
21.22 Annual Fund (and non campaign) 
Gift Stewardship Grid

Gift of $10,000+ Gift of $5,000+
Gift of $1,000+ (fac-staff and alumni-only  
$500+)* Gift of below $1,000 (Alumni Below $500)

Trustees

Letter from Head of School  (within 2-3 
days)- hard copy

Letter from Head of School  (within 2-3 
days)- hard copy

Letter from Head of School  (within 2-3 
days)- hard copy

Letter from Head of School  (within 2-3 days)- 
hard copy

Call from Head of School at time of 
commitment (within 1 week)

Call from Head of School at time of 
commitment (within 1 week)

Call from Head of School at time of 
commitment (within 1 week)

Call from Head of School at time of 
commitment (within 1 week)

Personalized Thankview from Chair Board 
Dev. Cmte., Dev. Cmte Chair (first choice; 
filming deadline: 1 week plus 2 days), Dir. of 
Dev. and Asst. Head for Inst. Advancement 
are next choice - sent 6-8 weeks from time 
of gift

Personalized Thankview from Chair Board 
Dev. Cmte., Dev. Cmte Chair (first choice; 
filming deadline: 1 week plus 2 days), Dir. of 
Dev. and Asst. Head for Inst. Advancement 
are next choice - sent 6-8 weeks from time 
of gift

Personalized Thankview from Chair Board 
Dev. Cmte., Dev. Cmte Chair (first choice; 1 
week plus 2 days), Dir. of Dev. and Asst. 
Head for Inst. Advancement are second 
choice - sent 6-8 weeks from time of gift

Personalized Thankview from Chair Board 
Dev. Cmte., Dev. Cmte Chair (first choice; 1 
week plus 2 days), Dir. of Dev. and Asst. Head 
for Inst. Advancement are second choice - 
sent 6-8 weeks from time of gift

Individualized Stewardship Plan

Trustee Emeriti

Letter from Head of School hard copy 
(within 2-3 days)

Letter from Head of School hard copy (within 
2-3 days)

Letter from Head of School hard copy (within 
2-3 days)

Letter from Head of School hard copy (within 
2-3 days)

Call from Head of School (within 1 week) Call from Head of School (within 1 week) Call from Head of School (within 1 week) Call from Head of School (within 1 week)
Personalized Thankview from a meaningful 
person (Board, Staff etc.) sent 6-8 weeks 
from time of gift

Personalized Thankview from a meaningful 
person (Board, Staff etc.) sent 6-8 weeks 
from time of gift

Personalized Thankview from a meaningful 
person (Board, Staff etc.) sent 6-8 weeks 
from time of gift

Personalized Thankview from a meaningful 
person (Board, Staff etc.) sent 6-8 weeks from 
time of gift

Individualized Stewardship Plan

First-time Donor

Letter from Head of School  (within 2-3 
days)- hard copy Letter from Dir. of Dev.- hard copy Letter from Dir. of Dev.- hard copy Letter from Dir. of AF - electronic
Call from Head of School (within 1 week)
First Time Donor Notecard from appropriate 
Staff member (2-3 weeks)

First Time Donor Notecard  from appropriate 
Staff member (2-3 weeks)

First Time Donor Notecard from appropriate 
Staff member (2-3 weeks)

First Time Donor Notecard from appropriate 
Staff member (2-3 weeks)

Personalized Thankview from Adv. Staff  6-
8 weeks

Personalized Thankview from Adv. Staff  6-8 
weeks

Personalized Thankview from Adv. Staff  6-8 
weeks

Thankview  (general) from Asst. Head for Inst. 
Advancement 6-8 weeks

Individualized Stewardship Plan

Parents

Letter from Head of School hard copy 
(within 2-3 days) Letter from Dir. of Dev.- hard copy Letter from Dir. of Dev.- hard copy Letter from Dir. of AF - electronic
Call from Head of School (within 1 week)
Personalized Thankview from Adv. Staff  6-
8 weeks

Personalized Thankview from Adv. Staff  6-8 
weeks

Personalized Thankview from Adv. Staff  6-8 
weeks

Thankview  (general) from Asst. Head for Inst. 
Advancement 6-8 weeks

Individualized Stewardship Plan

Senior Parents

Letter from Head of School hard copy 
(within 2-3 days)

Letter from Head of School hard copy (within 
2-3 days)

Letter from Head of School - hard copy- sign 
only. No personalization Letter from Head of School - electronic

Call from Head of School (within 1 week)
Personalized Thankview from Senior Parent 
Volunteer or appropriate staff member-  
personalized intro- 6-8 weeks

Personalized Thankview from Senior Parent 
Volunteer or appropriate staff member-  
personalized intro- 6-8 weeks

Personalized Thankview from Senior Parent 
Volunteer or appropriate staff member-  
personalized intro- 6-8 weeks

Thankview from Senior Parent Volunteer- or 
appropriate staff member  generic intro- 6-8 
weeks

Individualized Stewardship Plan

New Parent

Letter from Head of School hard copy 
(within 2-3 days)

Letter from Head of School hard copy (within 
2-3 days) Letter from Dir. of Dev.-hard copy Letter from Dir. of AF- electronic

Call from Head of School (within 1 week) Call from Head of School (within 1 week)
Personalized Thankview from Adv. Staff  6-
8 weeks

Personalized Thankview from Adv. Staff  6-8 
weeks

Personalized Thankview from Adv. Staff  6-8 
weeks

Thankview  (general) from Asst. Head for Inst. 
Advancement 6-8 weeks

Individualized Stewardship Plan

Alumni

Letter from Head of School hard copy 
(within 2-3 days)

Letter from Head of School hard copy (within 
2-3 days) Letter from Head of School- hard copy Letter from Dir. of AF-electronic

Call from Head of School (within 1 week) Call from Head of School (within 1 week) Call from Dir. of Alumni  
Personalized Thankview from Staff Member 
TBD

Personalized Thankview from Staff Member 
TBD

Personalized Thankview from Dir. of Alumni 
6-8 weeks

Personalized Thankview from Dir. of Alumni 6-
8 weeks

Personal Note from Dir. of Alumni Personal Note from Dir. of Alumni
Individualized Stewardship Plan

Grandparents

Letter from Head of School hard copy 
(within 2-3 days)

Letter from Head of School hard copy (within 
2-3 days) Letter from Dir. of Dev.-hard copy Letter from Dir. of AF- electronic

Call from Head of School (within 1 week) Call from Head of School (within 1 week)
Personalized Thankview from Adv. Staff 6-8 
weeks

Personalized Thankview from Adv. Staff 6-8 
weeks

Personalized Thankview from Adv. Staff 6-8 
weeks

Time of Gift Thankview from Asst. Head for 
Inst. Advancement  6-8 weeks

Individualized Stewardship Plan $500+ Personalized Thankview from Adv. Staff

Parents of Alumni

Letter from Head of School hard copy 
(within 2-3 days)

Letter from Head of School hard copy (within 
2-3 days) Letter from Dir. of Dev.-hard copy Letter from Dir. of AF-electronic

Call from Head of School (within 1 week) Call from Head of School (within 1 week)
Personalized Thankview from Adv. Staff 6-8 
weeks

Personalized Thankview from Adv. Staff 6-8 
weeks

Personalized Thankview from Adv. Staff 6-8 
weeks

Personalized Thankview from Asst. Head for 
Inst. Advancement 6-8 weeks

Individualized Stewardship Plan

Faculty/Staff

Letter from Head of School hard copy 
(within 2-3 days)

Letter from Head of School hard copy (within 
2-3 days) Letter from Head of School Letter from Head of School

Call from Head of School (within 1 week) Call from Head of School (within 1 week)
Thankview First choice: AF Parent Chair AF 
Parent Chairl second choice: Chair of BoT. 
Sent at conclusion/100% Participation 
Campaign

Thankview First choice: AF Parent Chair AF 
Parent Chair, second choice: Chair of BoT. 
Sent at conclusion/100% Participation 
Campaign

Thankview First choice: AF Parent Chair AF 
Parent Chairl second choice: Chair of BoT. 
Sent at conclusion/100% Participation 
Campaign

Thankview First choice: AF Parent Chair AF 
Parent Chair, second choice: Chair of BoT. 
Sent at conclusion/100% Participation 
Campaign

Individualized Stewardship Plan
Special one-time Fac/Staff letter to 
leadership donors from Head of School - 
timing TBD

Special one-time Fac/Staff letter to 
leadership donors from Head of School - 
timing TBD

Special one-time Fac/Staff letter to 
leadership donors from Head of School - 
timing TBD

Students

Letter from Dir. Leadership Giving/Dir. of 
AF/Dir. of Alumni

Letter from Dir. Leadership Giving/Dir. of 
AF/Dir. of Alumni

Thankview video from Asst. Head for Inst. 
Advancement (if not senior spirit campaign 
gift) 6-8 weeks

Thankview video from Asst. Head for Inst. 
Advancement (if not senior spirit campaign gift) 
6-8 weeks

Special Senior Class Gift card signed by 
from Alumni AF Chair

Special Senior Spirit Campaign card signed by 
from senior class co-chairs

Former Faculty/Staff and Friends

Letter from Head of School Letter from Head of School Letter from Dir. of Dev. Letter from Dir. of AF

Call from Head of School Call from Head of School
Personalized Thankview from Adv. Staff 6-8 
weeks

Thankview  (general) from Asst. Head for Inst. 
Advancement 6-8 weeks

Personalized Thankview from Adv. Staff 6-8 
weeks

Personalized Thankview from Adv. Staff 6-8 
weeks

Individualized Stewardship Plan
Honor/Memorial Gifts Letter from Dir. of AF Letter from Dir. of AF Letter from Dir. of AF Letter from Dir. of AF

Matching Gifts Letter from Dir. of AF Letter from Dir. of AF Letter from Dir. of AF Letter from Dir. of AF

*Parents trump alumni in the constituency 
hierarcy


