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Member of American Association of Political Consultants  
 

 

 

 

 GENERAL INFORMATION 

 
Name: Name of Organization: 

Phone: Fax: Email: 

Address: City: State: Zip: 

 

Candidate Committee: Level PAC: Level Party Committee: Level 527 Advocacy Group: 

District #: Other (Please list): 

 
 

 STAGE OF DEVELOPMENT 

 
New: 
(No existing fundraising operation) 
Growing: 
(Most of the infrastructure has been built and the fundraising programs are being implemented) 
Developed: 
(Fundraising operation in place but there is a new need to expand, modify, or retool) 
Mature: 
(Fundraising operation is fully developed and operating efficiently, but needs to transition into the new fundraising era incorporating technology and 
implementing a multi-dimensional platform.) 

 
 

 NEED 

 

 Organizational Setup  Fundraising Timeline and Calendar  Operational Analytics 

 Operating Procedures  Fundraising Strategy Development  Strategy Analytics 

 Vendor Setup  Fundraising Program Selection  Program Analytics 

 Database Design  Fundraising Program Implementation   

 
 

 FUNDRAISING: Objective/Goal 

 
Fundraising Goal:  

Please describe your fundraising objective: 
1. 

2. 

3. 

4. 

5. 
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Member of American Association of Political Consultants  
 

 

 

 

 FUNDRAISING: Timeline And Calendar 

 
Projected Fundraising  
Timeline / Duration:  

Fundraising Benchmarks / Deadlines: 
Report Name Period Covered Due Date 

Years:    

Months:    

Days:    

    

    

    

    

 Finance reporting dates: 
Report Name Period Covered Due Date 

    

    

    

    

    

    

    

 
 

 FINANCE PLAN / STRATEGY 

 
Do you currently have a fundraising / finance plan in place? YES NO 

Please attach your current finance plan or copy and paste it to the space below: 
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Member of American Association of Political Consultants  
 

 

 

 

 
Candidate’s Name & Age: Candidate’s Spouse Name & Age: 

Children’s Name(s) & Age: 

Candidate’s Religious View: Candidate’s Birthday: Candidate’s Home Town: 

Candidate’s Education History: 
1. 

Candidate’s Work History with dates for each position: 
1. 

2. 2. 

3. 3. 

4. 4. 

5. 5. 

6. 6. 

7. 7. 

8. 8. 

Candidate’s Interests: 

Candidate’s Top three platforms: 
1. 

2. 

3. 

Campaign/Candidate Mission/Vision Statement: 

Candidate’s top 5 goals is elected: 
1. 

2. 

3. 

4. 

5. 

Top 3 biggest concerns for the candidate/campaign: 
1. 

2. 

3. 

Demographics in which the Candidate has STRONG voter support AND the percentage of voters in these demographics: 

 CANDIDATE ASSESSMENT 
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Member of American Association of Political Consultants  
 

 

 

Demographics the Candidate is targeting to BUILD AWARENESS AND the percentage of voters in these demographics: 

Demographics in which the Candidate has WEAK voter support AND the percentage of voters in these demographics: 

Has the candidate been featured in any printed press (newspapers, magazines, etc)? Please list: 

Has the Candidate been the target of negative press? Please Explain: 

 
 

 OPERATING PROCEDURES: Financial Account(s) Setup 

 

Accounts Bank Contact Balance Notes 

     

     

     

     

     

 
 

 OPERATING PROCEDURES: Organizational Structure 

 

EXTERNAL Name Role Email 
Finance Chairman    

Treasurer    

Consultants    

Legal Counsel    

Other    

    INTERNAL Name Role Email 

Finance Director    

Finance Assistant    

Office Manager    

Book-Keeper    

Database Manager    

Other    
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 OPERATING PROCEDURES: Contribution and Disbursement Processing 

 
List the procedures for receiving, processing, recording, filing, and depositing contributions? 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

 
What is the donor vetting process? 

1. 

2. 

3. 

4. 

5. 

 
What are the procedures for thanking contributors? 

1. 

2. 

3. 

4. 

5. 

 
What are the procedures for approving, processing, and filing disbursements? 

1. 

2. 

3. 

4. 

5. 

 
 OPERATING PROCEDURES: Bookkeeping and Accounting 

 
Are the books currently balanced? 
 YES NO 

What is your current cash balance? Have the books been certified by an accountant? When? 
 YES NO 

Do you use accounting / book-keeping software? What? 
 YES NO 

Do you reconcile your financial accounts? How often? 
 YES NO 
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 OPERATING PROCEDURES: Compliance and Regulations 

 
Are there legal requirements to begin fundraising that have not been completed? What? 
 YES NO 
Are you under the jurisdiction of a regulatory agency? 
 YES NO 

What are the reporting requirements and schedule? 

Are there existing regulations prohibiting certain contributions or disbursements? What? 
 YES NO 
Are you aware of any existing campaign finance issues unresolved with a regulatory agency? 
 YES NO 

 
 

 FUNDRAISING VENDOR(S) SETUP 

 
Category Company Description of 

Service 
Work 

Turnaround 
Phone Contract Annual 

Cost 
Direct Mail       
Events       

Email       
Website       
Telemarketing       
Text Messaging       
Social Networking       
Video Production       

Credit Card Processing       
Database Software       
List Rentals       
Others: Please list       
       
       
       
     Total:  

 
 

 DATABASE DESIGN 

 
Do you have a single central database or several? How large is it? 
 single central several 

What platform is the database(s)? 

What is managed in the database? 
 
What are the procedures to update and maintain the database? 
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Please check the fields tracked in your database: 

 
Category Field 

General Unique Id State Email Employer Family (Household) Notes 

 Last Name Zip Home phone Occupation Reminder Vendors 

 First Name County Work Phone Birth date Mail Where Disbursements 

 Mail Name Congress Fax Phone Constituent Type Contact Other 

 Salutation Senate W Fax Phone Ethnicity Award Type  

 Address 1 District Aux Phone Party Registration Award Date  

 Address 2 House District Cell Phone Sex Join Date  

 Address 3 Register Date Car Phone Precinct Pay Group  

 City Carrier Route Pager Update Date Pay Amount  

Financial / Contribution Amount Source Contributor Type Date of Contribution Contribution type Origin 

Consumer Subscriptions Homeowner Education level Investor type Presence of children 

 Memberships Income level Vehicle owner Religious affiliation  

Voter Registration Voting history     

 
 FUNDRAISING Program Selection 

 

Selecting and implementing the right combination of fundraising programs is critical to the overall success of your fundraising 
operation. Please indicate which fundraising programs you are currently using in the table below 

 
Program Currently 

Used 
# / year Schedule Average 

# Targeted 
Average 

# Contributed 
Total 

Raised 
Most Frequent 
Cont. Amount 

Avg. Cont. 
Amount 

Direct Mail         
Email: Text / Video         
SMS/MMS Texting         
Events: Large         
Events: Small         
Finance Committee         
Face to Face Meetings         
Candidate Phone Calls         
Telemarketing         
Online: Website         
Online: Social Networking         
Online: Web-Conferencing         
Online: Other         
Video Appeals / Marketing         
PAC Fundraising         
Other         
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 FUNDRAISING PROGRAMS: Direct Mail 

 
Number of Direct Mail Donors: Percent of database: Percent of female DM donors: Percent of male DM donors: 

Select all that apply: Use first class postage: Provide Pre-postage reply envelopes Use telemarketing services 
to follow up Use Third class postage Include a PS at the end of your letters 

 

What highlighting techniques are used to emphasize important points? Do you include premiums? What? 
 YES NO 

What is the average number of pages per mailer, excluding remittance 
items? 

What is the average number of lines in each paragraph per mailer? 

Do you use color and/or vary the sizes of your packaging for each 
mailer? color sizes both 

Are mailers written/produced internally or externally, both? 
 internally externally both 

Do you use micro-targeting techniques in your direct mail program? What groups? 
 YES NO 

 
 

 FUNDRAISING PROGRAMS: Text / Video Email Campaigns 

 
What type of email platform do you use? How many deliverable emails do you have in your database? 

Do you email non-soliciting communications? What type and when? 
 YES NO 

What is the average number of characters used in your subject lines? 

Do you standardize the email “from address” (keep the same one) in 
your emails?  YES NO 

Do you request in the email to be added to the users address book or 
whitelist?  YES NO 

How do you grow your email list? 

Do you include a forward to a friend component in the email? 
 YES NO 

Do you use micro-targeting in your email campaigns? What form? 
 YES NO 

Do you provide rich media content in your emails? 
 YES NO 

Do you track statistical data for each email campaign? What? 
 YES NO 

 
 

 FUNDRAISING PROGRAMS: TXT Messaging 

 
How many subscribers do you have? 

 

Describe your strategy for building the subscriber list: 

Describe your strategy for creating awareness and promoting events: 

Do you provide methods for subscriber Fundraising? 
 YES NO 

Do you track the results of your TXT message campaigns? 
 YES NO 

Do you send any rich media through TXT messages? If so, what? 
 YES NO 
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 FUNDRAISING PROGRAMS: Fundraising Events: Large / Small 

 
What type of fundraising events do you plan? What is the average cost per event? 

Does the candidate make fundraising calls for the event? How many and when?  
 YES NO 

Do you hire entertainment or contract special 
guest speakers for events?  YES NO 

What are the typical tier levels of each event? Do they change? 
 YES NO 

Do you market / promote events through social networking or text 
notifications? YES NO 

Describe the typical event planning timeline in sequential order: 

 
Describe the planning process for each event including all steps taken in the event preparation, marketing, execution, and the follow up: 

Do you track who attends the event for follow up? How? 
 YES NO 
What is the average amount of outstanding pledges at the completion of an event?  

 
 FUNDRAISING PROGRAMS: Finance Committee 

 
How many active members currently serve? 

 

What are your membership requirements? How are they enforced? 

Describe the geographic and demographic makeup of the Committee Membership: 

What is your member recruitment process? 

How do you communicate with members? How often? Do you hold finance committee meetings? How often? 
 YES NO 

What are your membership benefits? 
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 FUNDRAISING PROGRAMS: Face-2-Face (Personal Meetings) 

 
What is the average length of each meeting? Who attends each meeting? 

How do you prepare for each meeting? 

What materials are used in meetings? Do you provide meeting materials to attendees? 
 YES NO 

 
What is the central message conveyed in the meeting? 

How do you follow up with people you have met? 

 
 

 FUNDRAISING PROGRAMS: Candidate Calls 

 
What is the average length of your call sessions? Who do you target? 

How do you prepare for each call? 

Approximately how many calls are answered 
by the intended person? 

Do you leave voicemails? What is the message? 
 YES NO 

Do you take notes during the call? What? 
 YES NO 

How do you follow up? 

 
 

 FUNDRAISING PROGRAMS: Telemarketing 

 
What is/are the purpose(s) of your telemarketing campaigns? 

Who do you target? 

Do you draft your own script? What is it? 
 YES NO 

What information do you collect from the calls? 

How do you follow up? 
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 FUNDRAISING PROGRAMS: Online 

 
What is your website address? How many monthly visitors do you currently have? 

Do you accept contributions through the site? What is the processing fee? 
 YES NO 

Do you have downloadable contribution forms on the site? 
 YES NO 

How frequently is the site updated? Do you have rich media video on your site? What form? 
 YES NO 

Do you promote and encourage event registration 
through the site?  YES NO 

How do users interact on the site? 

 
Do you incorporate social networking on your site? 
 YES NO 

Do you advertise online? 
 YES NO 

What is your current web strategy? 

What social networking sites do you use? 

How do you use them in your fundraising operation? 

How frequently do you interact and engage on each site? Do you promote viral distribution on the sites? 
 YES NO 

How many members do you have 
on each site? 

How do you encourage user participation through social networking? 

Do you use fundraising widgets or other 
mobile applications?  YES NO 

How do you use these applications to promote/encourage giving? 

What benefit do you provide to download the application? 

How often do you provide web conferences? Who do you target? 

What is the average number of viewers per conference? What is the average length of your conference? 

What is the purpose or themes conveyed in each conference? 

How do you follow up? 

 
 

 FUNDRAISING PROGRAMS: Video Appeals 

 
What is the average number of videos produced per year? What is the average length of your video message? 

What style of video production do you shoot? What channels are used to market and distribute video appeals? 

Who is in the video appeals? Who writes the video scripts? 
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 FUNDRAISING PROGRAMS: PAC Outreach 

 
How do you raise money from PACs? 

Do you provide PACs information about your platform? 
 YES NO 

What committees or industries do you have direct ties? 

How do you communicate with PACs? Do you have PAC representatives on your Finance Committee? 
 YES NO 
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