Visit Planning Grid – Worksheet

Use this worksheet with a volunteer solicitor when you are planning to make a visit on a potential donor.
	Name of Propsect


	

	Solicitation Team


	

	What is the purpose of the visit? What do you hope to achieve?

	

	What do you know about the prospect that is important to keep in mind?
	

	Determine the suggested gift request
	

	How does this request compare to other major requests for support?


	

	Who will make the first call to set up an appointment?
	

	Where and what date and time will you meet?
	

	What pertinent material do you want to provide for the prospect?
	

	Who will open the meeting?  What will he/she say?
	

	Who will describe the program?
	

	How will you give silent clues to one another?
	

	Who will describe your program’s response to the community’s needs and how it will be introduced?


	

	Who will make the ask?
	

	How will you involve and recognize the prospect?
	


