Entering Proposals in Raiser’s Edge
Proposal Content

Proposals in Raiser’s Edge will be used to track high-end annual giving asks, major giving asks, foundation or corporate grant proposals and planned giving proposals.  All proposals are tracked on the Prospect Tab of the constituent records.  Proposals can also be tied to action records to monitor follow-up activities and deadlines.

When you add a proposal to a constituent record, you record such information as how you intend to solicit the individual, how much financial support you expect and in what time period, and who is responsible for the proposal.
How to Enter a New Proposal:
Open the constituent record (if a constituent record has not been created for the prospect, please request a record creation from Gifts & Records staff)

Select the Prospect Tab on the constituent record. 

- From the list on the left, select Proposal.


- On the action bar, click New Proposal. The Proposal screen appears displaying the General tab.

- In the Name field enter a name for this proposal. The name appears in the Proposal Name 
column on the Prospect tab. (When you enter a name, you want to make sure it is easy to 
identify from the Prospect Tab – i.e. Rosario-Pete Petit Science Center).


- In the Purpose field select a purpose for any money raised through this proposal {Think about 
what is known about the constituent’s giving history].  Must select one from drop down 
[Facilities/Equipment; Faculty Endowment; Faculty Operating; Program Endowment; Program 
Operating; Scholarship Endowment; Scholarship Operating]

- In the Campaign field, select the campaign to be credited with any donation resulting from this 
proposal.

- In the Fund field, select the fund to be credited with any donation resulting from this proposal. 
You can click the binoculars to access the Open screen and search the database for the fund.

- In the Solicitor(s) field, assign a solicitor to the proposal.  If you want to search the database for 
the solicitor entry, click the Solicitor button. The Solicitors Credited for this Proposal screen 
appears.  In the Solicitor column, click the binoculars at the end of the field to access the Search 
screen, from which you can search for the solicitor you want to assign to this proposal. You can 
assign several solicitors to each proposal.  Do not enter the AMOUNT fields.
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- In the Deadline field enter the date by which you hope to win a donation. A passed due deadline 
does not automatically mark the proposal inactive. You must mark Proposal is inactive if you 
want to designate a proposal as inactive.

- In the Status field, select the status of the proposal from the drop-down menu.  


- In the Reason field – ONLY populate when the proposal Status is “DECLINE or POSTPONED”.

- In the Type of gift field: selection is OPTIONAL (mainly populated by Planned Giving). 

- The Instrument field: OPTIONAL (it further defines the type of gift you hope to win from the 
prospect. For example, if you expect a “Planned gift” Gift type, the Instrument may be “Life 
Insurance”.

- In the Rating field select a rating, suggesting what you believe to be your chance of success for 
the proposal.  Enter the date you choose for the prospect’s rating in the Date rated field.
In the Amounts frame, enter the amount information for the prospect:

In the Category field, mark the appropriate option [Phone Call; Meeting; Mailing; or Email].  NOTE: Depending on the Category you choose for an action, the Phone field becomes Location, Letter, or Email.
- Action Type field: must select one from drop down [Identification; Cultivation; Solicitation; Stewardship]
- Action Date: Enter the date that the action occurred or will occur.

- Start Time/End Time: optional, can be used for actions to come, not required.

- Click Solicitors:  The Solicitors Assigned to this Action screen appears.  From this screen, you can assign a solicitor to the action. By assigning a solicitor to an action, the solicitor becomes responsible for making sure the assigned action is completed.  This solicitor must be populated with the Development Officer submitting the contact report.  Other users, such as development support staff may enter contact reports for you by entering the development officer’s name in the solicitor field on the action.  This a multi-value field so you can populate with all of the individuals that participated in the contact.    
- In the Priority field, mark the Normal option. The category option was neither a High nor Low priority. A priority of Normal is the system default.

- If this action is not related to a particular proposal, you can leave the Proposal field blank. If an action is related to a proposal, in the Proposal field, click the binoculars. The Open screen for proposals appears so you can search your database for the correct one. When found and selected,

the proposal name appears in the field.  This will link your contact report to the proposal to allow the tracking of actions by proposal.
- AVP Only field: DO NOT SELECT 
- Mark the Action completed on checkbox and enter date in the accompanying field. Select when the entire action has been completed.
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Select the Notes Tab, 

- Click on New Notepad -  In the Type field, mark the appropriate option [Contact Report Notes]. 

- Description field: complete with a short description of the action (i.e. Lunch meeting with NedraNewton-Rosario)
- Title field is optional (i.e. Lunch – Nedra Newton-Rosario)
· Click in the “blank” text box section and complete Contact Report [Be sure to complete a contact report as soon as possible so that you have as much information recorded as possible for future work with the donors.]
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Notes: Details of the contact should be recorded in the notes section using the
terns bulleted below

o Who, What, When and Where (be sure to provide ful names and avoid the
Juse of acronyms)

o Pupose

0 Resuts (be clear about who saidfdid what)

o Pertinent Facts (include appropriate personal, social, financial information and
contact's interests)

o Next Steps (include the specific follow-up action and date)





Note: When adding notes to a notepad on a record, you can add time stamps to designate who added text to the note and when the text was added. In the notepad grid, place your cursor in front of the section of the note you want to stamp and press F5 on your keyboard. Your login name and today’s

date appear before that section of text.
- On the toolbar, click Save and Close. You return to the Notes tab of the action record. The note appears in the grid.

- Click Save and Close again.
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