan

AlLeadership Annual Gift PlamGAIL provides a documented strategy to cultivate and solicit a meaningful
annual gift of $1500 or more from a prospect with the current fiscal yeaA leadershipAnnual Giving Ran
should be entered if the gift is repeatable and there is a clear fundraising strategy in place.

Note: An pportunity is required on &eadership Annual Gift Plamce the plan enterghe cultivation or
solicitation stage.

4.1.3 StewardshipPlan

AStewardshipPlahy D! L[ LINRPZPARSa || R20dzyYSydiSR adNXdS3ae &
should be used when the donor is not expectedniomediately move into cultivation for the next gift.
Stewardship Plashould be usetbr major gift donors with potential for continued givingtewardship Plans

are appropriate to establish following a major gift whidse donor is not expected to makeadditional

major gift within the next 35 yearsbut islikely to make another gift in the future.

Note: Anopportunity is not required on &tewardship Plan

4.1.4 UGA Alumni Association
UGA Alumni Association plans are for engagement purposes only and should only be used by the Office of
Alumni Association.

Note: UGA AlumnAssociation plans should never have an opportunity since they are engagement plans only.
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4.2 SUSPECREFERRAPLANS

After a Development Officeaccepts a referral in GAIL from Research, Prospect Management will enter a
Major GiftPlanin Qualificatior2 y (1 KS LINE &PrdSpecii MaaagevddrD&ilNcRedk in with the
Development Office throughout the life of the plan.

When entered by Prospect ManagemeMajor GiftPlara ¢ A £ f si@e®aming cofivénRn) cdSaspect
ReferralPlaré and containthe followingoutline:

ho2aS0a @S w2f | 5F&a&a TFNP | 2y Gl Ol a
hdzi NBIF OK !'g. 5h on 9YIl Af
hdzi NBF OK ' g/ 5h cn t K2y S
hdzi NBIF OK !'g. 5h hn 9YIl Af
hdzi NBF OK ' ! 5h MH N t K2y S
/| 5tamyAalf wg ta cn ¢l an
/| 5tmyR wSOA! ta MH NI ¢l an

I 5tRCA YL § aviSP3 t a MY N ¢l &l

| A&ddG2NROI§

LYdNRRdzOG2NEB 5h MPp N LyAoalf at

Note: If accurate information for two different contact methods is not available, please contact the referring
Development Analyst to ask for alternative contact information.

4.2.1 Principal Gift SuspedReferralPlans
If any Development Officer accepts a referral for a suspect with a Research Estimated Giving Capacity over

$1M, the resulting Suspe&eferralt t I Yy ¢ A f (§ite niarBing &dnvehti®RPridcipal Gift Suspect
Referralt £ | Yy ®d¢ ¢ ridethad enSlireghat/tfiese plans are easily identifiable for tracking purposes.

4.2.2 What to Do After a Suspect Has Been Qualified/Disqualified

¢CKS t NRPALISOG alyl 3I9QWUSEBIKRIREY dei2SSH O K Szl dirS 4 dza LISO
outreach attempts using &ifferent contact methods over 2 quarters (180 days).

The Development Officer is expected to qualify the prospect witBBR I @ & 2 F (G KS IEfdfel y Qa
Development Officer disqualifies the referral, thestep should be completed with details as to whis

prospect is not a viable major gift prospethe5 S@St 2 LIYSy i hFFAOSNDAa t NR & LISC
be notified via emaiso the plan can then be made historical

1 An autreach attempt must happen within the first 60 days from tilan start date or risk having the plan
made historical.

1 [Initial meeting shoulde scheduledvithin the first 150 days from the plan start date or risk having the
plan made historical.

1 Onceameeting has occurred, PM will come off the plan, change the plan name, and archive the referral.

19



Prospect Management Policies and Procedures
4.2.3 Overdue SuspedreferralPlars
If nooutreach attemptshave been madeor the Development Officer has not been able to gain contact with
the prospect using the-2-2 method180 days aftefi KS LJ I yQ&a adl NI RFEGSZI t NRa
to make theSQuspectReferralPlanhistorical andpotentially reassign the referral to a differemevelopment
Officerif the prospect was not disqualified

4.2.4 Requesting Extensions on Susp&sferralPlars
Extensiongo SuspectReferralPlars will only be made with the approval of tibevelopment Office® a
Prospect Managemeritiaisonandthe Development Officd@ & & dzLJS NIJA & 2 NJp

5 COMPONENTSPROSPECRLANS

5.1 PROSPECRLANNARRATIVE

A plan narrative should provide an overview of key cultivation and solicitation compqmdrith will lead to

a gift that serves both theniversityt YR G KS R2y2NRa AyaSNBadao ! £f LI
entered into GAIL, and this narrative should be updated as the plan progrggs¥ghen developing a

thorough narrative, the fundraiser may include the following

Ly Of dzZRS AYF2NXIFGA2Yy Fo62dzi G§KS LINE
Strategy programs or fuds that may benefit from a giftyill this be a ondime gift, or
statement do you anticipate it being a part of a larger fundraising strategy for this
prospect?

5.2 PROSPECRLANSTERS

Stepsare part of a transparent and documented plan strategy taduld be used to indicate the actions
anticipatedto move a prospect closer to making a githere should be a minimum of2nextpendingsteps
on a planNot only do steps help fundraisers masittheir progress toward a gadut they are also an
important tool for tracking institutional history with a prospdd2.1412.15. Important components o$teps
are:

Objective TheObjective shoulde used for a brief descriptioof the desired outcome of
thedep.LU &K2dz R | yagSNJI (ipkrfosdjofitiisiciniag y
FYRk2NJ gKI G R2 L K2LJS (G2 | O02YLX A
Owner The $ep Owner should be the staff member responsible for the activity. Ofte
this will be the Primary Plan Mager, but it could also be the Secondary
Manager or a Slicitor on the plan.

Status Pending:Use this for the step you plan to complete NEXT. A pending step
triggers the stage of the plan, which signals where the prospect is in the
development lifecyclePending steps will show onevelopment Officde a ¢
R2¢ (GlFLal tftAadGo

Planned:Use this for any steps that you plan to complete beyond your next
pending stepPlanned stepslo not show orDevelopment Officetask lists until
YN]SR GLISYRAYy3IDE

Completed:After you have completed a step, n&kure to change its status to
& @npletedé
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Contact Method | Type of contac{Initial Meeting, Email, Event, etc.)
Stage Stage of prospect in prospect lifecy¢@ualification, Cultivation, Solicitatipar
Stewardship)

Note: Planned step® K y3S adl Gdza (2 at SYRAy3A¢ 2yf & ogKSYy TFAf
steps within a planThis can be done by either editing the step information on a single step within the plan

(1218121992 NJ 60& dziAf AT Ay 3 ( KS18&9 K WheyTifing & codtactSdpirt. 4 SO .

5.3 THISWILLINCLUDE RLANNEIGIFTDISCUSSION

CKA& A& y20 I NBIAdANBR FASItR® ¢KS a¢KAa gAff AyO
when a prospect has an interest in discussing planned giving. This will be used to help Gift and Estate Planni
to know which prospects andevelopment Officers might need assistance.

NoteY ¢ KAa&a R2SayQid AYyRAOIFIGS (KIG GKA& LI | yk 2 LR NI dz

5.4 89TE

This is a required field. Site is the School/College/tiait will benefit from and/or work on this plan. When
the plan is being created, only one site can be entered. Once a plan is created, additional sites can be added

Note: There can be multiple sites on a plan (i.e. Journalism, DevelopamehAlumni Relations-<Unit
Development Officeand a Regional Major Gift Officer)

5.5 PROSPECRLANSTAGES

Plan stages designate milestones bR & LISOG Q& NBf I GA2YyAKAL) gAGK | D!

a gift. Prospects will generally move through all stages of the development lifecycle, though it is common that
a prospect may skibetweenstagesdepending on how the plan advancédan stages are basédy” | LJ | v
current pending step or the last completed step, if no pending step is available.

The following chart provides some guidelnon the expected time limits for eastage in a typicallajor

Giving PlanThese time limits are general guidelines based on industry standards, and it is expected that there
will be exceptionst F NAF GA2ya YIe& 200dz2NJ 6F&aSR 2y GKS (eL)S 2-
personal giving history to UGA.
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Stage Duration

o During this stage, Bevelopment Officewill generally haveat
5.5.1 Qualification | 5months least one faceo-facemeetingwith a prospect to determine
interest and affinity, as well as to determine some level of capa
to make a major gift. Once the prospect has exhibited interest i
and capacity for making a major gifhe plan can move into
Qultivation. If those factors are not present, tievelopment
Officermay either decide to focus on an annual giving strategy
GOdzi ol AGE FTYR YIS GKS L} Iy
During this stage, Bevelopment Officewill have multiple

5-5-_2 _ 18 months meaningful contactsnfeeting event contact, email, phone call,
Cultivation etc.) to move the prospect toward making a major gift. A qualifi
Opportunity should be added to the plan during this stage if one
does not already exist. OnceDeevelopment Officehas had
conversations with a prospect regarding specific interests to
support, as well as timing for the gift, the plan can move into

Solicitation.
o During this stage, Bevelopment Officewill make an ask and/or
5.5.3 Solicitation 6 months Adzo YAG F LINBLR A f Fa#oNJThe Kl wilUN

remain in Slicitation until the prospect has either accepted or
rejected the ask. After a response has been made to an ask or
proposal submitted by th®evelopment Officerthe plan can
advance

w AT (K Septed theopportanity-c&h be madaistorical,
and theplan can move intot8wardship if needed.

w AF G§KS I &jq opportunity shBull BeniadeR = U
historical,and the planrmove tack into Qltivation if appropriate.
Note: Plansand/or opportunitiesshould not be made historical
until all revenue, including matching giftasbeen committed.

. During this stage, Bevelopment Offices A t £ &G S & I NI
5.5.4 Stewardship | 12 months to 3 | gift by ensuring that they are properly thanked and kept updatel
years on the impact of their gift. ApproximateBO daysafter revenue is
associatedthe Development Officeshould review the plan and
determine next steps:

w ke theopportunity historicaland start a newuture
opportunity ORmake the plan historical and add prospect to
Wt N2aLISOO hTQ 3IANERdzL

5.6 PLANNECBTERS/S PENDINGSTERS

Each plan should haat minimum)2 yS LISYRAYy 3 a0GSLJE ¢gKAOK (NARIISNE
imminent- it is scheduled to be the very next move that gresses a plan toward the gift.

lye adsSLla Ay (KS ¥ dzi dzZNFanbdveeighgr RpentikgSomplaindd yt&us. ThiSy RA v
means that theDevelopment Officehas already established this action as a way to move the plan forward,
but the step is not imminent.
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Note: Planned steps need to be manually changed once a pending step has been completed. If filing a conta
NELR2NIZ GKS G9RAG ySEG &a0GSLI AyF2NXYIGA2YyE FASER Y

5.7 PLANPARTIGIPANTS

Plans are entered on individual record<GAIL, buDevelopment Officeswill often cultivate and solicit more
than one entity as a part of the overall fundraising stratégyg, a husband and wifeor an individual closely
connected to a funding organizatiprnn these cases, the PlaarBcipant field should be used.

Plan Rrticipants are those individuals who are closely linked to a prospect, such as spouses, children, family
foundations, etcA plan should include any family members and family foundatioatsconsidered to be
AAIAYATFTAOFIYyG (G2 | D! Qa PatkefsiSppoises\sioidibeinaiudedPisn RrticipadNtR so LIS O
that it is clear on both records that this couple is a prospect without the necessity of creating a plan for each
spousePlan participants should not be confused witkam Members orSolicitors, which will always be UGA

personnel or volunteer§l2.214.2.22).

5.8 PLANATTRIBUTES
Attributes can be added to a plan for the purpose of querying. The following attributes can be added:

1 DXO¢ Annual Giving

Foundation Relations SPA

Principal Gift Prospect

RPMc¢ Suspect Referral

Sales and Service

Will include a planned gift discussion

= =4 4 4 2

6 OPPORTUNITIES

Opportunitiesserve as documented and quantifiable fundraising goals connected \pidma Thereare
several important piecesfanformation housed within apportunity that provide a cleaand transparent
picture of aDevelopment Officeea LI | ya F2NJ Iy | al o

6.1 WHENTGADD ANOPPORTUNITY

When a fundraiser determines through qualification thatask should occur, a qualifiedp@ortunity should

be entered in GAI[12.241.2.25. Note that all qualified, response pendingnd accepted @portunities are

included in @velopment pipeline reports. Opportunities are not required plans in @Qalificationstage but

are required asoon as a plan advances to thelttvation or Solicitation stageThe Ask Amount, Timing,
Designation, ikelihood and Expected Close Amounty RS S R gtiéssworb Sdzf G A f G KS LI Iy
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¢ but having arOpportunity documentedon the plan is essentialhe Qoportunity variables are expected to
evolve as a plan progresses.

Note: Opportunities must be entered BEFORE a giéidsived. If a gift comes in befordDevelopment Officer
enters a plan and gportunity, they will not receive solicitocredit for that gift. Limited exceptions to this
policy will be given at the discretion of tiiEevelopment Office® supervisor.
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6.2 COMPONENTS/OF ADPPORTUNITY

6.2.1 Status

The @portunity status is an important tool in transparently tracking the progress af &k ¢ It is important

for Development Officet (2 dzLJRI S GKA A& FASE R |tdtus bdkah @pdrtunid]N®E 3 NS .
what will signifyGift Accounting that thencomingrevenue will need to be associated with that specific
Opportunity.

Opportunity Status is fluid and can change. Revenue credit is not given until Revenue has been committed.

Qualified* A qualified Qpportunity is one where théExpected Ask Amougits known (or at least
estimated), whether or not the potential designation is knovm.cExpected Ask
Datet, acdlikelihood,d 9 ELISOG SR /2R Sa !l wedyAilLl G SR
are also required to be entered on qualified opportunities

Response Pendirfg | Once amdAsk has been submitted to the dongthis status should be usedn dAsk
Dat€l YR & ! & | ardrefiredyatithés time¢ K Sikelthgodé, & ! y G A OA L
CAralolt | St NyiRR2 a/ tsRoaldhi @dayed. ¢

Accepted Once writtenor verbalconfirmation of a specific gift has been received from the
donor, this status should be use@hed ! OO S LJi S Rindi6REéSpdageiDateare
required at this time

Rejected Thisstatus should be used if grospect responds negatively to an ask or propo&al.
oResponse Datewill be required whercharging the @portunity status to
& sjectedd €

Canceled This gatus should be use@hen a donor has become unresponsafter a

considerable amount of timend aDevelopment Officek & aSy G daol O
board€ No cResponse Datds requiredfor canceled opportunities

Unqualified This status shouldeverbe used, since opportunities on plans are not required unt
prospect has been properly qualified.

*Included in pipeline reporting

6.2.2 Opportunity Type
This field contains a dregown menu of gift type options and mde updated as plans progress.

Note: Recurring Gift opportunity types will NOT be included in pipeline reporting since recurring gift revenue
cannot be associated to a plan. Solicitor credit can still be received once the recurring gift has been establish
in the system. Development Offieshould contact their Prospect Management Liaisoreteivesolicitor
creditwhen applicable.
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6.2.3 Expected Ask Amount

A ¥ s oA 9~

And 9 E LIS O linsobnté is askd as Development Officded 6 Sad SadAYlF i8S 2F GKS

A 2w s oA ~

be updated as plans progressy’ @ 9 E LIS O (i S Rs requirdd once’22pttay réachesiCultivation or
Solicitation stage.

Note: UGA Alumni Association and Stewardship Plans danolude opportunities.

Minimum
Plan Type Expected
Ask Amount
: When soliciting deadership Annual Gjf$1,500 is the
Leadership S :
$1,500 suggested minimunopportunity amount that should be
Annual
entered.
The minimum threshold for Blajor Giftat TheUniversityof
Major $50,000 | Georgia is $0,000. All plans with expected ask amounts

below $0,000 should be entered dsadership Annual Giff
Plars, exceptions can be made

6.2.4 Expected Ask Date

provide an accurate and transparent estimate of whddewvelopment Officeexpects to ask a prospect for a
specific gift. This should always be enteredresDevelopmenOfficeiQ & 06 $siafi whandte ask will be
madeand then updated periodically ggans or circumstances change.

6.2.5 Anticipated Fiscal Year to Close

¢KS a! YyGAOALI GSR CA aOlI foppoduhitedthatare in the siafiises df: QualfiBdlj dzA N.
Response Pending, and Accepté&tisdrop-down box is usd to indicate the fiscal year in which the

Development Officer thinks the gift will be received and committed (i.e. closed). This is different from the
GOELISOGSR 41 51 (GS¢ | yDAR@ddership anlidda®Ewhen H@kpetiSbe able to3 A
count the gift in giving totalsThis should always be enteredthe DevelopmenOfficerQa 0 $siofi whandzS
the gift will closei(e. revenueaeceived anccommitted)and then updated periodically gdans or

circumstances change.

Note:d ! yGAOALI GSR CAaOlt | SI NI G 2prioff 2 818 GKERLIE QRi §F5 @18
G!al 5FGSéo

6.2.6 Ask Amount
¢ K SskAmounté should be filled in once the ask is actually completed.@he&drhounté Y I & 06S RA 7

A 2 s oA

from thed 9 E LIS §kidnSointéldepending on thdevelopment Officddd RA A ONBGA 2y @

6.2.7 Ask Date
Thed ! aadte¢ should be entered as the actual date that the ask took place. It is required onte aa
Amountg is entered.
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6.2.8 Likelihood
Thed ikelihoodk field is required for albpportunities toprioritize needed fundraiser activity and pwovide an
estimate of theDevelopment Officca O2y FARSYy OS t S@St 2F +y al o0SA

None(0%) Interest has not been assigned

Low (25%) Interest is unclear and/gpriorities have changed

Medium (50%) Confirmed interest, nortommittal on amount/timing
Strong(75%) High confidence of commitment, date or amount in questig
Definite (100%) Highest confidence of commitment level and date

6.2.9 Opportunity Designation
After the Ask is made andlknown, aDevelopment Officeshould enter tle specific designation for the
opportunity in this field The Amount fieldnust matchthe Ask Amount.

Note: This field is not requirednd can only be accessed whedliting anopportunity.

6.2.10 ExpectedCloseAmount

¢KS G9FEDLIMOM2SR/ ¢ Aa GKS |Y2dzyd | Fdzy RNI Afan8rhlders St A &
GrailAay3a G2 OFLIOAGeé¢ odzi R2Sa yisifieldvéuld bedifGentitfas 3 A
0KS & SELIS Ol SAsughestéprdcticeisdayise £ in this field if you believe tBevelopment

Officer hasverylow confidence othe gift closingat allor the Development Officer is uncertain of this amount

at the time.

6.2.11 Opportunity Commens

And h LILJ2 NJbrdmyehtdisthotrequired; however,the Primary Plan inager may wish to include
additional information concerning the ask or asgtails on how the gifinaybe designatedThis is not
included as a Step in a plan and is only visible when looking at the Opportunity tab within the plan.

6.3 MULTIPLOPPORTUNITIES
Multiple opportunities can be added to a plan. Once an opportunity has revenue committed or has been
rejected, the opportunity can be made historical and a new one added if appropriate.

Note: An exception occurs if the primary, secondary, or secondary solicitor changes between opportunities. If
a fundraiser begins another ask working with new fundraising partners

Note: Opportunities are only required for Leadership Annual &ifi Major GiftPlansin Cultivation or
Solicitation

6.4 MAKING:ANOPPORTUNITMISTORICAL

Once revenue has been committed on an opportunity, the opportunity can be made histdheaktan be
R2yS o6& FRRAY3 (KS | Aa02NAROIf FGONROGdzGS 2NJ oe Of
opportunity page of the plan.
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6.5 MATCHING GIETS
LF F 5S@St2LIYSYyd hFFAOSNI I yiA OAydn éndplayeriitielDéveldpmdiiNE &
Officer may addhat match amount to theopportunity (e.g, a $50,000 ask will also be matched by the

A ¥ s A x

LINE 3aLISOGQa SYLX 28SNJ LG bppnZnnnz a2 GKS 9ELISOGSR

Note: It is helpful (but not required) to include an opportunity comment when a match is included in the
Expected Ask Amount or Ask Amount.
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7 INTERACTIONS

Interactions serve as a way to transparently track theversityQ & O fvigh lkd-c@hstituents By entering
interactions into GAllDevelopment Offices arenot only providing important information to other
DevelopmentOfficers but also preserving institutional history with that specimnstituent(12.26L2-27).

7.1 MEETINCCONTACMETHODS

AdMeetingg is a contact with a prospect that represents a meaningfidrpersonaleffort to further engage

the prospect or move the gift converon forward! ¥ dzy’ Rt & & BGHEGAIL should clearly

convey a facéo-facemeetingwith a donor or prospect that involves a meaningful and strategic discussion
aboutengagement, partnering, and/dheir individual givingAna L Y A G A € a SS G A y 3should NJ 6
only be entered as such if tmeeetingwas ascheduled face-to-faceor Zoommeeting to talk about

engagement, partnering, and/oa specific gift or fundraising plan.

When entering a a S S GirAGAHL éthe following pieces of inforriat are required in order for it to be
counted in aDevelopment Office® & Y 2medétifgtoals (12.2912.39).

Please se€AQdor answers to common questions about Meetings.

Location | The location should basspecificas possible @ W2 Ky 5 2 S Q &fil2
a headquarters in Atlanta, GA
Purpose | The purpose can range fronBBSyY SNJ f RS
W2Ky 52S5SQa | FFAYyAGe |y
specific purpos® & dzOK | ay a¢2 Y
RSGSNXYAYS GKS &aLISOAFAO
9RdAzOI)iI A2y dé
Summary| The summary should mentiaadl relevant information discussed during the
meeting that is pertinent to th@engagement oexpected gift including: the
LINPALISOU QA FoAftAGE 2NIAYOf Ayl GA2Y
LINPALISOUQa NBfIFGA2YyaKALl gAGK | D! ]
details(such as: children and info about their schools, spouses and their |
hobbies, etc.Jhat may need to be preserved in institutional history.
Next ¢KS ySEG aidSLla &aKz2dzZ R Ay Of dzZRS | y
Steps the meeting as well as a clear plan for a next interaction with the prospec
that will move the prospect closer to making a gift.

AONRLIGAz2Y
R O LI OAde
SSi sAlGK Wg
g2NRAY A 2]

7.1.1 Initial Meeting

Ly aGaiLyadas83bAy3é A DewrlgpSeniOfiicenéets\witl a prasg@ct for the first time for the
specific purpose aliscovery/engagement @peaking about a giftto UGA.Y G LY AGA Lt aSSaAy
NB T S NNNE Riscavery Misdiin cbnvaisation, but the official term embraced by UGA Development is
GLYAUGRAL fTheBeévopreyit Dificemay have previously interacted with this prospect in a personal or
professional setting (e.g., at Rotary Club or a fundraising eMamtandritial Meeting€ signifies the first

planned and scheduled conversation about fundraising.

Note: ADevelopment Officeg A f £ 2y f & KI @S 2yS aLyAdGAlIf aSSGAy3Ie
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Note: And L Yy A G A I hoted & & phbng 8afl undergoes a separate screening process prior to getting
approved.

7.1.2 Return Meeting
I awSildzNYy aSSliAy3aé Aad 2yS Ay 6KAOK | NBf,andthe y d KA
Development Officeis returning to further theengagement effort and/ofundraising discussion.

Note: ADevelopment Officewill most likelyK I @S & S@SNI f awSidz2Ny aSSiGtAy3Iace

7.1.3 StewardshipMeeting

Astewardshipmeetingh & I (@ LIS 27F WYshdild beNged far &rhéetingtBaDis helfing
O2y Ay dzS GKS LINE A& LIS énilrfsy bebaBriedted Wit ghaefokt taultiate(afdsoliciDa
new (future) major gift.

T ¢2 SYyGgSNI I {dSéFNRaKALI aSSGAy3ar dzasS GKS WwWwSidzNy

Note: Sewardship meetingslo notincludeattending aneventlike anart openingt & G KS R2y 2rND &
delivering a stewardship gjftthis type of activity is consideregtewardship

7.1.4 DiscoveryMeeting
DiscoveryMeetings are meetingsvith a prospect who has (1) never met with a UksiAdraiser before or (2)
KFayQi o6SSy YRiddragex ii tke lastdfistalyeard. !

Note: For metric purposeghereisno need to do anything differenthwhen inputtingtheseinteractionsg the
datais being calculatetiehind the scenes.

7.2 CATEGOR®BUB-CATEGORY

7.2.1 Prospect Management/Campus Assist

CampusAssist should be used for INTERNAL collaboration; meetings, phone calls, emails, etc. that take place
with a colleague that is outside of your s/c/u and could include, but not limited to: faculty, deans, other
development officers, and trustees.

Campus Assists will be captured by entering a contact report/interactionanitbntact Method2 ¥ & h (i K S N
andthe Category Prospect Management ANBub-Category Campus Assist.

Campus Assist meetings with students/parents can count as a meeting if the parents are possible prospects.
These will be reviewed by the Prospect Management team for approval.

Note: Regardless of contact method used whmpusAd a A 3G ax (KSasS gAftft O2dz/i
AYUSNI OGA2yased YSOUNROO®

7.2.2 Prospect Management/Collatration

External collaboration, defined as partnering with a colleague thatiiside of yours/c/u and could include,
but not limited to: faculty, deansand other development officers. Collaboration includes joint meetings
and/or joint proposals
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U Meetings:Joint Meetings will be captured by entering a contact method of Initial or Return Meeting with a
Category Prospect Management ANRubCategory Collaboration.

U Asks:Joint Proposahskswill be captured by having a Secondary Manager and/or Secondary S@icitor
added to the plan.

U Internal Collaboration (Campus Assist): For strategy interactions between campus partners, these can be
entered withContact Method:Task or OtherCategory:Prospect Management, arfslubcategoryCampus
Assist.

Note: The Campus Assist sahtegory should only be used when meeting with a campus partner OUTSIDE of
your SCUD

Note: The Collaboration subcategory should be used f&XTERNAdollaboration; meetings that take place
with a prospect/donor where a colleague from outside of your s/c/u is present.

7.3 OTHERIYPES OEONTACMETHODS

LY FTRRAGAZY (2 & areshingiuycanaziethciSopistéidctions 2hoddeéstordedin
GAIL Thesanteractions areof valueas they are often important to move the gift conversation forwanthile
aDevelopment Officemay have a meaningful conversation about a gift through one of these contact
methods, it should never bentered as arinitial Meeting or 6Return Meetinge

7.3.1 Campus Interaction

¢CKS G/ YLlza LYGSNIOGA2y¢ O2yil OG YSGUK2R akKz2dzZ R o
some specific purpose and interacts witiDavelopment Officefe.g., a tour of a building, a class speaking
engagement, or a dropy meeting while the prospect is visiting the campus).

7.3.2 Email

7.3.3 Event Interaction

CKS G9@Syid LYGSNIOUA2YyE 02 pévéloprientOSideikterdets itk & pizispect 6 S
at a group event, whether the event is a specific fundraising event (etfjGdla or a small dinner gathering of
LINRALISOG&av 2N+ Y2NB 3ISYSNYXft ! D! S@SyiG o60So3aovs . dz

Note: A PLC event can count as a meeting only for the interaction on the host of the event. All others should
be documented as an event interaction.

7.3.4 Fax

7.3.5 Financial Advisointeraction

CKS GCAYLIFYOALFf ! ROA&2N L Pavedophett Oiciy neetiagindtidat R 6 S dza
representative of a donor, such as a financial advisor or lawyes. will often be used in relation to planned
gifts.

7.3.6 Letter

7.3.7 Board or Committee Interaction
TKS a. 2FNR 2NJ / 2YYAUGGSS shbudibé&usdd @iiahydieyactiondvith/aiplogpert thatS (i K
takes place surrounding a board or committee meetiBgen if a sidebar conversation occurs with a prospect
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during the course of thedmrd or committee meeting, thenteraction should still be entered &s Baard or
CommitteeL Y 1 SNI OG A2y d¢

7.3.8 Other

¢CKS ahGKSNE O2y il Ol VY Snieradish thatKalsdritsRle af the sdopeSoRthe BB | Y
labels. These interactions could range from interactions of a friendly nature (e.g., attending the wedding of a
LINPaLISO0iQa OKAfR 2NJ GKS FdzySNYt 27F Issinib®fandi&shg Q a
conversation (e.g., sitting next to someone on a plane and then striking up a conversation about support aftel
learning the person graduated from UGA).

Note: Use this option when you have a meeting that involves more than one Prospect. The meeting
interaction should be on the main Prospect in the meeting. You can then add the guest as an interaction
LI NGHAOALI yi 2NJ oeé KIQGAYIH24RBEANI 26y WhGKSND Ay idSN.

7.3.9 Phone Call

7.3.10 Pres/VP Meeting

¢tKS at NBak+t aSSiay3¢g O2yidl Ot YSGK2R Aa dzaSR SEO
Stewardshiplt is reserved for instanceshen the President and/or Vice President of Development and

Alumni Relationsneetwith a donor to further the relationship and fundraising process. ftasting may or

may not be the first time the President or Vice Presideasmet the donor. fiismeetingwill often include a
Development Officer, who should enter his or her own interaction utilizing the Initial MgetirReturn

Meeting contact method.

7.3.11 Prospect Narrative

¢CKS Gt NPALISOU bl NNF GAGS¢ Oeeftinl Doveloph&inokd Relatiods &dza S R
{GSoF NRaKALI { KédtheNtBraipaRSHty Te@mito gulFifokn@ton into reports.
Development Offices will generally not use this contact methbdt are allowed to if applicable

7.3.12 Sky Suite Interaction

CKS aG{1@ {daAGS LYGSNI OlA 2y ¢ in@agfianiwithia prspedtinzhR Skit K 2 dzt
Suites during football season. Even if a sidebar conversation about fundraising happens in the Sky Suites, th
AYUSNI OGA2y aK2z2dZ R adAftft 6S froStSR Fa | a{l1e& ({dz

7.3.13 Social Media

¢tKS a{20Alf aSRAI¢ O2ydl Ol YSUK2R aK2dAZ R 0S5 dzaSR
platforms such a Twitter, Faceboqlor LinkedIn. Because these forms of communication are often seen as
Y2NBE GLISNE2YIf¢ FyR fSaa a2 FambrOdpentaddélaxediBradrihchase Y
platforms. Thereforeto respect donor privacy, the Prospect Management Team ask®iatlopment

Officers summarize the highlights of these conversations rather than copy the entire text of the exchange
when makingiSocial Medidnteractiore entries in GAIL.

7.3.14 Stewardship Interaction

¢CKS a{GSéF NRaAKAL)I Ly dSNI O A latgfactiodthalliShalgingBntindieh2 dzft R 0 S

LINE & Lada@angDip with UGA but is not directly connected witheargagemengffort or to solicit a new

gift (e.g.,attending anevent likeart NI 2 LISy Ay 3 | 0 dardeliverRg a/seenwdiighip G O A 0 |
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7.3.15 StewardshipReporting
¢CKS a{0S6FNRAKALI wSLR2NIAYy3IE O2y Gl OG YSGK2R Aa dz
Stewardship whem report is generated and sent to a specific donor. Examples of these reports include, but
are not limited tq Endowment Reports, Scholarship Gratitude Reports, Personal Impact Reports, Chair &
Professorship Impact Reports, etc.

7.3.16 Task

¢ KS acoritagt méthod should be usaghen entering planned or pending steps concerning internal tasks

to be completed bypevelopment Officet 6 S®I P> &/ NBFGS aGSsl NRAKALI NBL
representativé 0 @

7.3.17 Text Message

7.3.18 University Top Prospect Strategy Notes

The oUniversity Top Prospect Strategy NotesoO6 contact me
Management along, with the Principal Gifts team, to record meaningful prospect strategy meeting notes about top

university prospects. These notes include new knowledge about the constituent and/or activity related to strategy,

gift conversations, or gift stewardship. Most Development Officers will not need to use this contact method.

7.3.19 Website
¢tKS a2S0araidSe O2y il Ol YSGK2R Aa 3ASYySNIffte dzaSR ¢
person or organization. It is also commonly used when submitting proposals through a website.

7.4 CONTACRERPORTMINTERACTIGGNOTTIEDTO APLAN

When enteringnteractions into GAIL, it is important fBrevelopment Offices to distinguish between

Interactions that are part of a plan andteractions that are not tied to furthering a specific fundraising effort.
DI'L[] RSTAYySa /2yl O wSLR2NIa I a arFonahitéracton tfaliSpadt O
2T | Fdzy Rand dadbeénidding the dfiftlfoyvargdaContact Rport needs to be filed. ContaBeports

FNBE FAESR 6@ SAGKSNI O2YLX SGAYy3I || &0y ¢ ATNKIAYdzNE L3
LINE & Lifle€adtions tald(12.27.2.2.28.2 12,2812 29),

Interactions or contact reports can also be added by using the Zurl®Rkgp on OutlookAdvancement IT

has a full tutorial in the DAR Knowledge Base on how to download and add the plug in for Outlook.
(https://uga.teamdynamix.com/TDClient/3010/DAR/KB/ArticleDet?ID=167505

This allows users to directly add an email interaction from Outlook into GAIL. Once you have added the plug
in, you can access Zuri on your top ribbon in Outlook to file an interaction or a planned or unplanned contact
report. Once you select one of thegeLJG A 2y a> | &Sk NOK o6F N FLIISFNREZ (@
want the email to live under in GAIL, select the correct profile, complete the report, scroll down to the
o2002Y2 FyR &St $\Qannead CohthcSrepbriwill 8liNig Peinding iitéraktion that already
exists in GAIL, an interaction or unplanned contact report will add a new interaction intoT&slallows

users to add these interactions without having to copy and paste an email into GAIL, entering the interaction
as you send the email.
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Note: Interactions, once filed, cannot retroactivddg tied to a plan as ContacteRorts to complete plan
steps.This connection must be made at the initial point of data enfrgn interaction needs to be moved to a
plan as a step, please contact your Prospect Management Liaison for asseséimeas a manual process.

7.5 MEETING®VITHMORETHAN ONEDEVELOPMENDFRICERI ATTENDANCE

If more than one development professional participates in a meeting, each fundraisddsdrdgertheir own

unique @ntact Report to receive credit for the meeting in tH2evelopment Officer ActivitiReport. Simply
FRRAY 3 | YSSUGAYI AnpéticgBR OY S gV asA @K OEBkLINAGAY T &
notsufficel YR (0KS YSSGAy3a gAff 06S OKIFIYy3aISR G2 |y ahiaKSI
Note: AdditionalDevelopment Offices should notbe listetd & &t NI AOA LI yiaé Ay Ly
That feld is used to assign the same Contagp®tt to additional prospects involved (e.g., a spouse, siblings
involved in an estate conversation, or simply assigning duplicate content to a group of people at an alumni
gathering.)

7.6 DEADLINE FORNTERINGNTERACTIONS GAIL

Interactions are to be entered into GAIL 80 p.m. on the first business day of the month in order for the
ydzYo SNAR G2 0S AyOfdzRSR 2y GKIFG Y2y (iKQa a{yl LBAK2UG
on the second business day of the morxtensions will not be granteddowever, any interactions not

entered by themonthly deadline will still be included irndealYeartotals once reviewed

Note: Prospect Management reviesall meetings entered by Major Gift Officers each month. Prospect
Management has to mark a meeting interaction as compuletering their audit review process to count. You
can review your Pending and Action Needed interactions in your Interaction R€aleWw2.8-2.9).

7.6.1 Development Officer Activity ReportDOAR)
The Development Officer Activity Report is an internal report distributed by DAR Leadership detailing

5S@St 2LIYSyYy( h Fto-da prdgiessn Qlik Bhid reporfaciBésanMajor Gifts and Major Gift
Officers

TheActivity Report transparently reportap-to-date activity by Major Gift Officex meetings, other
interactions, and major giving level ask§@®00+). Activityfor the fiscal yeais also included: meetings, other
interactions, top 10 meetings, qualification meetings, collaboration, major giving level asks and revenue
solicitor credi.

Note: The DOAR also reflects metrics for LAG officers and combined MG/LAG officers that have metrics
entered in the GAIL system for that fiscal year.
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8 PROSPEAMNANAGEMENTEAMSTRUCTURE

8.1 STAFAMEMBERS
Prospect Managemergersonnel include:
Nedra NewtorrJones Executive Director of

Prospect Management and Research
nedrall@uga.edu

Libby ShepherdDirector, Prospect Management
libby989@uga.edu

Karine BauchProspect Management Specialist
karine.bauch@uga.edu

Alex Brown Prospect Management Specialist
Alexandra.Brown@uga.edu

Andrew Hibbs Prospect Management Specialist
ah22799@uga.edu

Tori PetefishProspect Management Specialist
tori.petefish@uga.edu
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8.2 RESEARCHANPROSPEAVIANAGEMENTIAISONVIODELRPM)

To provide the highest level @rospect managemergupportfor Major Gift OfficersResearch an®rospect
Management has adopted a liaison mod#bwingspecificstaff members to serve as the point of contact for

a defined group oMajor Gift OfficersRPMprimarilyworkswith Major Gift Officer portfolios. However, any
Development Officedesiringhelp with portfolio clearup and maintenance may reach outtteeird OK 2 2 f Q&
liaison for assistanc&rospect Management contact is listatithe top of each column and the Researcher
contact is listed in parentheses.

Current liaison assignments are as folldias 0f07/2025):
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Alex Karine Andrew Tori Libby
CAES: Jan Franklin:Jan Planned GivingKathy | UGA Development:
(Eliza) (ElizadNedra) GMOA: Brooks 0. (Nedra/Heather)
- Mary Ann Parsons - Meredith Metcalf (Nedra) (Chelsed Chelsed\edra) - Brooks McCommons
-Joey Lynn -DIR OF DEWACANCY - Heather Malcom -Mike Cook (Nedra) - Jan BlaingAlex)
-Elizabeth Carlson - Aubrey Miller -Patrick Knowles -Will Willimon
-VACANCY - Melissa Roberts Honors: Brooks -VACANCY -Andrea Parris
-Kate Arnold (Ryan) -Zeb Brookshire - Jill Walton
Engineering: Jan -Abby Fuller - Debbie Daniel - Jeremy Ransom
(Mary/Nedra) -Hailee Talbot . i :
-VACANCY -VACANCY Journalism: Brooks Reglonals: Jeremy Principal Gifts: Kathy
- Jordan DeRosa (Ryan *Elizabeth (e)
-Michaela Collins : - Sara Cook o,
COEJan Kozak*(Heather) (Heather/Nedra)
(Ryan/Nedrg Law: Brooks *VACANCYGhelsea -KathyOrtstadt
Ecology: Jan - Molly Thomas (Heather) -Chris Jeft¢Chelsea) - Lindsay Carter
(Chelseq - Robby Poister - JeremyHeadrick -Vince ThomagChelsea) - Matt Mize
-Melissa Lee - Gabby Dukes - Rob Carric¢Chelsea)
-NanoSerwich Medicine: Jan -VACANCY
-VACANCY (Heather/Nedra) o Annual Giving (DXO):
-Hudson Clare Libraries: Brooks *Michelle Versfeld - Rachel Jordan
4-H: Jan (Mary) (Mary)
-Ada%agr)nmond _Lel‘;r? drsanﬁllgggel Development Officer Athletics: Jer_emv
Forestry: Kathy Team (Nedra/Devin)
. (Eliza) PAC: Brooks —Weldon Kolker - Ford Williams
CED: Brooks - BridgetHarden " (Heathey -Madi Cox - Brad Bell
(Chelsea) _Carlton Bain -Zack Robbins - Travis Epling
-VACANCY - Shaun Chapas
Pharmacy: Jan SPIA: Brooks -Blake Hirth
. . (Eliza/Nedra) (Chelsea *Michelle Rotondo -Mikayla Coombs
Office ofInstruction: Jan NYIFGS howSaf - Sarah Baines (Mary/Nedra) -VACANCY
(Mary) - Gordon Thomas -Ryan Leonard -Courtney Hart
-Graff Wilson

Foundation RelationsKyle
T.
(Ryan)
-Matt Pruitt
-Mary Koon
-VACANCY

OBE: Jill
(Ryan)

-Kyle Tschepikow
-Nic Laconico
-Stacy Stanford
-Heather Pearson
-Allison Chesnutt
-Amy Sweet

ParentGiving: Andrea
(Heather)
-VACANCY

- Eric Schmidt
- Courtney Ayers
- Meredith Glenn

Strategic Initiatives:
Andrea
(Heather/Nedra)

Vet Med: Brooks
(Mary)

- Michelle Jones
- Taylor Hicks
-Ellen Sims
-Mallory Moye
-VACANCY

Terry: Brooks
(Heather/Nedra)
- Ruth Seilef*
- AndreaBurruss
- Brandon Cochran
- Kathy O'Bryan
-Meghan Fernandez
-Bennie Cohen

PSO: Brooks
(Eliza)
- Anne Moser

BOTG: Brooks
(Elizd

- Johnathon Barrett

Social Work: Brooks

(Mary)
- Megan Powell

Student Affairs: Brooks

(Mary/Nedra)
-Carrie Trax
-William Draper

Public Health: Brooks
(Ryan)
- Faith Perry

FACS: FACS: Jan
(Eliza)
- Suzanne Giriffeth

Forestry: Jan
(Chelsea)
- Bridget Harden

-VACANCY
-Ali Elyaman
-Matthew Brown (DO
Team)

*Alysse Capitanelli
(Ryan)
- Ellie Engquist
- Chandler Boyle
- Katie Adams
- Christina Varnedoe
-Kyle Bryson

Athletics: Jeremy

(w/Libby):
(Mary/Nedra)
- Ford Williams
- Brad Bell
- Travis Epling
- ShaunChapas
-Blake Hirth
-Mikayla Coombs
-VACANCY

Alumni Relations:
Jeremy
(Nedra)

-Adam Roell
-Kate Lantz
-Mason Black
-VACANCY
-Kaylin Jones
-Erica Lowman
-Terrance Smith

-Realenn Watters

-Jennifer Johnson

-Mary Beth Mallard
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9 PORTFOLIGEVIEWMEETINGE LETME

9.1 QUARTERLDIRECTOMEETINGS

Quarterly, Directors of Development have the opportunity to meet wagsigned’rospect Management
Liaisors for portfolio reviews. Thesemeetings serve as an opportunity to speglersonally and openlgbout
portfolio progress.

9.1.1 Attendees
Development Directors are the only staff members required to attdre quarterly meetings. ikectors with

assistantsvho help with the input of data are welcome tavite additional staffDirector€supervisos are
also welcome tgarticipate inthe meeting but are not required.
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Note: If a Director wouldike a Leadership Annual Givindfi®er to attend a team meeting, they are welcome
to invite that officer. However, the Director should notify his or her Prospect Managehi@isbnso that the
2FTFAOSNRAE LRNIF2tA2 FAES OFy 0SS LINBLI NBR LINR2NJ

9.1.2 Agenda Iltems

Prospect Management hakeveloped e&Snapshothat drives the majority of the meetindialogue This
Snapshofocuses on the current fiscal yeprogresso goals and pipeline projectioas well as Top 10
Strategy, portfolio compositigrprospects to qualifyandResearch support such as travel plans and
prospecting needdtemsdiscussevill include (but will not be limited to):

Portfolio Composition

Top 10

Open opportunities for the current year and those in the next 3 fiscal years

Referrals received from Research

Plans with No Significant Activitytime Last 12 Months

Meetings and Interactionentered

Estimated gingcapacity of prospects in the portfolio

Active plangvith revenue committed

. Portfolio aluationand revenue projection

100awS&aLR2YyasS t SYRAYy3I¢ 2LILIRNIdzyAldASa

11.Prospect strategy discussion: This provides us with time to discuss any prospects the fundraiser has
brought to the meeting to strategize with their supervisor as well as their PM and Research liaisons on
ways to move the prospect forward.

12. Any questions that the Development Director may have for the Prospect Management Team

©o NGO ~WNE

10 PROSPECRESEARCH

The Prospect Management Team works closely withPtespectResearch Team nsure thatMajor Gift
Officersunderstand the individual prospectstheir portfolios.

10.1 INTRODUCTION

Prospect Researdupports fundraisers by providing publicly available biographical, busiameddinancial
information on prospective donors or woiteers.Thegoal is to provide accurate and timely information that
enables effective decisiemaking.

Research uses institutional knowledge, the GAIL donor database, wealth screenings, free publicaodirces
paid subscription services contaigwarehoused publicly available information to prepare prospect profiles.

Research is skilled at creating, acquirisngd transferring knowledge and leveraging this knowledge for
positive organizational changBResearch is committed to regularly evaluating common goals and objectives
and continuously developing more effective and efficient ways of meeting these goals.
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If you have questions aborospect Resear€hd LINP RdzOG & 2 NJ a S NRipecSRegear¢h2 y U
Heather McCaulegheather.mccauley@uga.edu

10.2 PROSPECRESEARCEERVICES

Research provides a numbers#rvices to over 90+ requestors across campictudingindividual
Development Offices andadministrators in thdJniversityQ schools, collegesind units.The following are the
primary serviceshat Development Analysts in Research proumservethe Universitycommunity:

1 Reactive Research
o Providing requested supporting information on known UGA donor prospects
1 Proactive Researdnd Referrals
o ldentifying new donor prospects with potential capacity and inclination to support UGA
1 Wealth Screenings
o Compiling information from external public services to ascertain wealth indicators
Top Prospects
o ldentifying Pincipal Gft potential, interests, ask strategies, and suggested gift amounts
Special Projects
o Curating lists designed to aid with upcoming events, travel, and due diligence

=

=

10.2.1 Referral Tracking System
One of the most crucial ways tiRrospect Researcheam partners with Prospect Management is through the

Referral Tracking System. This system was cusiaifhto create and maintain a transparent record of all

proactive prospects assignéol Development Officey as eferrals by Research. Once efétral is made by a
Development Analyst through this system, tk@jor Gft Officer must accepor reject the Rferralusing the
My Referrals tabl(2.3012-37). If accepted, Prospect Management adds the suspect t@dhwelopment

OF FAOSNID& L2 NIStspecReterraPlan Sy G SNAy 3 |

Note: Development @icers must personally accept or reject Referrals through GAIL using the Referral
Tracking System. Development Analysts do not have the ability to accept or reject Referrals for fundraisers
based on emailed responses.

10.2.2 Assigning Referrals to TeaMembers
If you are the Director or Development Coordinator of your team, you may assign a referral to one of your

team members. Under your Prospect Referrals Tab, you can review your referrals. When clicking
Accept/Reject, you will have the opportunity to type&ilt ¥ YSYOSNBQ yIFYS Ay GKS
Save, this referral will automatically send to that team member.
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8/18/2025 Heather M. McCauley  Heather M. McCauley Kirby P. Smart 293268
| Archive Accept / Reject

ype: Research

Due Date: 8/18/2025

Site: Medicine

Referred To: Heather M. McCauley
Referred By: Heather M, McCauley
Director:

Prospect: Kirby P. Smart
Lookup ID: 298268

Referral Type: Referral to Director
Referral Status: Pending

Date Decision Submitted:

Notes:

11 FREQUENTIASKEMQUESTIONS

11.1 WHolsINcLUDEDIMY PoRTFOLIO:ANBOW DO | GETTHATLIST?

Your portfolio includes any prospect that you are connected to as Prospect Manager, Primary Manager,
Secondary Manager or Secondary Solicifmumay accesgour portfolio at any time througtyour My
Fundraiser Bge in GAI[12.1). Youmay also request a copy wbur portfolio from your Liaison(8.1).

11.2 ISTHERE AWWAY FORME TOSEEALSTOPECIFITYPES OPLANSTHATAREIN MY PORTFOLI®
. Sad ¢KS at NRPaLlSOGa FyR tflyaé Gl o 2htalbeyaNd soR  C dz
based on Plan Typelda Sage, andOpportunity $atus.

Note: Prospects will only show up here if there is a plan associated with the record.

11.3 Can| REMAINPROSPEAVIANAGERON A PROSPEAF | DO NOTHAVE APLANONTHEM?

Youmust have aMajor Giving Plaon a prospect in order to retain Prospect Manager status. Exceptions are
grantedby Prospect Management and DAR Leadershipiamgre cases involving higavel prospect$3.2.1).

11.4 CaN| GETEVAIL UPDATEABOUT/APROSPECT THEYARENOT INMY PORTFOLI®
,Sad [ 2dz gAft aAavyYLi e ySSR (2 Y ydzb.22®) FRiRstruciosyY
on how to set up email alerts if you are not already receiving them, contact The Office of Client Services

(11.2011.23).

11.5 How Do | REMOVEMYSELE ABROSPEAVIANAGER

To remove Prospect 8hager status, send an email request to your Prospect ManageLiaisorwith the
prospect GAIL ID and your request to be removed as Prospect Ma{3ager

11.6 WHATIS THIDIFFEREN@ETWEEN SECONDARMANAGER AND BECONDARSOLICITOR

A Secondary Manager on a plan is a person who works closely with the Primary Manager to cultivate and
solicit a prospect for a gift. If only one otheevelopment Officeis working with the Primary Manager, this
person should be added to the plan as a Secondary Manager. There can be only one Secondary Manager. A
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Secondary Solicitor is also involved in the solicitationgiftédout may be less involved in the development and
execution of the plan. There may be more than one Secondary So(®i108 3.1.4).

11.7 CaN| ADD APLAN ONSOMEONBNITHOUT THPROSPECTONSTITUENCY GIAIL?

You may add a plan on anyone in GAIL, regardless of whether they already have the Prospect tab or not. If ti
person is not already labeled as a prospect, you will simply need to add the constituency to their record

(12.1112.19.

11.8 CaN | EDIT APLANNAME ONCH HAVEADDED APLAN?
.Sad 2A0KAY GKS LXFyYy aONBSysz OfA0] 2y GKS G9RAG
screen. Thisvill allow you to edit the plan name, plan type, start date and €it223.2.24).

11.9 WHATIS THIDIFFEREN@ETWEEN ARF 9PECTEASKAMOUNTE AND ANAABKAMOUNTE » K

¢tKS a9 ELISOGSR ! &Developmendffficeplans t ask férl Tiis amount iDavelopment
OfficeQa @u&sa®iKS a! a1 ! Y2 dzy G éis astdally ieffudsted. Wieskzytnid anloinis i@re often
the same, but they cawidely varybased on various circumstancgs2.36.2.6).

11.10 SHouwrd HAVEONEOPPORTUNITRERPLAN ©OFSHouLtd HAVEMULTIPLEOPPORTUNITIHERPLAN?

Multiple opportunities can be added to a plan. Once an opportunity has revenue committed or has been
rejected, the opportunity can be madwstorical and a new one added if appropriate. An exception occurs if
the primary, secondary, or secondary solicitor changes between opportunities. If a fundraiser begins another
ask working with new fundraising partners (6.4.).

11.11 How Do | KNow 1AMY PROSPECI REVENUHASBEENASSOCIATEW/ITHMY PLAN?

2 KSY | LINP&aLISOG Aa FRRSR (G2 @2dz2NJ LRNIF2tA2 (KSe
are then able to sign up to receive activity notifications on these prospects. One option is to receive
notification when a gift habeen postedi 2 @ 2 dzNJ LINR aLISOG Qa NBO2NR®P® hy (i k
Wi g a2 OAb Ii B $EniE is blayik the contribution has not been connected to a plan. If it is populated,
that is the name of the plan that has the revenue tied t(Lit. 36L2.37).

11.12 How Do | ASSOCIATREVENUE TOADPPORTUNITY

Associating revenue with an opportunity is a manual process that takes place during the depositing and
posting of a gift in GAIL by the Gift Accounting Team. Development Gffioarot have the ability to
associate revenue to aspportunity. If you notice that a gift has come in but has not bpesperly associated
with your Qoportunity, you will need toeach out toyour RPM Liaison(12.26L2-27)

Note: It is important to make sure that your Opportunity is astopdate and accurate as possible before the
revenue is in GAIL; change the status from Response Pending to Accepted and include the Accepted Amour
and Response Date.

11.13 How Do | KNow IFREVENUIEHASBEENASSOCIATED TO ARPORTUNITY

To see that revenue has been associated to a plamigateli 2 G KS ah L2 Nl dzy AGA Saé
0§KS 3INBSYy lddpy2A (iie2¢ 21 L0LBEPNI BILIR MRdzff 2 @8 RSESIGEHKBat ¢KAa a

e -
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11.14 CaN| BENTERPLANAFTER GIFTCOMES IN. SOHATI STILLRECEIVEREDI?

Asa general rule, plans with anpPortunity must be enteredbeforea gift is received foDevelopment Officer
credit to be assigned. Exceptions to this policy will be granted on an extremely limited b&siriby
Directors of Development for Constituent Programs.

11.15 CaN | MAKE:ANOPPORTUNITMISTORICAL
YesPlans can be madastorical,or anindividual @dportunity can be added within a plan

11.16 How CaN | SEEALISTOF THRIEETING S'/ANDTERACTIONS/OENTERED INTGAILTHISM ONTHY
LYy 2NRSNJ (2 &aSS K2g Ylye YSSiAy3aa 2N AYGSNIOGAZ2Y
reference he QlikDevelopment Officer Activity Report on the Interactions Details sheet.

11.17 HowDo | DELETE AMNTERACTICN

Development Officexdo not have the ability to delete interactions. If you have entered an interaction in
error, pleaseediti KS GAGES 2F GKS AYyGSNI OGA2y (2 LiaisSoBnithiSheS ¢
constituent ID and instructions to delete the erroneous interaction.

11.18 CaN| TRANSFEBTERBETWEENPLANS ORETROACTIVETE ANEXISTINGSTEP TO. RLAN?

No. Unfortunately GAIL does not provide the ability to move steps from one plan to another or to connect an
existing step to a plan.

11.19 WHATSTANDARDIREPORS DOEPROSPEAVIANAGEMENPROVIDR HOW CAN | ACCESTHEM?

The Prospect Management Team provides several reports for review during quarterly meetings with
Development Offices. ASnapshots provided during standing meetings, aidf A feportsiaddressing data
integrity will be sent by the Prospect Managemenaisonon abi-monthly basis ADevelopment Officemay
request information fromany ofthese reports at any time by contacting his or heison(9.1.2 Error!
Reference source not founé-1-4).

Qlik can be a great resource for fundraisers to access reports loasgtlat has been entered into GAIL.
Within Qlik, fundraisers have access to the following apps in the®AR spacd®OARPledge Analysigix it
File Donor QuadrantsProspecting Toplnd more Each app focuses on specific reporting for related
information pulled from GAIL. Qlik refreshes automatically every morningandotbe manually refreshed,
meaning any work done in GAIL will not be reflected in Qlik reports until the following moEsng.app and
sheet can be sorted by fundraiser to reflect only their related information.

We encourage fundraisers to attend the Monthly Dashboards meeting that is hosted by Danielle Free for any
Qlik updates or related questions.

PM collection in Qlikattps://uga-fad.us.qglikcloud.com/analytics/collections/687a405045a573c7380ad4b9

11.20 | HAVE AREQUE ST FABOMETHINGAILRELATEPBUT | DONQ THINKIT IS APROSPECT

MANAGEMENQUESTIONWHO DO | CONTAC?

1 If you would like a list pulled for your prospecting and exddling purposes, submit a requesith your
specific criteria to AsklBgkit@uga.edu
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T LT &2dz YSSR lyé AYF2NXIGA2Y 2V | @é&ys@udaiedzSy i Qa
1 If you have questions about how to complete specific tasks in GAIL, contact The Office of Client Services
(askit@uga.edy
1 If you need an explanation of wealth scores or have questions about the specific research products that
the Research team can offer @evelopment Offices, contact the Director dProspect Researchleather
McCauleyheather.mccauley@uga.edlu
1 If you have a question about rewee being correctly tied to angportunity, contact your Senior Director
for Constituent Programs (Brooks McCommdfathyOrtstadt, or Jan Blaingand/oryour RPM Liaison
(8.2).

11.21 WHEN:SHOULICHANGE/MY OPRORTUNITY: STATUS RRERONSPENDING TACCEPTE(®R

ResECcTHB

Once you have received a verbal or written acceptance/rejection of the proposal you can change the
opportunity status to Accepted or Rejected as applicable. There is not a need to wait until everything has bee
committedto change the status; solicitor credit is not assigned until a gift has been committed in GAIL.

11.22 WHAT SHOULDAVOIDWRITING: IN MY INTERACPION

Keep the interaction to relevant and essential informatiBe. cautiousvhen providing sensitive personal
information. Remember, these interactions are open to public record, so as a general rule, refrain from listing
specific details regarding medical information/health concerns.

11.23 | WANT TO:REACH OUT TO:APROSPHERE ISR A PLAN AND THE-LAST. CONTACT MADBB®WAS

3 YEARS AGODO| NEED TO ASK PERMISSION:TO-REACH OUT

No, with an exception. If there is a Prospédanager,you shouldreachout to them. No plan, fair game. It is
always a professional courtesy to reach out to the last DO to have made contact to let them know of your
plans but not a requirement. You should ALWAYS read through interaction in the event tredesast
information included.

11.24 | SCHEDULED(IQUNCI)MEETING WITH PROSPECT WHO DECIDED/TO BRING:A GOESET TO'ENTER

TWO MEETING/INTERACTIDNS

No, the meeting interaction will be on the Prospect in which the meeting was originally scheduled. You can
I RR GKS 3dzSad Fa Iy AYyiGSNIOGAZ2Y LI NLAOALI YG 2N K
receive Meeting credit for one of ¢hProspects.

11.25 WHATIS CONSIDERED A SIGNIFICANT ACTIVITY
Sgnificantactivity refers to an interaction that is one of: email, phone, initial meeting, or return meeting.

11.26 WHAT ISSAINIVERSITYOPPROSPECBROUP

A University Top Prospect is a qualified and engaged prospect who-suteihted, committed and has
demonstrated the interest and capacity to make a gift at the principal level or above.
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12 How-To

12.1 NAVIGATING TO TH#Y FUNDRAISERAGE

[ 20FGS daé& FdzyRNI AaSNJ LI 3ASE dzy RSNJ 1 KS t NeRAIBWOGH a
may also add this section to your shortcuts for quicker acoéss.can also access this page by navigating to
yourpersonalO2 Yy a G A G dzSy i NB O2 NR AGdzyDR NI[A & SNE OO 2008 (A Ay {BdzRyy/C

Constituents ¥ Name or lockup ID Vs [0 Add new -

arketing and Communications ~ | Revenue ~ |Events * Volunteers ¥ | Foundations ~ | Fundraising ¥ |Web ¥ | Analysis ~ | Administrati

Prospect research

[ Home Customize & Search constituents & Add a prospect research request
KJ Manage research lists 3 My prospect research page
_onstituents
Constituents Research tools
= : =
& Constituent search &’ Search external prospecting @ rrospect analysis

" izati database & :
A% Organization search B8 Manage model scores and ratings
-
& Find external properties and i
jf! Target Analytics model scores and ns in bulk
businesses >
ratings results
2 Mapping
Prospect management pnent
> -
#® Search prospects &) Assign prospects in bulk lom)

& Manage prospects and plans in
bulk

/ 4 My fundraiser page

i & Review dearance requests

iew my prospect mana 9
{3 Fundraiser Goals

| s ey undraiser Goals

tasks. 8 search fundraisers e
Add to shortcuts Manage shortcuts & A & - L& Opportunity LA.LT. Scores
~GoIE™ — e Add a fundraiser

L& Prospect Referral Management

= CDMG - Interactions

12.2 PROSPECTS ARDANSTAB

2dzNJ da@ FdzyRNI AaSN) LI IS¢ AyOftdzRSa aS@SNIt Gl oa
Gt N2aLISOGa yR LIXIFyaégd GFo A& 6KSNB @2dz gAff FTAYR
Note: Your tabs may be in a different ord&tain tabs and blue sutabs may be rearranged and customized
G2 SFOK AYRA@GARdIzZ f FdzyRNI AaSNNna LINBFSNByOSaod

ome * | Constituents = | Marketing and Communications = | Revenue ~ |Events * ' Prospects = 'Volunteers = ' Foundations = | Fundraising * 'Web ~ ' Analysis = ' Administration * |Training and Support =

a Weimer , Ms. Holly C. Chavalia (Holly) - Fundraiser

760 Weeping Willow Dr Requested amount: Spouse: Position title: Start date:

Athens, GA 30605-7076 $0.00 Weimer , Mr. Aaron Development Analyst Il 9/19/2016
(478) 804-2086 Household: Position site:
aweimer@uga.edu Mr. Aaron Weimer and Ms. Holly C. Weimer  Annual Giving

| # Edit

Pending Activit ‘ Prospects and Plans ' rants | Planned Step Summary = Completed Step Summary ~ Prospect Summary = Opportunities / Asks ~ Opportunity Pyramid =~ Campaigns = Research Requests = Go:
e

Prospects and plans (2) @ Assign plan | V Filters ' [E] | More~
Prospect LAIT score | City State Start date Last step Mext step Plan type Plan name Plan stage Primary manager Secondary ma
Lamm Jr, Mr. L. 250 Augusta Georgia 3/23/2017 4/22/207 Qualification CDPM - Testing... Qualification Weimer , Ms. H...

Weimer , Mr. Aa... 250 Athens Georgia 3452017 3172017 Major Giving Pl.. CDPM - Holly's ... Cultivation Weimer , Ms. H... |
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12.3 PROSPECTS/ADANSECTION
CKS FTANRG aSOPARyas&at NEFALIEZREE SYRNE LI Yy GKEFEG &2
Secondary Manageor Secondary Solicitor.

ome * | Constituents * | Marketing and Communications = |Revenue * |Events * |Prospects * |Volunteers * 'Foundations = 'Fundraising * 'Web ~ | Analysis ~ | Administration * | Training and Support ~

F,; Weimer , Ms. Holly C. Chavalia (Holly) - Fundraiser

760 Weeping Willow Dr Requested amount: Spouse: Paosition title: Start date:
Athens, GA 30605-7076 $0.00 Weimer , Mr. Aaron Development Analyst Il 9/19/2016
(478) 804-2086 Household: Position site:

aweimer@uga.edu Mr. Aaron Weimer and Ms. Holly C. Weimer Annual Giving

" Edit

Pending Activity ZEE-DSCEULRLELEE Grants | Planned Step Summary  Completed Step Summary  Prospect Summary | Opportunities / Asks ~ Opportunity Pyramid ~ Campaigns = Research Requests = Goi
Prospects and plans (2)) @ Assign plan | 7 Filters ' [£] | More~
TOSITECT LAIT score City State Start date Last step Mext step Plan na Plan stage Primary manager Secondary ma
Lamm Jr, Mr. L.. 250 Augusta Georgia 3/23/2017 4/22/2017 C CDPM - Testing... Qualification Weimer , Ms. H...
Weimer , Mr. Aa.. 250 Athens Georgia 31472017 3np2my Major Giving Pl.. CDPM - Holly's ... Cultivation Weimer , Ms. H...

12.4 PROSPECASSIGNMENTSECTION
¢tKS aSO2yR aSOGA2y>s dat NRAaLJ
Managerand have a plan an

Prospect assignments (2

(p))
O
[@=N
ax
ax
>x
L
<
_<
(0p))
<
[@=tN
Qx
M
™
ax
A
N
[}

O Add~ | F Filters | [E]  More~

City MNe [ i
S Prospect manager
Lamm Jr, Mr. Leon Taylor 2006 Augusta Georgia 472272017 Development Prospect Manager
Weimer , Mr. Aaron Athens Georgia 3/1/2017 Prospect Manager

12.5 PROSPECASSIGNMENTS WITHOUTIAIPLAN
To include prospects who you are assigteds Prospect Manager but do not have a plan on, select the
CAfGSNE AO2Y YR OKSO]l aAyOfdzRS KA&AG2NROFf LI I ya

Prospect assignments (38) © add~ | 7 Filters | [2] | More~

Sites: | All sites |v nClUdE historicalB? Apply $F Recet

12.6 PENDINGACTIVITYTAB

ThedPending Activitgii 6 O2y dFAya | fAad 2F tf LISYRAy3a aidsSL
interactions connected to a plan. However, the filter feature can be used to include pending interactions that
are not tied to plans.
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Fundrs * 'Web = 'Analysis = 'Administration * ' Training and Support =

Home * 'Constituents ~ 'Marketing and Communications ~ 'Revenue * Events = 'Prospects = Volunteers = ' Foundations ~

E; Weimer , Ms. Holly C. Chavalia (Holly) - Fundraiser

760 Weeping Willow Dr Requested amount: Spouse: Position title: Start date:
Athens, GA 306057076 5000 Welmer . M. Aar Bt shedew  anarnie
(478) &04-2086 . .
i Household Check here to include pending
aweimeripuga.edu M. Aaron Weime

interactions not tied to plans.

e — .
‘ Pending Activity ’ Prospects and Plans = My Prospect Referrals = Grants = Planned Step Sughmary = Completed Step Summary ~ Prospect Summary = Opportunities [ Asks =~ Opportunity Pyramid =~ Campaigns
g —

Pending activity (3) Y Filters [E] More~

Sites: | All sites > &% U Only show steps owned by this fundraiser ®| Include general interactions | W Apply #F Reset

Search © Columns~ &F Clear all filters

12.7 MY PROSPECREFERRALRAB
ThedMy Prospect Referradsab contains a record of all referrals that have been made by Resédah. will

be explained irsection12.30:2-31.

Foundations = |Fundraising * 'Web ~ 'Analysis = | Administration ~ | Training and Support ~

Home ~ ' Constituents * | Marketing and Communications * 'Revenue * 'Events ~ ' Prospects = 'Volunteers ~

& Weimer , Ms. Holly C. Chavalia (Holly) - Fundraiser

760 Weeping Willow Dr Requested amount: Spouse: Position title: Start date:
Athens, GA 30605-7076 £0.00 ‘Weimer , Mr. Aaron Development Analyst 11l 9/19/2016
(478) 804-2086 Household: Position site:

aweimer@uga.edu Mr. Aaron Weimer and Ms, Holly C. Weimer Annual Giving

e —
* | Pending Activity | Prospects and Pland ‘ My Prospect Referrals . Erants  Planned Step Summary |~ Completed Step Summary | Prospect Summary | Opportunities / Asks =~ Opportunity Pyramid =~ Campaigns
———

Prospect Referrals (4) W Filters | (2] More~

Due Date Referred To Researcher Prospect Prospect Lookup 1D Director Referral Type Referral Status Provisional
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12.8 INTERACTIOREVIEW REVIEWINCCOMPLETEPENDING ANBCTIONNEEDEDNTERACTIONS

To review your meeting interactions that have been marked as complete, peraidfr action needed by a
member of the Prospect Management Team, navigate to your My Fundraiser Tab and select the Interaction
Reviewsubtah

< 1 2 3 4 >
” 5/10/2021 11:14:11 AM

Completed - complete/no act... 1/7/2021 11:24:31 AM

12.8.1 Review Comment
LT @2dzNJ YSSUGAY I Ay G S Ndnlotaracoy RekidwsStatdd, Fdaspges ManagSniRt &vduld
KIS AyOfdzRSR | O2YYSyd Fa 2 6KIFG ySSRa G2 06S dz

please add meeting location - phone or..
|

12.8.2 Filtering Interaction Review Page
You can filteyour meeting interactions by the Interaction Review Status. You can also filter on the

Ay (GSNI OG A 2 yb@ & will oQipddd-on or &tleria Specified date.

II“..?-F:T:iJ“ r:ITI-.-iCI.... . 1..’I:ré'
Actual date on or after: | mawdd J| Interaction Review Status equal to: ot ; Reset

12.9 THEGPROSPECTSOBEROUP

¢CKS at NPaLISOGa 2F¢ 3ANRdzLI Aa |y |dzi2YFGAOLItEte 3IASy
fundraiser is connected to as Prospect Manager, Primary Manager, Secondary Man&gzmondary

{2t A0A02NY LG ft&a2 AyOfdRRSa Fye O2yadtAaddzsSyda fAiad
IANRdzLJE aAYLIX & aSFNOK F2NJ at NeaLlSOda 2F wFdzyRNI A a
clicked in the Avanced search options secti¢a2.2).

Note: Daily digest alert emails generated by GAIL and sebetelopment Offices are based on this group.

12.9.1 Members Tab
hyOS @&2dz yI @A GS (G2 &2dz2NJ at NPaLISOGa 2F¢ 3INRAzLIE
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Note: Your tabs may be in a different order.

= Constituents ~  Marketing and Communications * |Revenue * Events = Prospects * Volunteers =  Foundations =  Fundraising * Web * Analysis * | Administration = Training and Support ~

Tasks see
Fove— S (
© Group Lookup ID:

Group Information

D

Created on
7/31/2014 154 cur

Memberships (10f13) 4 »
Friends of the State Botanical Garden

1D:  8-10000947 st
on: 5/31/2113
Level: Board of Advisors

Expirati

* Show less W Customize tiles
ontact = Details | Relationships L Rey it mmunications  Memberships | History = Smart Fields ~ Region Codes ~ S°
Group members (154) @ Add | V Fitters  [E]' More ~
1 2 3 456
250 Savannah Georgia Plan Participant Only
AW If a person is showing up in the Georga /:1/25/2
:i:: “Prospects of” group because they :::"’.h’/ :::/I:;':
000 are listed as a plan participant, it ﬁ:’;e 817/20...
3350 will be indicated here. Georgia
150 Atlanta Georgia Plan Participant Only
12.9.2 Manually AddingProspects
If you do not have a plan on a prospect ldguld liket 2 I RR UKSY 02 0SS LI N 27¥

that you receive email alerts about their giving or any activity on their record, this can be done manually

(2.2.2. On the members tab of the Prospect of group constituent paye A O |

]l Add a group member
Member: ‘P
m =

4 Show less

"Is Relationships = Revenue Membershﬂ

Group members (4) (@ Add ) Filters

O Include pre|

Search for the constituent.

ages = Attributes | Sm

~ | ¥ Apply #F Reset

End date: mm/dddyyy |2
Name I Comments: letime Recognitio... Cit
Lam|  Explain why they are being added $0.00 Aug
Pattd to your prospects of group (e.g., £6,891.65 Ath
Wey| “board of advisors member” or $0.00 Ath
“released stewardship plan but
VA $0.00 Ath

would like to keep them on
invitation lists”).

12.9.3 Reactivating Previous Members

To include prospects thatere onceA y
YSYOSNEQ OKSO]

LINSE @A 2 dza

02ESZ

@2dzNJ LI2NI F2fF A2

i 2
f 201 G

GKS WI RRQ 6 dzi

@ 2dzNJ &t NR a LIS
S GKS LINBOJA 2 dza

YwStH Ol A G (irfetnal prozéss \&ilyfub arid vipdate your group to include these members.

Group members (526) @ Add | 7 Fitters | [Z]| More~

Include future members

¥| Jnclude previous members

Include other/previ

Make sure the ‘include previous
members’ box is checked, once
you've clicked the double
chevron, click the ‘Reactivate’
button.

N

# Reactivate

fo primary

Top LAIT score | |
10.25
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12.10 ADDINGA0 EARANCREQUEST

¢2 NBljdzSad tNRaALISOG al yr3aSNJ adliddza 2y Iy AYRAGAR
0dzi 2y dzy RSNJ ¢t ala 2y (KS pbplgform dilkagpear & TompldteShe LIN2 & LJ
request. Please refer to Secti@2.1for the criteria that must be met before requesting Prospect Manager
status.

Note: If the prospect already has an assigned Prospect Manager, this button will not appear.

Hi

ne * | Constituents ~

om Marketing and Communications * | Revenue * |Events * | Prospects * 'Volunteers ¥ |Foundations * | Fundraising * 'Web ~ | Analysis

Task; A

R itk L

Blackbaud

(& Add clearance request & WIlkeT
e Add Wilkerson , Mrs.

Individual

Laura Catherine Ford

o or— Praspect: Wilkerson , Mrs. Laura Catherine For ;p
0 a group or 3
household
Personal Inforl‘ '
@ Edit link to user |y Prospect Manager: £
x Remaove snouse

“ W select the requesting

view| mMajor gift officer. \

Strategy: ‘

Personal visit completed ?: | No N/
a Application user
: , Primary Relatia If no, explain: Provide a thoughtful and
More information A Spouse X - )
€ Wealth and ratings Wilkerson , Mr / detailed narrative concerning
Household why there is a need for you to
Reports

At minimum, an
Initial Meeting is

% Constituent Credi . g

" frospect sunma|  €QUired for Prospect

Briefing Manager status to be

B Top Campaign St
Profile granted.

serve in the role as Prospect
Manager rather than just
Primary Manager of a plan.

[ constituent profi Interests: Funding Interest
.

Membe

Cancel

Constituent Revenue
Information Page

Reports 12000

Tatal racnanitinn:

12.11 ADDING THPROSPECTIONSTITUENCY

If you would like to add a plan on a prospect but they do not yet have the Prospect constituency, you will nee
G2 FTRR 0KFd O2yadAaildzSy OR.4).Dyice thik @nstiucivy has\bRetivadded dhe D! L
Prospect tab will appear on their constituemrgtcord,and you will be able to add a plan.

- | LD”TIgU(C prospect emarn
alerts ¥ Show less

2 My UGA Email Alerts

View as WS Personal Info ) Relationships Documentation and Interactions = Rever
8, Application user Constituencies Personal
More information Constituencies (6) (@ Add V Fitters | [Z] | More ~
i Wealth and ratings Desc Date from Date to
Alum 5/10/2008
R rt
= Dono 3/31/2015
=] Constituent profile Everit 12/15/2016
,’ Constituent Credit Total Fundr] 3/1/2014
=] prospect Summary Recog O Prospect 7/31/2016 6/30/2017
Briefing Staff | @ Volunteer 3/1/2014
Top-Campaign'Strategy Constit ol agers (0) @ Add | (] More ~
Profile i
Manager
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12.12 How TOADD APLAN
A plan should be entered frolm K S &t f | yhdeél SCd2oylalior G dzSy@ipa t NP A LSO

Note:, 2dz g Af f pd@dal3plan and dppoRunity) ¢ KSy | RRAY I |y $djor LI | v «
Giving, kadershipAnnual, Sewardship, etc.) will be selected on the next screen.

ocumentation and Inte

Prospect Summary Plans Prospect Team

ent profile )
) - Plans (01 €3 add- | [Z] More~
_; Y Add Proposa (Plan and Opportunity) r .
i P e : : b= Include hi:
L
Constituent

wmainn Stratan:

12.13 How TOENTERPLANDETAILS
hyOS @&2dz KIS Of AOT SR 4! RR YIFe22N) 3AQAy3a LXIlLy>é S
highlighted fields are required.

Note: Plan participants can be added after the plan has been created.

ITy manager: & ~ T e - Pl

;" Add a Proposal (Plan and Opportunity)

[l
|

Provide a concise and descriptive name for your plan.
Always begin plans with your unit’s official naming

Plan Informati ion (i
an Information convention (i.e. “CDMG — Need Base Scholarsh

Plan name: ‘ Primary manager IWe mer , Ms, Holly Chavalia C |P Start date: | 3/4/2020 |

Plan type: V| Startdate: [3/4/2020 (4  Secondary P Startdate: | mm/ddinyy L3
e SN ELLLUCU 2 )0

managér‘.
Site: [ Majer Giving Pian v 0o his will include a planned gift discussion
Long-Term Stewar...
Stage: [ ) % Check this box if you plan to have a discussion
Stewardship r .

with the prospect regarding estate giving.

Leadership Annual ...

Strategy: Campaign Principal... |

Your strategy should provide detailed
4————————=| information about the plan for your plan as
well as timing and purpose for the gift.

UGA Alumni AssoC...

Save Cancel |

TR

12.13.1 Example of a Prope$trategy
A planstrategyshould provide an overview of key cultivation and solicitation components and include a
biographical sketch, information about capacity and matiion, and a strategy statemenb(1).

Note: You are limited to ~990 characters including spaces.

Exampled W2 Ky 52S A& | KA 3asetdINBtEMai(vith proentiesGrNthly, Betfgitagd 3 NJ-
the Cayman Islands) who participated in the Cortona study abroad program. He mentioned in a Forbes article
that his experience there inspired him to start his company, Study Tourists, a technology company catering tc
parents with students abroad. Sées include rental of tablets and international phones, as well as a secure
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app that students and parents can use to check in and provide location updates. John has expressed interes:
providing scholarship support to Franklin for students interested in international technbiddye has

mentioned that his wife is not on board just yigblan to cultivate John and his wife for a $3M gift by the end
ofFYl9ang A f f O22NRAYIFI (S SAGK WSNBYE wlyazy Ay tNARYyO

12.14 ADDINGOPPORTUNITNFORMATIONWITHIRLAN

Depending on the stage that is selected (either Cultivation or Solicitaaar)pportunity box will appear
below the plan details. When the Cultivation stage is selected, linojgihnsappear If Solicitation is
selected there areafew more options with statusAskAmountand Ask Bte. The yellow highlighted fields
are required.

S - - B
| Add a Proposal (Plan and Opportunity) 3 | Add a Proposal (Plan and Opportunity)
1 i
N |
1
cravalia C|[B Startdate: |3, £l Hol ci® 4 o
=] 2| star date B 2| sarta <]
This vl it dise | (anned gift discussion
"
|
i = With ‘Solicitation’ stage selected, multiple ‘Status’ optians
Qualified’ s the default and anly option when become available. Depending on your selected ‘Status’

selected stage is ‘Cultivation’.

you will have corresponding date fields appear

| |
) / Expected Ask Amount must be larger than $0.00. i
i Sua, Quaiifed s
i Expected ask amount: $0.00 Expected ask date: LYY 1
| koo v Expected fiscal year ta close v |
Comments Use the drop-down to select a fiscal year |
in which the gift is anticipated to be closed |
(i.e. received and committed).

Save Cancel Save Cancel

12.15 How TQADD STERS

To add steps to a pla®.2), you will need tdhave saved your plan first. Once saved, you will be taken directly
to the step page. Here you wilif A O E@ity 6 $ KB ¢.ao0dzi i 2y

Opportunities | Research | Solicitors and Participants | Documentation = Planned G

Narrative 7 Edit

Holly recently won the lottery and heard through the grapevine that she's spending money like its goi

Planned and pending steps (1 0 Add step ' [Z] | More~
Status Date Start time | End time Time zone

= A

Pending 10/26/2018

Completed steps (1 & Add step 2] More~
Status Date = start ime | End time  Owner Ubjective
Completed 10/24/2018 Crnelas Il, Mr. David A, Solicitation Qutr
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12.16 ADDINGASNGLESTEP

To add a single step to a plan you will needitaply fill in the fields on the first line. At minimum, you will
need to include Expected Date, Objective, Owner, Stage, Status (Note: each plan needs at least one Pendint
step, so if you only have one step, its status should be Penaind)Contact method.

Add prospect plan for Wilkerson , Mrs. Laura Catherine Ford 2008

) m Toadd a
Details

comment to ~

Outlines:

Required fields when your step,

entering a step click here.

S — b
Select all \ \ v | [@insert] [ | dit additional details |
o TE———

Expec..  Expec.. Expec.. Timezo.. Objective Owner Stage Status Actua..  Contact.. Category Subcat.. Additio.. Particip...

Steps

12.17 ADDINGSTERPSROM ATEMPLATE

There are several templates in GAIL that provide steps and timelines for differentdypkss. If you would

like to use one of these templates as a guideline for your plan, simply select the specific template from the
dopR26y YSydz yR Oft A01 (GKS ! RR adSL@A FTNRY LIy 2
statusonthefirst§ SLJ) G2 &t SYRAYy I PE

Edit steps for Wilkerson, Mrs. Laura Catherine Ford 2008 - CDPM - Test

Select the appropriate
Plan type: Major Giving Plan Site: Development and Alumni Relations p|a no Utlin e Outlines: | X

Steps
Alumni Association Board Annual Gi...

— Basic Major Giving Prospect Plan

[ S:k;;[ Update status to M | & Insert | | g "
& d = = Basic Qualification Plan
Expected date  Objective Owner Stage Status Actual date  Contact method Category Subcatet cags - Quick Launch Major Gift Pla...
10/20/2017 Qualification ~ Wilkerson , ... Qualification  Pending Task CAES - Stewardship Plan (Agricultur...
10/20/2018 Cultivation Wilkerson , ... Cultivation Planned Task Campus Planned Gift Cult/Sol Plan
4/20/2019 Solicitation Wilkerson , ... Solicitation Planned Task CDFR - Qualification Plan
5/21/2019 Thank you.. Wilkerson,.. Stewardship Planned Task CDPF - Parents Qualifier Plan (Pare...
Central Planned Gift Office Steps
Re mem ber to cha nge GA 4-H Annual Project Support (GA...
s LAW - Firm Challenge Plan Steps (L...
the status of the first AL T
Ste p tO llpe n d | ng. ” Leadership Annual Giving Steps v

<

Adjust expected dates: | Forward N 1| | Day(s) &5

0 Help \755\!97  Cancel ;
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12.18 How TOCHANGE THBTEPSTATUS

12.18.1 How to Change amdividual Sep Satus
To change the status of a single step within a plan, click the double chevron next to the plan status to reveal

AN} & o0F N YSydzd hy (GKAA YSydzz aStSOod a{GSL¥ FyR 0

m Opportunities Solicitors and Participants Documentation Pl

Edit a step for Wilkerson , Mrs. Laura Catherine Ford 2008

Narrative ’ Edit | [£]
z = Detail Additional solicitors
testing plan participants
Objective: Qualification Solicitor
n v Wilker: . Lau ine | |2
Planned and pending steps (4) 7 Edi = Owner: Wilkerson, Mrs. Laura Catherine
p g ps (4 Edit steps @ Add step N e s = Change
Status Date Start time End time a il R / sizius Here
nding 10/20/2017 Eupected date; |0
Pending
Completed Interaction
© Contact report ¥ | .7 Write a letter \\Z_I Step ¥, Cancelled
Py e ’ Declined Contact Method: | Task X
Mk com omment
Planned 10/20/2( /“"—&Wte\ oo Z
Planned 4720720 Edit x
Location: v
Planned yzwsz -
Participants:
< >
Responses Participant
Completed steps (0) © Addstep ' (2] More ~
Status Date Start time & End time ontact method H
<
| @ Hep | save: || cCancel |

12.18.2 How to Change the Status of Mtiple Steps at @ce

/It

Click thedEdit steps button next to thedPlanned and pending steps 8 SOGA2Y KSI RS NI

odzit 2y

steps.

Iy R

0KSy dza Sropidsws and thadBelthie Status yialaintdazuse doupdate the

Wilkerson , Mrs. Laura Catherine Ford 2008
. . .
‘ Major Gl\"ng Plan = CDPM ] TeSt Wilkerson , Mrs. Laura Catherine Ford 2008 - Prospect ¥
Prospect manager: Start date: Opportunity status: Amount: Plan start date: Plan participants:
4/21/2017 5
Primary manager: Start date: 21/ Secondary solicitors:
Wilkerson , Mrs. Laura Catherine Ford 2008 4/21/2017 Blan stage:
ualification
Secondary manager: Start date: Q
Site:
| Edit steps for Wilkerson , Mrs. Laura Catherine Ford 2008 - CDPM - Test ea
Plan type: Major Giving Plan  Site: Development and Alumni Relations Outiines: ¥
m Opportunities Solicitors and Participants Document Steps
Narrative edit | B ;H’J Update status to: [ [ inser] [Kpetete]
testing plan participants Pected date  Objective | Owner Stage Status Actualdate ¢ Category  Subcategory  Additional solicitors
10/20/2017 Qualfication  Wilkerson ... Qualifiation Pending Jj s
Planned and pending steps (4 ’ Edit staps © Add st 10/20/2018 Cultivation  Wilkerson , .. Cultivation  Planned 1 Pending
4/20/2019 Soliitation  Wilkerson ... Solicitation  Planned fjcomeinad
Status Date Saciis End 5 > Cancelled
/2172019 Thankyou ... Wikerson. ... Stewardship Planned 1
Declined ; =

Pending 10/20/2017 [ Concelled |

Planned 10/20/2018

Planned 4/20/2019

Planned 5/21/2019
<

< >

Completed steps (0) © Add step I More v Adjust expected dates: | Forward v 1| Dayts) N \;&;Ju;t dale;

Status Date me a

(7] Help ;357\ Cancel

<
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12.18.3 PGAEAT S a9RAG bSEG {GSL¥po€SI| GdzNB 2 KSy CAf A
Whenfilinggé 2 dzNJ / 2y G OG wS LJ2 NEeEtiordaf/te SoNiydu kdve tide/aldiiyg Yo Siybldte the
next planned steptobeydd y SE G LISy RA y Hdit &efit Stepdnformiétidedadx and Kifdlatedthe
adl Gdza T NRBoY t StyfRIAWESR €

Comment:
Check this
bz
Change
Mexi s#h in prospect plan status here

oHelp | Save l Cancel |

12.19 How TOADD ASECONDARMANAGERWITHIN THIELAN)
hy @2dz2NJ LX IysS yIFE@AAFGS (2 GKS a9RAG aSO2yRINE Yl
screen. Search for the Fundraiser you wish to replace and enter the start date.

nnary manager; SlEitudEr  AtEpEd g RELAV PRV

Edit secondary manager

Secondary manager: ‘

Tasks

# Edit plan details

89 Make historical

# Edit primary manager

# Replace primary manager

# Edj

econdary manage
Delete plan
Shortcuts
I

art date:

End date:

0 Help

12.20 How TOREPLACE S8ECONDARMANAGERWITHINTTHIPLAN).
hy @2dzNJ LI | Y SRepldcal S B2 Rl B WK@F 8SNE o6dzii2y dzy RSNJ
your screenEnd dateof the current secondary manage®earch for the Fundraiser you wish to replace and

e
1 Replace secondary manager I

Tasks
# Edit plan details
ﬂ Make histoncal

Current manager information

7 =dit primary manzger Current manager: Roell, Mr. Christopher Adam (Adam) 2010

# Replace primary manager Start date: 5/7/2021

7 Qanager

7 Replace secondary
manager

X Delete plan

New manager information

0
Start date: 3
End date: |
—_ e
0 Help Save J | Cancel
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12.21 How TOADD APLANPARTICIRPANGWITHIN THEPLAN)

On your plan, navigate to th@Solicitors and Participargsab; click the @ 4dd pytton under thedPlan

participant. §ection.

Details Oppur‘tunitie Solicitors and Participants '- 0 - = = -
0 @R T G
Secondary solicitors (0) & Add | Filters | (2] EE . 0

[ Show prior solicitors | ¥ Apply #E Reset

Constituent: |

Solicitor Role

Role: |

Plan participants (1) ( @ Add ) [E]| Mare~ :
Constituent Participant role e Help
) Weimer , Ms. Holly C. Chavalia (Ho...

12.22 HowTOADD ASECONDARSOLICITORWITHIN THIPLAN)

On your plan, navigate to th@Solicitors and Participargsab; click the @ 4dd putton under thedSecondary

solicitora &ection.

—
Add secondary solicitor

Details | Opportunities s Taite Rl LEgan LUl Documen

& add ) Fiers | [2] More~

Secondary solicitors (0)

Solicitor: ||
[ Show prior solicitors | 7 Apply #F Reset |
Riole:
Solicitor o Star date

O
Plan participants (1) @ Add | [E]| More~ ' ;
Constituent Participant role 9 Help E

%) Weimer , Ms. Helly C. Chavalia (Ho...

12.23 How TmoEDITPLANNAME AFTEFPLANHASBEENCREATED

Inside the plan that you want to edit, on theft-handside of the screergzy RS NJ (G K S

plan detailg option.

Edit plan details

Plan name: \' CDPM - Test

Plan type: ' Major Giving Plan

Start date: | 4/21/2017 E

Sites: Site.

Dy and Alumni

¢ | Edjt

tAai
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12.24 How TOADD ANOPPORTUNITAFTER THBLANHAS BEEBREATED
b @Al GS (2 K ®rwdiehyod wantiodaBaghit@ Ppoitdhity (F.1). On thedOpportunities
tab, click the ¥ Add putton. The status should be one of: Qualified, Response Pending, Accepted, or Rejected.
The yellow cells are required fields.

NOTEONnly after the Ask has been made should you include the Ask Date and Ask ADesighation
aK2dzZ RYyQi o068 LR2LJz I GSR dzyGAf | FAGSNI GKS 2LJLJ2 NI dzy A

Add opportunity for Free , Ms. Barbie Danielle Andrews {Danielle) 2011

Plan type: Major Giving Plan

N

S S

S
I

repoeane [y

Amount  Funding M.. Categery Type Use code

——

@ wd [sme ][ conca ]

12.25 How TOSEE IFREVENUIHASBEENASSOCIATED TO RPORTUNITY

Within the plan, click on théOpportuniteg G I 6 = f 2 Ol pp&tunityly& ard inl€r€stedin i@wihg,
andclick on the & Go to opportunity  button.

Details Solicitors and Participants | Documentation | Planned Gifts = Manager History

Opportunities @ add | [E]

@ 6o to opportunity ) Edit 7% Delete
P ty
Stafl Accepted Opportunity type: Fledge

Expected ask amount: $3,000.00 Expected ask date: 2/1/2015

Ask amount: 55 000.00 Ask date: 2A/2015

Likelihood:

Accepted smount:  $5,000.00 Response dater 271272015

Deesignations: Terry College Excellence Fund

Comments: will make a $3000 pledge with $1000 being paid annually and 3500 being matched annually by Atlantic Capital Bank

On thedOpportunity detaifi page, you can see the total amount of revenue committed.
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m Associated Revenue | Maming Opportunities ampaigns | Solicitors | Attributes | LALT. Scores

Opportunity details

Status: Accepted Opportunity type: Pledge
Expected ask amount:  $5,000.00 Expected ask date: 2/1/2015
Actual ask amount: £5,000.00 Actual ask date:  2/1/2015

5,000.00 Response date: 2112/2015
£5,000.00 Committed date: 2/19/2015
—$7000.12
will make & 55000 pledge with $1000 being paid annually and 3500 being matched annually by Atlantic Capital Bank
WMaora™
e alle ence Fund £5,000.00

To view more detail about the committed revenue, click ondhAssociated Revengéab. You can click on the
hyperlinked dollar amount to see the transactidatails

Pledge 2/19/2015 TR 55,0000 $2.999.88 “redit card

12.26 How TOHLLOUT ATRANSMITTAEORM TCENSURE THAREVENUE: IBSSOCIATED 'WITH TBBERRECT
PLAN ANCOPPORTUNITY

On the normal Deposit Transmittal form (foundrdtps://dar.uga.edu/deposit/transmittals/ady, makesure

G2 OKSO1 U x8dMatehing, Fributd, Re&o§nition Information, or Special Instructidnghe box

ford { LISOA I £ glinglutlelthebi2faniNiame/ Gonstituent Lookup ID, and Name of the Prospect (if not the
same as the name on the check) with the appropriate opportunity.

Add Tribute, i i or Special
Instructions

Matching Gift Details 2

Tribute Type 2) (in honor of, in memory of, etc.) not a tribute

Tribute Information 2

Recognition Information 2

P
Special Instructions 2

Submit
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On the next screen, if the revenue is to be associated with a plan and opportunity, AlS&léxt$he, Q NJ R A
odzii2y ySEG (G2 wLa (KA&a aaz20Al GSR 6AGK |y 2LIJ2 N
opportunity you can select the correct one in tdeop-down box. If the revenue is &hird-Partygift (i.e,

Family Foundation, Investment Fund, etc.), there will not be an opportunity to select. Make sure to include th
Plan Name, Constituent Lookup ID, and Name of the Prospect wiitothect opportunity in the special
instructions box on the previous screen.

Asterisks (*) indicate required fields.

Amount 2
Designation 2 ¥ Please choose.
Revenue Type ? * Please choose...

Is this a pledge payment? 2 Y @N/Notsure

[ Is this associated with an opportunity? 2 @y N/ Not sure ]

Opportunity Please choose.

_a———
| Q

Leadership Annual Gift Plan - -
TCOB - PWC Corporate

Back Continue Sponsorship - $2,500.00 -
08/29/2017 - Terry College
Professional Women's Conference
Fund

Leadership Annual Gift Plan -
FACS - Leadership Annual Gift to
GICH - $20,000.00 - 12/23/2016 -
Georgia Initiative for Community

Logout | Clear Session | My Trans( Housing Fund

e Batches
Campaign Principal Gift - CDFR -
Campaign Principal Gift Plan -

$425,000.00 - 12/01/2016 v |
Home | AboutUs | News | G OIS

12.27 HOWTOADD INTERACTIONS

12.27.1 Add Regular hteraction
bl @A3IlLaGS G2 GKS 02 yddchniedzighiam antelatticE®ab, cligkRn tBey (G K S
dnteractions subtab. Click thi® Add putton.

Prospect = Contact = Personal Info = Relationship ‘ [ IEHENLENCRNICIEMCR Y Revenue | Attributes = Vanguard Images = Communications = Memberships | History = S| o

| Interactions Constituent Documentation Documentation Sunmnuwry Surveys
Interactions (9) @ Add Step and Interaction (& Add ) 7 Filters | [Z]| More ~
Date v Start time End time Time zone Status Owner Summary Contact method
3/22/2019 Canceled Wilkerson , Mrs. ... Thank you and Initiate Stewardship Plan Task
2/19/2019 Canceled Wilkerson, Mrs. ... Solicitation Task

12.27.2 Add Step andnteraction
bl gA3FGS (2 GKS 02 ydichniedrSighiam anteladtic®b, cligkon they
dnteractiong subtab. Click thi & Add Step and Interaction by o

Prospect = Contact = Personal Info Rekationship Documentation and Interactions

(e
R
w

Revenue | Attributes = Vanguard Images = Communications = Memberships | History = S| >

| Interactions Constituent Documentation Documentation dununa:y Surveys

Interactions (9) ©add Y Fitters | E]| More ~
Date v Stal End time Time zone Status Owner Summary Contact method
3/22/2019 Canceled Wilkerson , Mrs. ... Thank you and Initiate Stewardship Plan Task
2/19/2019 Canceled Wilkerson , Mrs. ... Solicitation Task

59



Prospect Management Policies and Procedures

12.28 ALECONTACTRERPORT

Navigate to the plafor whichyouwish to add a contact reportf it is a step listed on the plan that is being
completed (pending or planned), click on the double arrows and seleatithe2 y (i | O (ibuttéds LI2 NIi €

Details and Part

rrative Edit

testing plan participants

Edit steps &) Add step More ~
Pending 10/20/2017 Wilkerson , Mr... Qualificat
&7 Contact report ~ Write a letter Step ~
Planned 10/20/2018 Wilkerson , Mr...  Cultivatior
Planned 4/20/2019 Wilkerson , Mr...  Solicitatior
Planned 5/21/2019 Wilkerson, Mr... Thank )
& Add step More ~

12.29 EXAMPLE OF BROPEIMMEETINENTRY

A proper meeting interaction entry should include timeeting participants, locatignelationship info,
personal details (family, kids, etc.), giving ability/inclinatioext steps, ané detailed overview of the
conversationWhen writing your meeting interaction, keep in mititht Interactions shouldhelp other people
who readthis interaction (i.e.future Plan Managers or Prospect Managemjlerstand the basic premise of
that specificmeeting.

Note: Subcategory and Location:

1 If entering a Campus assist or Collaboratio
meeting, select the CategoBrospect
Managementand the Subcategor@ampus
assistor Collaboration

1 If the meeting took place virtually, select thg
Location a®ther, then enterVirtual
meetingin the Other Locatiorfield.

‘‘‘‘‘‘‘‘

12.30 REFERRALS FRORMOSPEARESEARCH

12.30.1 Receiving a Referral in GAIL
Once a referral has been made by a member ofRhespect Researdkam, you will receive an automated

message alerting you about the new referral. This email will contain hyperlinks to GAIL, where you will be abl
to accept or reject the referrglL0.2.1]).
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Note: A referral must be accepted or rejected withid@daytime frame.

From: Jaurahix@uga.edu [mailto:laurahix@uga.edu]
Sent: Thursday, April 13, 2017 9:11 AM

To: Holly Chavalia Weimer <hcweimer@uga.edu>
Subject: Prospect Referral

Holly C. Weimer,

You have received a prospect referral from Laura A. Hix for Jones (128366).

Please review the following information and follow the link in this email to your personal My Referrals page. From this page you will be
able to accept or reject vour referral within 10 days. If you accept this referral, Prospect Management will enter a Suspect Qualification Plan
on your behalf that will list you as the primary manager. This qualification plan will be visible on your My Fundraiser Page and will allow
90 days for you to qualify this suspect. If no response is given after 10 days, Research will re-refer this prospect due to inactivity. If you
have any questions about this referral, please contact Laura A. Hix.

Pleas pt or re is referral by: 4/23/2017.

2 KSYy @2dz Ot AO0] 2y GKS &l OOSLIi 2NJ NB2SOG¢ KeLISNIA
reviewyourreferralshy G KA & GF o6 @&2dz gAff o0S oftS G2 aSS (KS
acceptedyejected), the Researcher whmade the referral, and the due date for action on the referral.

Home = | Constituents ~ ' Marketing and Communications ~ Revenue ~ |Events = Prospects - |Volunteers = | Foundations - Fundraising = |Web - ' Analysis * | Administration ~ | Training and Support

“ Weimer , Ms. Holly C. Chavalia (Holly) - Fundraiser

760 Weeping Willow Dr Requested amount;  Spouse: Position title: Start date:
Athens, GA 30605-7076 $0.00 Weimer , Mr. Aaran Development Analyst Il 9/19/2016
1478) 804-2086 Household Position site:
awcimar@uga.cdu Mr. Aaron Ms. Holly C. Weimer  Annual Giving
Pending Activity | Prospects and P ants | Planned Step Summary  Completed Step Summary | Prospect Summary  Opportunities / Asks  Opportunity Pyramid  Campaigns

Prospect Referrals (4
Due Date

Once the Referral plan has been accepted the assigned RPM Liaison will activate the new Suspect Referral |
and pending steps. Initial outreach attemgisould be completed within the first 60 days, and an initial
meetingscheduled fol50 days, if not, the plan will be made historiatter 180 days

Shepherd , Mrs. Elizabeth Jane Carter (Libby) 201

011
Major Giving Plan - CDPM - Suspect Referral Plan - Test  shepherd, Mrs. Elizabeth Jane Carter (Libby) 2011 - Prospect=

Prospect manager: Startdate  Opportunity status:  Amount: Plan start date: Plan participants:
Primary manager: Start date: 3/6/2025 Secandary solicitors:
Shepherd , Mrs, Elizabeth Jane Carter (Lib 3/6/2025 Plan stage:
Secondary manager Start date: Qualification

Site:

Development and Alumni Relations

Prospect Plan ID: 78254

Opportunities | Research | Solicitors and Participants | Documentation = Planned Gifts = Attributes  Manager History | Plan Dashboard

Narrative # it | [

Researcher, [name] has prequalified this proactive prospect. Prospect management has created this suspect plan. You are expected to do the following actions:
1. Initial Qutreach: Make your first outreach attempt within 30 days from the plan’s start date.

2. Schedule Meeting: Aim to schedule an initial meeting within 150 days from the start date of the plan.

3. Contact Attempts: During your outreach efforts, make at least four contact attempts using at least two different methods of communication.

Please note that if you do not complete these steps, the plan will expire and be considered historical after 180 days.

If you determine that the prospect is not a Major Giving Prospect (MGP), please provide a reason within the completed step in the plan and notify Prospect Management.

Planned and pending steps (3) /7 Edit steps @9 Add step (2] | Mare~
Status Date Start time End time Time zone Owner Objective a Stage Contact method | Has document...  Add
Pending T/412025 CDPM - 2nd Review Qualification  Task
Pending 9/2/2025 CDPM - Final Review - Make Historica Qualification  Task
Pending 5/5/2025 CDPM - Initial review Qualification Task
Pending 8/3/2025 Shepherd , Mrs, Elizabeth Jane Car... Introductory Meeting Qualification Task
Pending 4/5/2025 Shepherd , Mrs, Elizabeth Jane Car... Outreach Attempt Qualification Email
Pending 5/5/2025 Shepherd , Mrs, Elizabeth Jane Car... Outreach Attempt Qualification Phaone Call
Pending 6/4/2025 Shepherd , Mrs, Elizabeth Jane Car... Outreach Attempt Qualification Text Message
Pending 77412025 Shepherd , Mrs, Elizabeth Jane Car... Outreach Attempt Qualification Email
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12.31 RESEARCREQUESTS BAIL

12.31.1 Research Requests Tab

Toview pending Research Requests oeter anew Research Request in GAIL, you will need to navigate to

the 6Research Requests U 6 2y @2 dzdMgea® Cdzy RNJI A &SNJ t

. - /]
& Weimer , Ms. Holly Chavalia (Holly) L
Individual Lookup 1D: 451162
Constituencies: Fundraiser Prospect Event registrant Staff
Personal Information Primary Relationships Addresses © / (10f10) ¢ » Contact Information
Ms. Holly Spouse 760 Weeping Willow Dr Primary phone #
Weimer Weimer , Mr. Aaron Athens, GA 30605-7076 +1 (478) 387-6602 (Residence)
Nickname: Holly Primary business @ Residaiics (Carteit) Primary email /
Maiden: Chavalia University of Georgia howeimer@uga.edu (Business)
Job title
DEVELOPMENT ANALYST Il
ion and cti Prospect Status
Notes: 2 © Note Prospect status: V4
Medialinks: 0 @ Media link None
Prospect manager: #
Attachments: 3 © Attachment None
Interactions: 2 © Interaction
# Show less & customize tiles
*| Prospect = Contact = Personal Info fationshi D ion and i Revenue i d Images = C Memberships | History
e

Research Requests

Research requests (0) @ add | Z]' More ~

Status: | All statuses :J’ O Include canceled  Request date: [Alldales 1:‘ Sites: |Allsiles l"lﬂ WV Apply #F Reset

Request ID | Due date Status Record type No. prospec

>

12.31.2 Adding a Research Request

& OfAO01AYy3 GKS a! RRé¢ odzidz2ys @&2dz gAaff 0SS FotS

l.".|

Note: Research Requests on unrelated individuals must be submitted on separate request forms. However,

research on spouses should be requested using the same form.

The default due date is
two weeks from
request date, however

Bl the DO may change
this as needed.

Add a prospect research request

Priority: M

New JV
B —
Reearchvpes [ v
/'Requesueawn: i :
/

\ Requested by: | Hix, Ms. Laura Anne Eastal (Laura) p

by: | Hix, Ms. Laura Anne Eastal (Laura) (£

All blank fields [N "

should be filled

in by the DO. \
lotes:

If you would like to include
additional information about the
reason for or urgency of this
request to the Advancement
Research team, please include
that information here.
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12.31.3 Checking on dur Research Request
You will be able to view your regsts on thedResearch Requesttab of your My Fundraiser Pagehe
information included will be the request ID# assigned to the request, due date, status (pending, in progress,
completed), research type (prequalification, financial brief, bio, comprehensive, atd theDevelopment
Analystworking on the request.

amary | Contact Personallnfo | Relationships = Revenue = Memberships  Prospect [N Fducation —Documentation and Interactions | Communications | History  Vanguard mages = Attiibutes  Events | SmartFields  Region Codes

ding Activity  Fundraiser Summary  Prospectsand Plans  Grants  Planned Step Summary  Completed Step Summary  ProspectSummary  Opportunities/Asks  Opportunity Pyramid  Campsigns  ResearchRequests  Goals My Prosped

search requests (38) ©@Add | Z] More~

stus: | Allstatuses v [ indude canceled Requestdate: | All dates v | Sites: | Allsites I¥ &% |V Apply &FReset
1367 10/18/2016 Completed Tndvidua! 1 Prequalification Miller, Ms, Aubrey (Aubrey) 2005 Environment & [
1339 9/16/72016 Comoleted Individual 1 Preaualification Hix . Ms. Laura Anne Eastall (Laura... Environment & [

12.31.4 Retrieving Yur Research Request
To view a completed Research Requekm:k on a blue Request ID within tieesearch Requesttab.

Prospect | Contact | Personal int Relationships = Documentation and Interactions = Revenue = Attributes = Vanguard Images = Communications = Memberships = History = SmartFields = Region Codes = Summary | Education = Events EESVIEICEICH
ll  Pending Activity Fundraiser Summary Prospects and Plans Grants Planned Step Summary Completed Step Summary Prospect Summary Opportunities / Asks Opportunity Pyramid Campaigns Research Requests Goals
Research requests QAdd [E] More ~

Status: | All statuses || [ include canceled Request date: | AN dates v, Sites: | Allsites v %  V Apply &F Reset

questiD | Due dote Record type o. prospects | Research type te
18/2016 Completed Indwidual 1 Prequalification Miller, Ms. Aubrey (Aubrey) 2..  Enviror
T 9/16/2016 Completed Individual 1 Prequalfication Hax, Ms. Laura Anne Eastall (L. Envirol
1332 9/12/2016 Completed Individual 1 Prequalification Cox, Ms. Hayley Diane 2009 Enviror

After you click on your Request ID, select the ldiDecumentatios tab, clickon the double chevron next to
GKS 62NR a! il OKYSyGszé IyR Ot A0] 2y GKS o6fdzS Ke&LJ

e
[IERSYS( Documentation ’
o —
Documentation (1) @ Add ~ | YV Filters | [Z] | More ~
Documentation type a Date Type Title

3 Attachment
ttachment 8/6/2014 Completed Prospect Profile

7/ Edit X Delete

Type: Completed Prospect Profile ~ Date:  8/6/2014

Title: Author: Hostetter , Mrs. Laurel Benson

Fi[enam

12.32 How ToPULL THEUSTOMNTERACTIONRERORT

Under thedAnalysis tab, navigate to théProspect management repoésection. Under theéx / dza i 2 Y
NE LJ2heddér,sclick on théCDMG Interactions reporg link.

We

Reports
& Custom reports

R C

Prospects M Fundraising reports

2 My UGA Email| M Appeal reports
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Use the filters to pull specific information. Once the filters #elis> O tVevdRepoit Bufion to populde
your interactions report. Report shows: Lookup ID, Name, City/State, Date, Summary, Contact Method, Plan
Type, Owner Name, if it was an interaction, if a contact report was submitted, and the comment.

12.33 How ToVIEWDEVELOPMENDFFICERCTIVITYRERORT

Under thedFundraisingtab, navigate to th&Custom reports header, click on théDevelopment Officer
Activity Report link. The report is refreshed hourly 8 on weekdays and can be accessed at any time.

HE DRILLINOWN IN THEEVELOPMENDFFICERCTIVITYREPORT

Go tohttps://uga-fad.us.qglikcloud.conand locate the Development Officer Activity Report App in the DAR
GAIL space.
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