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Introduction

Before You Begin:

Every Mission participant is asked to raise a portion of the entire trip cost. Our Mission Volunteers fundraise for their trips because
1) as students or recent graduates, they don't have the personal finances to cover all the Mission Trip expenses, and 2) it follows
the Biblical pattern of giving others an opportunity to be a partner with you in your ministry. The following pages explain how to
raise support for your trip.

Your Responsibility:

As a volunteer on a FOCUS Mission, you have many people counting on you to fulfill your personal responsibilities. Remember,
your fundraising goes toward meeting the cost for the entire group, not just for your own expenses. Rather than thinking of your
fundraising goal as your own personal expenses, think of it a portion of a larger group goal that you are responsible for helping
fundraise. With this in mind a lack of diligence in your fundraising efforts will have significant negative impacts on your whole
mission team. In an effort to give you time to fundraise FOCUS is also frequently forced to front money in your name to cover
time-sensitive purchases such as airline tickets. Your fundraising is therefore essential to the broader mission and financial health
of FOCUS.

From a philosophical standpoint, because of limited space on our trips, your invitation to participate likely meant that other
equally qualified candidates were not chosen. Your diligence in fundraising is therefore not only owed to your team, but equally
to live up to the call that you have received.

Lack of effort in fundraising is easily discernable and, should you not fulfill your fundraising responsibilities and it is
evident that you did not put forth the required efforts, you will be prohibited from participating on the trip.

Remember that you may also be required to raise funds not included in the cost of the mission for personal vaccinations, passport
and visas, certain personal items for the mission, and transportation to the trip’s point of departure.

Things You Should Know:

1. You are fundraising toward the entire trip balance. Anything above and beyond your personal fundraising goal will be
added to the entire trip’s financial account..

2. If, at any time, you must withdraw from the trip, all donations you have turned in to FOCUS are non-refundable. Your
donors will not be eligible for a refund. This policy is in effect to ensure that FOCUS can pay for the airline tickets, lodging
and other non-refundable investments that were made in your name when you accepted the invitation to participate on
the trip. Additionally, because of tax laws, the donations you submit are not in your name, but in the name of the
mission/trip as a whole.

3. If you decide to withdraw from the mission at any point after you have accepted an invitation to participate on a trip and

paid the initial donation, you will be required to pay (either out of your pocket or continue to fundraise for) any
uncovered balance for the cost of airline tickets and any other expenditures that have been, or will need to be, covered in
your name. You will receive documentation of all non-refundable line-items that are due in your name.
Note: If you are prevented from going on the trip because of situations that may be out of your control (ex. death in the
family, passport lost in the mail, etc.), you may be eligible to have unallocated funds that you have submitted transferred
to a compassion scholarship for use in a future mission. Compassion scholarships are awarded on a case-by-case basis
and are contingent on a number of criteria (contact FOCUS Missions department for more information).

4. Ifyou do not meet your fundraising deadlines, you run the risk of being prevented from participating in the trip.

5. Your fundraising goal is an estimate of the total cost for the trip. Your goal may increase or decrease based on factors
such as airfare contracting. If you do not meet your fundraising deadlines, you run the risk of being asked to withdraw
from the trip. NOTE: If you are asked to withdraw from the trip your donors will not be refunded.

6. Because of tax laws, FOCUS cannot legally reimburse any money that you have donated from your own personal funds.

If, for some reason, you have donated some of your own money and you fundraise more than your personal fundraising
goal requires, the excess funds will go toward the trip fund total.



Financial Deadlines

An Explanation of the Financial Deadlines:

It is extremely important that you meet the payment deadlines for your Mission. The first $200 of sponsorship money you solicit
will hold a “spot” for you on the Mission. The other deadlines, while aggressive, give us the needed funds to make payments as
well as get the best prices we can for airfare and ground accommodations.

You will be withdrawn from the Mission if you do not meet the initial $200 payment deadline within one week of being accepted
on the trip or if you are unable to meet the other payment deadlines as laid out by the trip director. If you feel you will be unable
to meet these deadlines you must contact your Trip Director immediately.

If at any time you find that you must withdraw, or have been asked to withdraw from the trip, any and all donations that have
been turned in to FOCUS are non-refundable. Any trip donations you have turned in at the time of your withdrawal will be used to
cover the cost of the travel and lodging which was booked for you upon your acceptance on the trip. Any monies turned in to
FOCUS above and beyond the cost of your travel and lodging will be added to the trip account and used to cover additional costs
of the trip.

We want to serve you and support you in the challenge of raising your portion of the sponsorship funds. Please do not be afraid to
ask ANY questions during the fundraising process!

e The payment deadlines and amount for your Mission Trip will be given to you by your Mission Director.

e The entire trip cost may be paid in full at any point during the fundraising process before the final deadline.

e  Make checks payable to FOCUS with your NAME and MISSIONARY ID NUMBER in the memo line.

e  Your Missionary ID Number will be sent to you in an e-mail.

®  Your donors will also have the opportunity to make a donation in your name online. Call 303-402-9810 for guidance on

credit card payments




Nuts And Bolts of Raising Support

Name storming:
Start by developing an initial list of potential mission partners.

No name is disqualified:

Don't decide for an individual whether or not he or she is interested. If you limit yourself to those you feel will or can give, you
may be prematurely disqualifying those God wants to become mission partners. God's ways are not always our ways! (Isaiah 55:8)
Many times God reminds us that He is in control by providing in the most unexpected ways.

As you name storm, associate various professions, businesses, and places with any friends and acquaintances they bring to mind.
To aid you, we have provided 88 thought joggers.

After taking an hour or so of "name storming," label each contact either 'H' for High priority, "M" for Medium priority, or "L" for Low
priority. These designations refer to your evaluation of how likely they are to give. Now you are ready to go!

Please remember, that just because you label someone as “high priority” does not necessarily mean they will give. Likewise, just
because you designate someone as “low priority” does not mean they won't give. Expect to be pleasantly surprised by some who
will give more than you anticipated, and to be disappointed by others who you think would give but don't. God will provide for
you in ways that you do not expect.

After you have come up with 100+ names, start collecting their addresses. Your mom or dad may have an address list that you
may be able to use. Often addresses are also listed in the parish directory. If you are having a hard time finding addresses of
potential mission partners, try checking online at www.whitepages.com. (You might also give some of your appeal letters to
your parents to give to their co-workers to save on postage later!)



http://www.whitepages.com/

The More Obvious

Family Members

Former Co-Workers
Friends of Parents
Sorority Sisters

Fraternity Brothers

H.S. / College Friends
Church Directories
Church Friends

Prayer Group

People Led to Christ
Sunday school Classes
Bible Study Groups
Students

Staff Missions Committee
Christian Business Groups
Pastors

Neighbors (present / past)
Coach / Teammates
Former Teachers

College Professors
Printers

Retired people

Accountants

Avon lady

Mailman

Banker

Parents' employees
Dentist / Orthodontist
Doctor

Nurse

Mayor

Civic leaders
Chamber of Commerce
Referrals

Hospital Personnel
Rotary Club
Kiwanis Club
Community leaders
Barber

Church newspaper
Wedding list

Baker

Veterinarian

Apartment Manager

Thought Joggers

For the Ambitious

Family Attorney
Beautician
Christmas card list
Editor of paper
Plumbers
Insurance Salesman
Realtors

Florist

Missionary
Societies

Parents’ employer
Civic clubs
Military personnel

College Alumni



Appeal Letter & Telephone Strategy

Step 1: Pray

"Don't be anxious for anything, but by prayer and supplication, with thanksgiving, let your requests be
made known to God, and the peace of God which surpasses all comprehension will guard your hearts
and minds in Christ Jesus." - (Philippians 4:6, 7)

Pray, focus yourself, and watch God work it all out.

Step 2: Write

Now that you have "name stormed" to develop a list of potential mission partners, you need to write
your appeal letter (Sample Appeal Letter p. 9). Begin mailing your letters one-week after you have
received your Fundraising Packet. You'll be glad you did!

When writing your letters, the personal touch is a must. We recommend writing a form appeal letter
requesting money, and using mail merge to personalize the greeting. Make sure you sign each letter
personally. Additionally, it is very important to add a handwritten P.S. (simply a personal note) at the
end of each letter so the mission partner knows that you care about them and not only their gift.

Include in your appeal letter:

Specific Date

Remember they are a person, not a dear friend

Connect with the person. What do/did you have in common? Help him say, "l know who you are!"
Bring your reader up to date with what you're doing.

Educate your reader. Tell them what your mission is all about, why you have decided to
participate and what you hope to accomplish.

Make sure to explain exactly what you need (i.e. | need to raise $2,000).

Involve your reader by asking him for specific action, based on the needs you have shared. This
can include challenging him to cover a specific part (or all if you have an extremely generous and
well-endowed potential mission partner) of the cost of your mission trip. State your deadlines for
your financial needs. Specific action includes not only your request, but also your commitment to
follow up by telephone. (i.e. | will call soon to follow up with you.)

Direct them to your Personal Fundraising Webpage via your link.

Acknowledge your relationship again with an emphasis on thanks, appreciation, gratitude,
partnership and commitment. This ties your opening acknowledgement to your request.

Include your telephone number, address (school and home, with dates you'll be at home), and
your e-mail address.

Enclose a stamped, self-addressed return envelope for a quick and easy response. Research shows
that the easier you make it, the higher the response rate.

Close the letter and sign it (type your name, but always sign it personally).

P.S. it with a personal greeting written in blue ink so it stands out.

Handwrite addresses on the envelopes; it adds a more personal touch. Plus, most people will
open a handwritten piece of mail.



Step 3: Call

One week after sending out your appeal letters to your potential support team, give them a call to see if
they would like to support your Mission trip. This is also the perfect opportunity for you to ask if they
have any questions for you.

Be courteous toward your mission partners. Many people will want to help you but won't unless you
call to answer any questions and to get their decision. Your phone call takes the burden of response off

them and puts it on you.

Suggestions when you make that phone call

Use the sample phone conversation for practice.

A Introduce yourself and be friendly.

A Briefly mention the letter you sent. Be gracious - think about how easy it is to overlook or put
aside even the most important papers.

Briefly explain your Mission Trip plans.

p>N

“As | mentioned in my letter..."

Share what you hope to see God do as a result of your time on the mission.

Remind them of the financial needs you mentioned in your letter and specifically ask them if they had
considered being a part of your support team, and, (you can do it!) for you to keep track, ask, “Do you
know how much that will be?” It is important to know what you can count on.

If someone decides to become a mission partner, direct them to your fundraising page online, arrange a
time to pick up the check, if possible, or ask them to mail it in the self-addressed, stamped envelope you
enclosed with your appeal letter.

After you get a decision, always ask them to refer you to other people who might also have a heart for
this mission abroad. Have a pen ready! Sometimes they really do know people who would be even
more enthusiastic than they are. Follow through!

*Note: IF PAYING BY CHECK: All checks should be made out to FOCUS specifically in order to receive
tax-deductible status. The check should then be mailed to you and you will review the check to make
sure it is made payable to FOCUS and your NAME and MISSIONARY ID are in the memo line. Be sure to
record the donation information in a Donor Support Record (p. 12). Send in checks you receive within
one week of receiving them to:
Fellowship of Catholic University Students
Attn: Missions
PO Box 18710
Golden, CO 80402-9810

*Note: IF PAYING BY CREDIT CARD: The donation will still be tax deductible. Be sure to record donation
information in a Donor Support Record (p.12)\*You should record all donor information in a Donor
Support Record template (template on p.12). Keeping an accurate record of your donations will help
ensure any donations you send in to FOCUS are credited to your account. It will also allow you to send
thank-yous or newsletters to all of your donors.




Raising funds to get to your city of departure and mission-related expenses:

FOCUS cannot pay for, or legally reimburse you for, your personal travel (or other expenses such as
immunizations, travel meds or visa expenses) from the tax-deductable donations that you send in to
FOCUS headquarters. The tax-deductable fundraising is only meant to go towards your trip fee. Your
trip fee includes air transportation to the country of your destination from the given orientation site, but
it does not include transportation costs from your city of origin to your departure city. In order to cover
travel from wherever you are originating to the departure city, it is acceptable to retain funds from any
checks written to you personally or appeal specific mission partners to cover your personal travel
expenses. Any gifts made directly to you via check or cash will be tax-deductable.

Step 4: Thank You

e Send a thank you note the same day you get a response. It will take you just minutes to write.

e Mail it within 24-48 hours!

e Your verbal thank you is important, but your thank you note is an even more important part of
showing your appreciation for your new mission partner.

Step 5: Completion

Online Donations

If your donor has decided to make an online gift, simply direct them to your Personal Fundraising
Webpage. After their gift has been made online, you will be able to see the amount of their donation by
logging in to your Personal Fundraising Webpage. Be sure to keep a record of all the online donations
you receive.

Payments by Check

Have the donor make their check payable to FOCUS.

e Tell your donors to send their checks directly to you. You will send the checks to FOCUS.

e Keep track of the checks you have received for accuracy sake on a Donor Support Record (p.12) .
You may want to make a photocopy of each check you receive.

e Look over the check for accuracy

Is the check signed?

Is the check payable to FOCUS?

Is your Missionary ID Number and Name in the memo line?

If you are writing a check on behalf of the donor or paying for the trip yourself, it is not a
tax-deductible donation. If you have checks made out to you that you wish to go toward the
trip fee (not other expenses such as getting to the departure city or immunizations): please
deposit them into your account and write one check from your account payable to FOCUS.

O O OO

e  Mail your checks to FOCUS:

Fellowship of Catholic University Students
Attn: Missions
PO Box 18710
Golden, CO 80402-9810



Soliciting Online Donations

Setting up your Personal Fundraising Page

If your mission partners prefer to make a donation to you online they may do so at your “Personal
Fundraising Webpage” (also called Champion Center). Your Personal Fundraising webpage is an online
tool that allows you to tell about yourself, why you decided to participate on a FOCUS Mission, share
pictures of your missionary experiences, and collect online donations toward your trip fee!

After being accepted on the trip you will receive an e-mail with a link to set up your Personal
Fundraising Webpage. After clicking the link you will be directed to a page titled “Fundraising.” On this
page you can fill out all your personal information and include a picture of yourself. Detailed
instructions for creating your Personal Page can be found at
http://missions.focusonline.org/fundraising

After setting up your Personal Fundraising Webpage, you can direct your mission partners to your page
to make a donation. In this age of technology, E-MAIL and FACEBOOK are great fundraising tools.
Share the link to your Personal Fundraising Webpage in e-mails sent out to potential donors and on
your facebook homepage!

Making a Donation Online

Your mission partners can find your Personal Fundraising Webpage two separate ways:

e You can give them the direct link to your page (ex. www.focusonline.org/goto/7042).

e Direct your mission partner to the FOCUS Homepage (www.focus.org). From here, have them click
‘Give Now' then ‘Support a Missionary.” Once they have reached this screen they can do a search for
your name and make a donation towards your trip fund.

Tracking Your Fundraising Progress

An e-mail will be sent to you on a weekly basis informing you of the current state of your trip fund. Your
Donation Statement will be attached to the e-mail as a Microsoft Excel document and will include the
donor name, donor address, donation amount, and donation date. Donations usually take 7-10 days to
be processed by FOCUS and to show up in your Donation Statement.

Although FOCUS will keep a record of all the donations made in your name, you should also keep your

own record of donations in case you feel there are discrepancies with the Donation Statement provided
to you by FOCUS.
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Frequently Asked Questions about
Gifts & Processing

Q. What if a check is made payable to me, but I'm not sure if my mission partner wants a tax
deductible receipt from FOCUS?

A. Ask your donor if they would like the gift to be tax-deductible. If they are interested in a tax-
deductible donation, please ask them to write another check, payable to FOCUS. If the person is not
interested in a tax-deductible donation, simply deposit the check into your account, and re-write a
check to FOCUS or use the funds to cover some of your personal incidental costs or travel to the
departure city.

Q. What if a mission partner sends a check directly to FOCUS (not in my envelope)?

A. With thousands of checks being processed daily at our headquarters, it is almost impossible to trace
separate checks. This is why the check should be mailed to you first. If you know that one of the mission
partners sent such a check, let your trip leader know a.s.a.p. Have all the information on the check
handy to give to the FOCUS Donations Department (i.e. the mission partner's name, full address,
amount, check number, and the date of the check).

Q. What do | do with cash donations?

A. If you received a cash donation you may deposit the cash in your account and use it for your
personal incidentals and travel to your departure city. You may also deposit the amount into your
account and make make an online donation or make out a check payable to FOCUS to go toward your
trip fee. If the donor was interested in a tax-deductible donation, please ask them to make a make an
online donation or write out a check payable to FOCUS.

Q. What if my final financial deadline arrives and | know that checks are still coming to me?

A. Hopefully we can avoid this. This kind of problem can be eliminated if you will:
e Begin to work now on soliciting donations. Don't wait until the last minute!
e Ask for all checks from out-of-town mission partners to be sent to you soon enough to arrive
before the final deadline.
e Letthem know the dates you'll be at school & home.
e Keep your Fundraising Coach informed of your progress.

Q. What if I raise more funds than | need? What happens to the extra amount?

A. All monies raised for the trips goes to a general fund for your Mission Trip. This helps to pay for those
who might not have been as successful as you in their fundraising, but also goes towards more Mission
trips in the future. Remember, you are not just fundraising for you; you are fundraising for the trip! By
law, FOCUS is unable to reimburse any money raised above what you need.

Q. What if | need to drop out?

A. Notify your mission trip leader immediately! As mentioned above, if at any time you find that you
must withdraw from the trip, your donations that have already been turned in to FOCUS are non-
refundable. If you cannot go, it is MANDATORY that you inform the mission partners that have
donated to the trip. Your trip leader can explain how to properly do this.

Q. What if | don't find the answers to my question in this material?

A. It should be in here somewhere! Please read through the material one more time, and then call your
Fundraising Coach or your Mission Trip Director directly.
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Mission Partner Appeal Letter
(Sample)

Dear Brad and Mary, Month, DD, YYYY

| hope this letter finds you well and enjoying life. | want to bring you up to date on what is happening
in my life. | will graduate this May from the University of Northern Colorado with a Bachelors of Science
in Biology. My vocation as a student is nearly complete and leaves me with many different paths in
which to choose. Over the past four years | have invested a lot of time and energy into my education.
Now | want to invest my life into helping others.
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