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Create a Jewish Legacy Miami, Cohort I
What’s Next? - Turning your Declaration to Documentation
TURNING YOUR DECLARATION TO DOCUMENT

Mazel Tov! A Declaration of Intent (DOI) has been signed. What happens next? 

(Photocopy this worksheet and staple it to inside of the cover of the donors file folder or to the back of each declaration of intent so that you can track the follow up process with each donor. You can also put this information into an excel spreadsheet to track the process electronically too.) We will have an entire training session in the coming months regarding this topic. 
Donor Name:________________________________Date DOI Signed:______________

Within 48 hours: 
· Write a personalized handwritten thank you note to the donor. 
Date:_______________ 
Your Initials: _______________

1 Week Later: 
· Make a personal follow up phone call to the donor to thank them and attempt to set up a follow up meeting.

· You should mention the services the Foundation can provide in assisting them to formalize the gift. This may help speed things along.

Date:_______________
 Your Initials: _______________

Notes:__________________________________________________________________

Within 3 Months: 

· Follow up on progress if meeting hasn’t occurred. Attempt to set up meeting with donor (coffee date, breakfast, lunch, in office, donor’s home- wherever donor wants).  

1st Meeting Date:_______________ Your Initials: _______________

Those attending meeting:___________________________________________________

Meeting location:_________________________________________________________

At the meeting:

· Personally thank them

· Tell them about CJL (they can make one gift to many organizations, any size gift counts, explain how community organizations are working together to secure the Jewish future)

· Tell them how important their legacy will be to the Jewish community
· Talk to them about what they want their legacy to be

· Ask them if they are ready to document their gift and “turn their dreams into reality”

· Share CJL success to date in community and at your organization

Scenarios:

· If the donor is NOT READY for a meeting/not ready to discuss documenting their gift, ask when would be a good time to follow up with them
· Make a note in your calendar to follow up 

· Note time frame to follow up:____________________________________  

· Note their objections to meeting their gift now:______________________  

· Mention when you get together, you’ll bring a professional from The Foundation to help bring their intention to fruition, help assist them, discuss different gift types and brainstorm about what may work best for them.   (Confidentially and without any obligation). 

· If the donor IS READY, first congratulate them. Then mention that we have professionals at The Foundation that are here to assist them (confidentially and without any obligation)

· Ask the donor WHEN they would like to you to set up a meeting for them

· Note:_________________________________________________

· If the donor says, NO THANK YOU and they will meet with their advisor; ask when you can follow up with them

· Note:_________________________________________________

· Mention that we (the Miami Jewish community globally) and your organization are both creating legacy societies. It is important that they be recognized (if they want) in order to inspire others and lead by example.

· If the donor mentions that that they have ALREADY DOCUMENTED THEIR GIFT
· Thank them and congratulate them!

· Ask if they would be comfortable sharing the amount of the gift, the type of gift (bequest, insurance policy, etc.)

· Ask if they would be comfortable sharing the organizations to whom the gift will be directed.

· Note here and/or on their Declaration of Intent that the gift has been documented

· Type of Gift:__________________________________________

· Amount of Gift:________________________________________

· Directed to organizations:________________________________

DOCUMENTATION: 
· We DO need to have a copy of their documented gift in order for them to be a part of the legacy societies AND Book of Life. 

· We can also accept a letter from their advisor or attorney with acknowledgement from them that they did document their gift and where it lists our organizations. 

· A copy from the specific section of their estate plan will do as well. 

· Remind the donor; documented gifts are the only way we can ensure that their wishes and intent are always honored. 

Please include any other notes in regards to the donor and follow up:

________________________________________________________________________  

________________________________________________________________________  

________________________________________________________________________  

________________________________________________________________________  

Even after the formalization of the donor documenting the gift, we need to continue to steward the relationship with the donor (and thank them at every chance you get).

Continue to use this worksheet and the follow up steps in order to turn the Declarations of Intent into Documented gifts (or acknowledgment of documented gifts). Please inform Ilana Saposnik, CJL Coordinator when gifts have been documented. 

If you need assistance or want one of our professionals at the Foundation or our CJL Steering Committee members to attend any meetings with you, please feel free to reach out to us.

