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Automated CRM Activity

CRM Review Activity

CRM Input Activity

Activity

To 

Acknowledgement 

Does gift already 

exist in CRM?

Create 

payment

Set up 

prospecting gift 

a year out

Update 

expected 

payment

yes

Is this a membership 

payment

yes

no

Is this a renewal? yes

no

Update gift 

record

Record Gift

no

Connect to 

Appeal as 

appropriate

Tie gift to 

appeal as 

appropriate

Is this related to an 

Event Registration?
no

Tie gift to 

event

yes

Some organizations have 

memberships as well as 

donations. Usually the first 

gift that someone makes 

each year is considered 

their membership 

payment. Send receipt if 

necessary

Donation to be 

Processed

Donation processing starts 

with a check that was sent 

in, or an online payment

If the membership 

payment is from someone 

who is already a member, 

renew their membership

Membership renewal 

notices are sent out 

periodically, effectiveness 

of those appeals can be 

measured by tracking their 

success.

Look into 

corporate 

match 

possibility

If this gift was expected, 

update that information, 

otherwise create a new gift 

record.

See if the donor’s 

employer can match this 

gift.

Some gifts are purchases 

of tickets for events. If so, 

mark the gift as related to 

the event, and send a 

ticket and/or receipt as 

necessary.

Connect gifts to the appeal 

that brought them in to 

measure effectiveness.

The last step is to put a new gift 12 

months out on the calendar. This gift 

will be marked as prospecting and 

will do two things. It will remind the 

staff that steps should be taken in the 

future to secure next year’s gift. It will 

also inform a forecast of revenue for 

next year. This forecasting can be 

really helpful information in the 

budgeting process.
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