STEWARDSHIP TEMPLATES	Donor Services
Stewardship Templates
Calendar cross-reference
Each template above corresponds to specific cells in the Annual Stewardship Calendar. 

	TPL #
	TEMPLATE NAME
	SEGMENT
	WHEN
	TYPE

	01
	Quarterly Statement Cover Note
	All fund holders
	Mar/Jun/Sep/Dec
	ANCHOR

	02
	Annual Philanthropic Review Invitation
	Top-tier, Legacy Society
	February
	HIGH TOUCH

	03
	Mid-Year Philanthropic Check-In
	Top-tier
	July
	HIGH TOUCH

	04
	Personal Welcome-Back Call Script
	Top 10-20%
	January
	HIGH TOUCH

	05
	"Thinking of You" Personal Email
	Top tier
	August
	HIGH TOUCH

	06
	Year-End Thank-You (Hand-Signed)
	All fund holders
	November
	HIGH TOUCH

	07
	Year-End Giving Deadline Call
	Top tier
	December
	HIGH TOUCH

	08
	Insider's View Briefing
	Legacy Society
	Quarterly
	HIGH TOUCH

	09
	Annual Meeting Invitation
	All + nonprofits + civic
	September
	SEGMENT

	10
	Donor Dialogues Invitation
	Engaged donors
	Quarterly
	SEGMENT

	11
	White Paper/Issues Cover Letter
	Top-tier aligned
	Q1
	SEGMENT

	12
	Scholarship Family Update
	Scholarship families
	Sep, May, Nov
	SEGMENT

	13
	Agency Partner FY Check-In
	Agency partners
	July, October
	HIGH TOUCH

	14
	Year-End Giving Recap Email
	Standard DAF, Designated/FOI
	January
	SEGMENT

	15
	New Donor Orientation Agenda
	New fund holders
	Within 60 days
	HIGH TOUCH







TEMPLATE 01      Quarterly Statement Cover Note
Segment: All fund holders     When: Mar, Jun, Sep, Dec (quarterly)     Type: ANCHOR
Adapted from The Pittsburgh Foundation. Add one specific named grant story tied to the donor's interest area.

Dear [Donor first name],
Your Q[#] [year] fund statement is enclosed. A few things worth noting from the quarter:
Your fund made [#] grants totaling $[amount] this quarter. The grant that stood out to me was [organization]’s [specific program] — [one sentence on what they’re doing and why it matters in our community].
Your fund balance closed the quarter at $[balance], reflecting [investment performance or a meaningful contribution].
If you’d like to talk through any of this — or if you’re thinking ahead to year-end giving — just reply or give me a call. I’m at [phone].
With appreciation,
[Donor Services Officer name]
[Title]  |  [Phone]  |  [Email]

TEMPLATE 02      Annual Philanthropic Review Invitation
Segment: Top-tier donors, Legacy Society members     When: February (for March-May meetings)     Type: HIGH TOUCH
Sent from the VP, Philanthropy directly. Personal email or letter. 

Dear [Donor first name],
I’d like to spend an hour with you this spring to look at the year together, what your fund has done, what’s coming in [community/region], and how the two should fit together going forward.
There is no agenda beyond gaining a better understanding of where you are, your thoughts on the future, and offering what the Foundation is seeing in the community. Some donors use this time to plan year-end giving; others to talk through successor advisor questions, multi-generational engagement, or simply to think out loud about their philanthropy.
I have a few open times in March and April. Could we meet [in person / over coffee / by video]? Reply with what works and I’ll send a calendar hold.
Looking forward to it,
[VP, Philanthropy name]
TEMPLATE 03      Mid-Year Philanthropic Check-In Call Script
Segment: Top-tier donors     When: July     Type: HIGH TOUCH
Informal mid-year touchpoint. 15-20 minute phone call. 
OPENING
“[Donor name], it’s [your name] from [the Foundation]. I wanted to touch base to see how you are, hear how your giving is going, and to see how I may be of service to you. Is this a good time for ten minutes, or should we find another?”
LISTEN FOR
Family changes, professional changes, health, a sale of a business, retirement plans, travel, anything that signals their year is going differently than last year’s.
OFFER
One specific thing the Foundation is doing in the second half of the year that aligns with what you know they care about: a Donor education event, a site visit, a new White Paper, an Annual Meeting invitation.
CLOSE
“I’ll send a quick note summarizing what we talked about and the [event/white paper/visit] details. Anything else on your mind before we hang up?”
Take notes for sixty seconds the moment you hang up. Log it in the CRM before you do anything else — the moment passes fast.
TEMPLATE 04      Personal Welcome-Back Call Script
Segment: Top 10-20% by giving     When: January     Type: HIGH TOUCH
Relationship reset for the year ahead. Goal: hear what changed for them over the holidays and the year just ended.
OPENING
“[Donor name], it’s [your name] from [the Foundation]. I’m calling everyone in our circle this month to say happy new year and check in before the year gets busy. How was the end of [year]?”
LISTEN FOR
Family changes, professional changes, health, retirement plans, travel, philanthropic priorities shifting, anything that signals their year is going to be different.
ASK
“As you’re thinking about your giving this year, anything new on your mind? Causes you’re drawn to, organizations you’re curious about, family members getting more involved?”
OFFER
One specific thing the Foundation is doing in the new year that aligns with what you know they care about. Could be the Annual Meeting, a Donor education event, a site visit, a white paper.
CLOSE
“Thank you, I appreciate your time. I’ll send you a quick note with the [event/white paper/visit] details. I look forward to touching base later in the year.”
Don’t take notes during the call. Take notes for sixty seconds the moment you hang up. Log in CRM before anything else.
TEMPLATE 05      “Thinking of You” Personal Email/Text
Segment: Top tier     When: August     Type: HIGH TOUCH
Share one thing you learned recently from the field that you think they’d find interesting. Three or four sentences. Send from a personal email address, not Mailchimp or Constant Contact. Could also be a text with a photo from an event. 
Subject: Thinking of you — [one specific thing]
[Donor first name],
Thinking of you… I was at [nonprofit site / community event / convening] last week and saw something I wanted to share with you: [one specific observation — a program working, a need emerging, a moment that mattered]. It made me think of [why this connects to them — their cause interest, their values, something they told you].
Nothing required — just wanted to share.
[Your name]
TEMPLATE 06      Year-End Thank-You (Hand-Signed Note)
Segment: All fund holders     When: November     Type: HIGH TOUCH
Three sentences. Hand-signed. No printed signature, no email. Sent from President before Thanksgiving so it arrives before the year-end mail flood.
Dear [Donor first name],
Before the year gets loud, I wanted to say thank you. Your fund made [#] grants this year, including [one specific grant tied to their interests] — and the people on the receiving end of that work are the reason any of us do this.
Wishing you and yours a good year-end.
[PRESIDENT first name]

TEMPLATE 07      Year-End Giving Deadline Call Script
Segment: Top tier     When: December (through Dec 30)     Type: HIGH TOUCH
OPENING
“[Donor name], it’s [your name] from [the foundation]. I wanted to reach out with a year-end check-in. Is now a good time for five minutes?”
PURPOSE
“Two things. First, just wanted to remind you about the year-end giving deadlines if you’re planning anything before December 31. Second, wanted to say thank you for the year.”
DEADLINES TO MENTION (ONLY IF RELEVANT)
1. Cash gifts: postmarked or received by December 31
1. Appreciated stock: initiated by December [X] to ensure year-end credit
1. Wire transfers: by December [X]
1. Grant recommendations from existing fund: by December [X]
LISTEN FOR
Plans to add to the fund. Considering a stock gift. Wanting to talk about a planned giving conversation in the new year. Family member who might want to start a fund.
CLOSE
“I’ll send you a follow-up email with the deadline details and my direct line. If anything comes up before year-end, call or text me directly. Have a good holiday.”
TEMPLATE 08      Legacy Society Insider’s View Briefing
Segment: Legacy Society members     When: Quarterly     Type: HIGH TOUCH
Adapted from CHOP's Lewis Society planned giving program. Legacy donors get an “insider’s view” — strategic developments they wouldn’t learn from the public newsletter. Quarterly cadence: spring, summer, fall, year-end. Length: one page, signed by President or Gift Planning Lead.
Dear Legacy Society member,
Because you’ve made a long-term commitment to the Foundation, I want to share what’s happening behind the scenes — things we’re working on that won’t show up in the newsletter or annual report for some time yet.
STRATEGIC UPDATE
[One paragraph on a board-level strategic decision, new program area under consideration, leadership transition, major donor cultivation, or facility/operational change — something genuinely interesting that’s not yet public.]
COMMUNITY TREND WE’RE WATCHING
[One paragraph on a community-level trend the foundation’s grantmaking is responding to — emerging needs, policy changes, demographic shifts, nonprofit sector developments.]
RECENT GRANTMAKING STORY
[One paragraph on a recent grant that illustrates the Foundation’s work — ideally tied to interest areas Legacy Society members care about.]
Your legacy commitment makes this work possible — not just today, but for the long arc. Thank you for being part of it.
[PRESIDENT or Gift Planning Lead name]
CHOP’s promise: “a legacy gift gets you an insider’s view to significant breakthroughs, updates regarding your area of interest, and stories of impact.” Build that promise into every issue.
TEMPLATE 09      Annual Meeting Invitation
Segment: All fund holders + nonprofit partners + civic leaders     When: September (for October event)     Type: SEGMENT
Adapted from Silicon Valley Community Foundation's Annual Meeting model. Brings donors, civic leaders, and nonprofit representatives into one room. Tied to annual report release. Half-day format with keynote, panels, networking.
Subject: You’re invited — [Foundation] Annual Meeting, [date]
Dear [Donor first name],
On [date], we’ll release the [year] Annual Report and gather our donors, nonprofit partners, and civic leaders for the Foundation’s Annual Meeting. I hope you’ll join us.
WHAT YOU’LL GET
1. A look at the year’s grantmaking — what worked, what we learned, what’s ahead
1. A keynote from [speaker / topic relevant to community work]
1. Panel: [topic] with [3-4 panelists drawn from grantees, civic leaders, donors]
1. Time to connect with the people doing the work — nonprofit partners, fellow fund holders, the Foundation team
DETAILS
1. Date: [date]
1. Time: [start-end]
1. Location: [venue]
1. RSVP: [link or contact]
This is the single moment of the year where the whole Foundation community is in one room. We want you there.
[President or VP, Philanthropy]
TEMPLATE 10      Donor Education Event Invitation
Segment: Engaged donors aligned to topic     When: Quarterly     Type: SEGMENT
Adapted from The Chicago Community Trust's Donor Dialogues series. Solutions-focused conversations bringing donors, civic leaders, and experts together on one community issue. Smaller format than Annual Meeting (40-80 attendees). Sent 4-6 weeks in advance.
Subject: Donor Dialogues — [topic], [date]
Dear [Donor first name],
[One specific recent development on the topic — a study released, a policy change, a community moment]. The conversation about [topic] in [region] is changing. We want to bring you into it.
On [date], we’re hosting the next Donor Dialogues. The format is simple: a working conversation among donors, civic leaders, and experts about [topic] — what’s working, what isn’t, where philanthropy can help.
WHO YOU’LL BE IN CONVERSATION WITH
1. [Panelist 1] — [role/credential]
1. [Panelist 2] — [role/credential]
1. [Panelist 3] — [role/credential]
1. Moderated by [Foundation’s community impact officer on this topic]
DETAILS
1. Date: [date]
1. Time: [start-end]
1. Location: [venue]
1. Format: 90 minutes of conversation + 30 minutes of networking
1. RSVP: [link or contact]
These conversations are some of the most useful hours we spend at the Foundation. Hope to see you there.
[Community Impact Officer or VP, Philanthropy]
Choose topics where the Foundation has real grantmaking expertise, not topics that are merely “in the news.” 

TEMPLATE 11      White Paper/Issues Booklet Cover Letter
Segment: Top-tier donors, FOI donors aligned to topic     When: Q1 (with booklet delivery)     Type: SEGMENT
Adapted from The Pittsburgh Foundation's CFP Issues Booklet model. Cover letter accompanies the Issues Booklet — a tailored research overview on a specific community concern. Booklet itself is 8-16 pages, drawn from the Foundation’s curated list of nonprofit profiles.
Dear [Donor first name],
Enclosed is the [year] Issues Booklet on [topic — e.g., food security in our county].
We produce these because the question we hear most often from donors is: “Where should I give? Who’s actually doing the work?” This booklet answers that question for [topic]. It draws on our team’s ongoing grantmaking research and identifies the organizations we think are making the most difference on this issue right now.
Inside you’ll find:
1. A short overview of [topic] in our community — scope of the need, recent developments, what data tells us
1. Profiles of [#] organizations doing notable work on this issue
1. Specific giving opportunities at different gift levels
1. Contact information for our community impact officer on this topic, [name]
If anything in here sparks a question or a conversation, just call. I’d welcome the chance to talk through any of it.
[VP, Philanthropy or Community Impact Officer]

TEMPLATE 12      Scholarship Family Update
Segment: Scholarship fund families     When: Sep (fall start), May (awards), Nov (Thanksgiving)     Type: SEGMENT
Include a photo when you have consent. Reference the named person whose memory the scholarship honors. Send three times a year tied to the academic calendar.
Dear [Donor first name],
[Lead with the specific moment that prompted the note — e.g., “Your scholar started classes this week,” “The awards announcement just went out,” “Thanksgiving is here.”]
This year’s [Scholarship Name] recipient is [Scholar name]. [She/He/They] is studying [field] at [school] and plans to [career goal or specific aspiration]. [One sentence with a specific detail about the scholar — a community they’re from, a person who inspired them, a moment that brought them to this field].
[Donor first name], I think [scholarship namesake] would have liked them.
Thank you for keeping [scholarship namesake]’s legacy alive. The students who carry it forward are the reason all of this matters.
[Donor Services Officer or Scholarship Program Manager]
TEMPLATE 13      Agency Partner FY Check-In Script
Segment: Agency endowment & nonprofit partners     When: July (mid-FY) and October (planning)     Type: HIGH TOUCH
Peer call — nonprofit-to-nonprofit, not vendor-to-customer. Two calls per year: July (mid-FY check-in) and October (planning conversation aligned to their FY-end).
OPENING
“[Executive Director name], it’s [your name] from [the Foundation]. I’m doing my mid-year [or planning] calls with our agency partners. Are you available for [10-15] minutes?”
JULY CHECK-IN — LISTEN FOR
1. How the fiscal year is going for them
1. Any operational changes or board transitions
1. Programs they’re scaling or sunsetting
1. Whether the endowment distribution timing is working for their cash flow
1. Anything they want the Foundation to know about their work
OCTOBER PLANNING — LISTEN FOR
1. What their budget process looks like this year
1. Whether they’re considering changes to the distribution structure (rate, timing, designated use)
1. Capital needs or strategic priorities for the year ahead
1. How we can be a better partner
CLOSE
“Thanks for the time. I’ll loop back with [specific next step]. Tell [board chair / specific name] I said hello.”

TEMPLATE 14      Year-End Giving Recap Email
Segment: Standard DAF holders, Designated & FOI donors     When: January     Type: SEGMENT
Sent in mid-January after year-end fund reports have landed. Designed to close the loop on the year just ended and orient the donor to the year ahead. Personalize the grant story; the rest can be templated.
Subject: [Donor first name], a look back at your [year] giving
Dear [Donor first name],
With [year] in the books, here’s a quick look at what your [Fund Name] made possible:
1. [#] grants totaling $[amount]
1. Reached [#] organizations across [#] cause areas
1. Fund balance at year-end: $[balance]
The grant that stood out to me was [organization]’s [specific program]. [One or two sentences on what they’re doing, the people they’re serving, why it matters].
Looking ahead to [year]: a few things we’re working on that I think will interest you:
1. [Donor education event or Annual Meeting on topic aligned to their interests]
1. [New White Paper/Issues Booklet release on relevant topic]
1. [Site visit opportunity aligned to their giving]
If you’d like to talk through any of this — or if you’re thinking about adjusting your giving plan for the year — I’d welcome a conversation.
With appreciation,
[Donor Services Officer]

TEMPLATE 15      New Donor Orientation Meeting Agenda
Segment: All new fund holders     When: Within 60 days of fund opening     Type: HIGH TOUCH
Adapted from both Pittsburgh and Cleveland Foundation orientation practices. 30-minute meeting (in person, video, or phone), accompanied by a printed welcome packet. Goal: every new fund holder leaves knowing exactly how to use their fund and who their named donor services officer is.
BEFORE THE MEETING
Send: welcome packet (printed), donor portal credentials, the named DSO’s direct contact, and a one-page “what to expect in your first year” overview.
OPENING (5 MIN)
“[Donor name], welcome to the foundation. I’m [name], your donor services officer. I’ll be your direct contact — not the front desk, not a generic inbox. You can reach me at [direct line] anytime.”
WHAT WE’LL COVER TODAY (1 MIN)
1. How your fund works — contributions, grants, statements, deadlines
1. The donor portal — a quick walkthrough
1. How we can help you give well — our community impact officers, Issues Booklets, site visits, Donor Dialogues
1. What you can expect from us — the stewardship calendar in plain English
HOW YOUR FUND WORKS (5 MIN)
Walk through: contribution methods, grant recommendation process, minimum grant amount, payout policy, fund statement cadence, year-end deadlines.
DONOR PORTAL WALKTHROUGH (5 MIN)
Log in together. Show: balance, recent grants, grant recommendation flow, statement archive.
HOW WE HELP YOU GIVE WELL (10 MIN)
“Your fund is a giving vehicle. Where we add value is helping you decide where to give. Here’s what that looks like in practice:”
1. Community impact officers — one per major interest area. Available to talk through your causes.
1. White Paper/Issues Booklets — our research on specific community concerns. Tell me your top interests and I’ll get you the right ones.
1. Site visits — small-group nonprofit tours. We do four per year, plus on-request for top-tier donors.
1. Donor education events — events on specific community issues.
1. Annual Meeting — the foundation’s annual community gathering, October.
PHILANTHROPIC MISSION STATEMENT (OPTIONAL, 5 MIN)
“Some donors find it useful to put on paper what they’re trying to accomplish with their giving — their values, the causes that matter, who they want to involve, the kind of impact they want to have. We can help you craft one if that’s of interest, either today or later. No pressure either way.”
WHAT TO EXPECT FROM US (4 MIN)
“Your stewardship calendar for the year ahead includes: quarterly fund statements with a personal note from me, an invitation to the Annual Meeting in October, a year-end giving deadline call in December, and check-in calls from me throughout the year. If we’re reaching out too much or too little, tell me — we’ll adjust.”
CLOSE (5 MIN)
“Three things from me:”
1. [Specific next step — e.g., I’ll send the White Paper/Issues Booklets you mentioned]
1. [Specific event invitation — e.g., the next Donor education event is [date]]
1. [Direct line / cell phone / preferred contact method]
“Welcome again. Glad you’re here.”

Do not overwhelm your donor. The goal is to make sure they know how to reach you and what to expect. 
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