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A Guide For Neighborhood Groups Organizing

To Clean Up And Prevent Pollution In Their Communities.

At Toxics Action Center, we envision a world where everyone can breathe clean air, 

drink clean water, and live in healthy, sustainable communities. Since 1987, we have 

organized side-by-side with over 675 communities from across New England, helping 

them clean up and prevent toxic pollution in their neighborhoods. When dangerous 

industries are polluting our air and water, when toxic pesticides are threatening 

our children’s health, when unresponsive bureaucracies are slow to enforce our 

environmental laws, we are here to help citizens protect the health and safety of 

their communities.

organizing with residents to clean up and prevent 
pollution since 1987.
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Through our group consultations, conferences and 

events, expert referrals, networking opportunities, 

and information guides, Toxics Action Center will 

help you wage effective campaigns to protect the 

health and safety of your community.
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consultation sessions 

available for your group:
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Fundraising 
 
Goal of Consultation: Develop a plan to raise the money your group needs.  

 

I. Principles of Fundraising 

 

II. Steps to Fundraising Planning 

1. Goals 

2. Why People Will Give 

3. Making a Prospect List 

4. Fundraising Tactics 

5. Plan 

 

III. Practice and Developing a Fundraising Script 

 

IV. Evaluation 

 

Appendices 

  1. Incorporation & 501(c)(3) Facts 

 2. Sample Free Drawing Ticket 

 3. How to Write a Good Fundraising Letter 

 4. Sample Gift Chart 

5. Fundraising Facts 

 

 
 

 

rob
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I. Principles Of Fundraising 

 

1. Ask and Ask Again 

There is no silver bullet for fundraising. The key to raising money is to 

ask for it. People will give money to a cause in which they believe. 

Reach out to many different people, ask people to give more than once 

and ask in different ways.  
 

2. Fundraising Builds Power and Political Commitment 
Fundraising not only generates more money but also more political 

clout, name recognition, volunteers and an educated public. People that 

give to you are more committed to your work. 
 

3. Fundraise from Your Core Out 
The better you know potential donors and the more they are familiar 

with your cause, the more likely they are to give and the larger their 

gifts will be.  
 

4. The More Personal, the Better  
The more personal your fundraising tactics are, the more you will raise. 

For example, asking for a donation in person will raise more money 

than asking through a letter. A hand-written fundraising letter will 

raise more money than a form letter. 
 

5. Craft a Message Using the Four C’s 
In order to win your campaign and motivate people to give money, you 

will need to tell your story in such a way that any reasonable person 

has only one choice: to side with you. Your story should have a Concise, 

Compelling, and Consistent message that Controls the issue.  
 

6. Fundraising Gives People an Opportunity to Get Involved 
Not everybody has the time or the interest to come to meetings, speak 

publicly or even write a letter. Most people, however, will help a cause 

by donating money. Ultimately, everybody gives with self-interest in 

mind. 
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7. Integrate Fundraising Into Your Work 
Make fundraising an integral part of your campaign. Have a 

fundraising component to your events, meetings and group activities. 

 

8. Thank Your Contributors 
Fundraising is relationship building. Remember to thank your donors 

after they give you money. The more you thank them, the more likely 

they will give next. Sending occasional campaign updates is a way of 

saying “you are important” and a way of showing how their contribution 

is being effectively put to work. 
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II. Steps To Fundraising Planning 
 

Step 1: Goals 
 

Campaign Goals: 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 
 

 

Fundraising Goals: 

 

What are the short-term operational needs (the amount of money you need 

to simply pay current and upcoming bills)? 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 
 

In the long term, how much money do you need to build or expand your 

campaign? 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------
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Step 2: Why People Will Give 
 

Consider the organizations and causes that you give to and the non-profit 

groups in your community. Why do you give money to groups? Why do 

people give money? 
 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 
 
 

Why would people contribute to your group? Why would they support 

your cause? 
 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------
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Step 3: Making A Prospect List 
 

Who will or can give you money? Be specific within these categories. 

Keep in mind the most likely contributors are ones who give to other 

organizations and who know you or your group. 

 

Public  

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

Family, Friends and Colleagues  

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

Businesses 
 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

Foundations 
 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 
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Step 4: Fundraising Tactics 
 

Tactics Pros Cons 
Min. Time 
Required 

Average Net 
Donation 

Rate 

Hand-

written 

Letter 

More personal 

than typed letter 

and better return 

rate. 

Requires more time 

than typed letter and 

upfront costs are the 

same. 

1 month $35-$45 

per return 

20%-50% 

return 

rate 

Personalized 

Printed 

Letter 

Relatively 

inexpensive and 

easy. Good for 

building member-

ship/showing local 

support. Following 

up with a phone 

call can double 

income. 

Requires money 

upfront ($0.75 per 

letter sent) and 

names/ addresses of 

potentially interested 

people. 

1 month $20-$25 

per return 

5%-15% 

return 

rate 

Form Letter Inexpensive and 

easy to send. 

Return rate is 

considerably less than 

personalized or hand-

written letters. 

1 month $15-$25 

per return 

.05%-1% 

return 

rate 

Email Letter  Inexpensive and 

easy to send, or 

even free.  

Return rate is even 

less than for form 

letters.  

1 day $25-$50 .2% 

Face-to-Face 

Donor 

Meetings 

The quickest and 

easiest way to 

raise large amount 

of money in a 

short period of 

time. 

Requires good 

preparation, prospect 

names/phone 

numbers/address and 

good follow-up. 

1 month $250/ 

pledge  

70-90% 

pledge 

rate per 

meeting 

Door-to-

Door 

Canvassing 

Great for 

visibility, 

education and 

recruiting new 

people. Builds 

political strength.  

Time-intensive. Best if 

done in groups with 

training. 

1 month $15-$20/ 

donation 

10-12% 

donation 

rate (1 

yes for 

every 8 

doors) 

Phone calls Personal, easy to 

reach many 

potential donors in 

a short amount of 

time. 

Time-intensive to 

plan. Best if done in 

groups with training. 

1 month $15-$20/ 

donation 

10% 

donation 

rate 

(1 yes for 

every 10 

contacts) 

Pass the Hat Versatile and easy 

to use. Good for 

small amounts of 

money. 

Doesn’t raise a lot of 

money. 

Ongoing $20-$50 

meeting 

depending 

on size 

25% -50% 

will 

donate 
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Tactic Pros Cons 
Min Time 
Required 

Average Net 
Donation 

Rate 

House 

Party 

Good for visibility, 

education and 

building your group. 

Best if host covers 

costs. 

Time intensive. 

Logistics need to be 

well planed.  

3 months $500-

$1,000 

($25-$50 

per 

donation) 

70-90% 

will 

donate 

Silent 

Auction 

Fun way to raise 

money and good way 

for businesses to 

contribute. Best if 

done with another 

event. 

Time-intensive. 

Requires a large 

group of people in 

order to be 

successful.  

3 months $500-

$1,000 

(raises 

50%-75% of 

the retail 

cost of 

donations) 

n/a 

“a-thons” Walk-a-thons, bike-a-

thons, etc. can be 

good for visibility and 

for attracting new 

people. Can be fun. 

Extremely time 

intensive and not 

very lucrative. 

6 months $500-

$2,000 

 

 

$35-$100 / 

participant 

n/a 

Free 

Drawing 

Can be a fun and 

easy way to raise 

money. Good way for 

local businesses to 

help. Best if done in 

conjunction with 

another event. Low 

overhead cost. 

Time intensive. 

Raises money in 

small amounts. 

2 months $500-

$1,000/ 

event 

 

$1-$5 per 

ticket sold 

30%-50% 

of people 

asked 

will buy a 

ticket 

Special 

Events/ 

Benefits 

Can be good for 

visibility and 

attracting new 

people. Can raise 

money if all other 

expenses are covered. 

Best if the attraction 

of the event is 

interesting enough to 

draw a crowd. 

Time intensive. Bad 

for recruitment and 

moral if turnout is 

low. Often times are 

“fund-losers.” 

6 months $500-

$3,000 

n/a 

Founda-

tions 

Raises relatively 

large amounts of 

money. Adds 

legitimacy to a 

campaign. 

Time intensive and 

difficult. Does not 

add to political clout 

of group and restricts 

lobbying work. 

6 months 

to 1 year 

$500- 

$2,500 (for 

small 

grants) 

5%-10% 

chance 

depend-

ing on 

founda-

tion  

In-Kind 

Donations 

Great for needed 

items or for silent 

auctions/raffles. 

It is not cash. Ongoing n/a n/a 
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Choosing Your Fundraising Tactics 
 

List your prospects from pages 7-8 and brainstorm which tactics you 

want to use. Remember to consider your current resources, your campaign 

needs, and when you need the money.  

 

Prospects Tactics (How) Who When $ Goal 
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Step 5: Plan 
 

Dates 
Methods 

 
Who 

   

Major 

Events 

    

 

 _ _ _ _ _ _ _  
    

 

 _ _ _ _ _ _ _  
    

 

 _ _ _ _ _ _ _  
    

 

 _ _ _ _ _ _ _  
    

 

 _ _ _ _ _ _ _  
    

 

 _ _ _ _ _ _ _  
    

 

 _ _ _ _ _ _ _  
    

 

Thank Yous  

    

Core Group 

Meeting 

    

Materials/ 

Research 

    

Training 
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Write your goals for each tactic you plan on using 

in the “goal” boxes and then work backward. 

 
 

    
Goals 
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III. Practice 
 

Practice is key for asking donors to contribute to your campaign. By 

practicing, you will be better prepared and more successful when you are 

actually asking donors to get involved. If the donor doesn’t immediately 

donate, be prepared to give him/her another reason to get involved and to 

ask a second time.  
 

Developing A Fundraising Script 
A good fundraising script helps you connect with the potential donor, 

provides context for your campaign, including why it is so urgent to get 

involved now, asks the donor to commit to a specific amount of money, and 

thanks the donor. Use this worksheet to develop a fundraising script for 

asking for donations. 
 

Introduction: Who are you and what’s the name of your organization? 

 

------------------------------------------------------------------------------------------------ 
 

What is the problem your campaign is working to solve? 

 

------------------------------------------------------------------------------------------------ 

 
What is the solution your campaign is working to achieve? 

 

------------------------------------------------------------------------------------------------ 

 
What is the urgency to your campaign? Why give now? 
 

------------------------------------------------------------------------------------------------ 

 
What can the donor do to help? Ask for a specific amount. 

 

------------------------------------------------------------------------------------------------ 

 
Don’t forget to thank the donor for his/her gift! 
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IV. Evaluation 
 

Take a few minutes to evaluate your plan.  
 

 Do you feel comfortable asking for money? 
 

 Are your fundraising goals realistic? 
 

   Does your plan include asking often and in different ways?  
 

 Are you fundraising from your core supporters? 
 

 Are you using personalized fundraising methods? 
 

 Is fundraising integrated into your campaign work? 
 

 Do you have a plan for thanking your contributors? 
 

Does your group need to do additional consultation  

sessions for making a campaign plan, making a recruitment 

plan, garnering media attention, interpreting test results, 

developing materials, winning a community vote, or planning for 

an upcoming hearing? 
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Appendices 
 

1) Incorporation & 501(c)(3) Facts 
 

Does our group need to be incorporated in order to fundraise?  
Not necessarily. Each state has different requirements, but in general, if you plan to 

solicit or fundraise extensively you should check with your Secretary of State’s 

Office to see if you must incorporate. Also, if you plan to apply for public or private 

grants, you should check to see if incorporation is a requirement. One reason you 

might want to incorporate is that donors may feel more comfortable contributing to 

an official non-profit.   
 

Does our group have to get 501(c)(3) status in order to fundraise?  
For most community groups the answer is no. Becoming a 501(c)(3) non-profit 

organization requires a tremendous amount of paperwork, as well as an expensive 

annual fee. It also brings with it limitations on the amount of lobbying at the 

federal, state and local level that you can participate in. The main reason for 

obtaining 501(c)(3) status is that it enables you to accept a large grant and allows 

your donors to make tax-deductible contributions. However, most people will make 

contributions even if they are not tax-deductible. If you plan to apply for public or 

private grants, you should check to see if tax-exempt status is a requirement. If it 

is, or if you have many donors that wish to make large tax-deductible contributions 

to your group, you may wish to apply for 501(c)(3) status. Another alternative is to 

obtain a fiscal sponsorship (which can accept and distribute money for you) from an 

already existing 501(c)(3). Make sure that you do not tell your donors that their 

contributions are tax-deductible if you do not get 501(c)(3) status or a fiscal sponsor.   
 

2. Sample Free Drawing Ticket 
 

Free Drawing to Support Citizens Against Pollution 
 

Suggested Donation: $2.00 ticket, 6 for $10 

Grand Prize: Bed & Breakfast Weekend In Maine 

Second Prize: Dinner for 2 

Third Prize: Tickets to a Play 

Fourth Prize: Ben & Jerry’s Ice Cream 

 

Name: ___________________________________ Telephone:_________________________ 

 

Address:_____________________________________________________________________ 
 

Drawing will be held Dec. 10th. Need not be present to win. Free ticket upon request. 

D
raw

in
g

 T
o

 S
u

p
p

o
rt 

C
itiz

e
n

s
 A

g
a

in
s
t P

o
llu

tio
n

 
T

ick
e
t #

1
0
0
1

 

 



TOXICS ACTION CENTER 15 

August 15, 2011 
 

Joe Member 
15 Any Street 
Your Town, MA  

 
Dear Joe, 

 
Right now there are dozens of communities throughout Massachusetts fighting to 
protect themselves from toxic pollution, dangerous industries, and pesticide 
spraying.  

 
That’s why I am writing to urge you to support Toxics Action Center by becoming 
 a member.  

 
Toxics Action Center was founded on the belief that every citizen has the right to 
live in a community free from the dangers of toxic pollution.  

 
Over the last fifteen years, we have provided much needed assistance to more than 
475 New England neighborhoods fighting pollution in their communities. 

 
As you know, polluters go to extraordinary lengths to avoid accountability for their 
misdeeds as corporations continue to exercise the power of their money to shape 
public policy and influence decision makers.  

 
It takes an incredible amount of courage and teamwork to defend our  
neighborhoods against polluters who are putting our health and environment at risk. 

 
Fortunately, citizens worried about toxic pollution don’t have to fight their battles 
alone.  

 
Toxics Action Center is here to provide the kind of specialized support that families in 
Massachusetts need when they are faced with a polluting company or an  
unresponsive bureaucracy.  

 
In communities across the Commonwealth, we are working to provide the  
information and the political expertise to get citizens’ voices heard.  

 
Consider the story of Julie Berberan, a resident in Quincy, Massachusetts. Julie 
and her neighbors found out that their town had proposed to build a new school on 
top of a hazardous waste dump. 

Keep it simple: Write 
short sentences, use 
informal simple language 
and avoid jargon. 
Contrary to conventional 
forms of writing, these 
letters are not supposed 
to be fine literature. 

Acknowledge the 
reader: People love to 
read about themselves. 
Refer to the reader at 
least twice as action as 
you refer to your 

organization.  

The beginning and end 
are the most important: 
Your reader will read 
your letter in three steps: 
salutation and opening 
paragraph, closing 
paragraph, and 

postscript. 

3. How To Write A Good Fundraising Letter  
 

  

Tell true, compelling stories: People think with their hearts first and their heads second. Answer the reader’s 
question of “what does this have to do with me or someone I care about?” Avoid boring details about your 
group like its budget or when your group was founded. But do include compelling facts in your letter that back 
up your emotional appeal. 

Don’t crowd: Leave a lot 
of white space by 
breaking up paragraphs 
into one or two 

sentences in length. 

Length: Two-
page letters get a 
better response 
than one-page 

letters.  

Personalize: Use people’s names 
rather than “Dear Friend.” Also, write 

personal notes to people you know.  
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Page 2 
 

The original polluter, Bethlehem Steel, was no where to be found, leaving the 
town stuck with the contaminated property. 
 
Fortunately, Julie and her neighbors had Toxics Action Center on their side. 
 
We helped the Quincy residents find out more information about the dangers 
of the pollution and helped explain how the laws regarding hazardous waste 
clean up work. More importantly, we helped them shine the public spotlight on 
this dangerous issue to make sure that their children would not be going to 
school on a hazardous waste site. 
 
Right now, Toxics Action Center is continuing to work with Julie and other 
residents across the Commonwealth to make sure that the state adopts common 
sense guidelines so that no future schools are built on hazardous waste sites.  
 
With your help, we’ll win like we did in Quincy, Leominster and Stoneham 
where we assisted parents and teachers in their campaigns to stop the 
construction of schools near toxic waste sites. 
 
Unfortunately, for every victory, there is still much to be done. That’s why I 
urge you to become a member of Toxics Action Center.  
 
Your contribution of $25, $50, $100 or more will enable us to teach citizens to 
reach out to their neighbors -- and build powerful grassroots organizations 
capable of forcing polluters and government officials to take action. 
 
Join us with a contribution of $25, $50, $100 or more and help take back our 
communities from polluters.  
  
Sincerely, 

Meredith Small 
Meredith Small  
Director  

P.S.—Don’t set this letter aside! Your contribution of $25, 

$50, $100 or more will go a long way to fight pollution in our 

communities. 

 
 

 

The Closing: Suggest 
the action you want the 
reader to take in a 
specific, straightforward 
way including a specific 
amount of money. 

Personalize: Use a blue 
pen to sign the letter and 
handwrite a postscript so 
that the reader knows 
this is not a photocopied 
letter. A handwritten 
postscript dramatically 
increases your return 

rate. 

The Body: The body of the letter is where you tell the reader about your history, your plans for the 
future, more compelling stories and accomplishments. Use bullets and underlines to break up text. 

Other Tips: 
Have someone else 
proofread the letter. 
(Typos leave a bad 
impression!) 
 

Avoid using brightly 
colored paper. 
 

Fold the letter so the 
opening paragraph 

appears on the outside. 

When to send: There is 
no bad time of year to 
mail a fundraising letter. 
You should consider your 
constituency. Parents, for 
example, should not be 
sent letters in June or 
July when summer 
vacations happen. The 
winter holiday (Nov.-Dec) 
is very good because 
most people are in the 
giving mood and it is the 
end of the year.  

Other enclosures: Include a return envelope (you don’t 
need to include postage) and a reply card that reiterates 
why the person should give and increments of giving. For 
example, “Yes! I want to help __$25 __$50 __$75 __$100 
__Other.” Make sure the reply card fits into your envelope 
without being folded. Include whom to make the check out 
to, where to send it, etc. Consider including a fact sheet 
and/or a newspaper article to give your letter more 
legitimacy.  
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4. Sample Gift Chart  
 

Gift charts are useful tools in face-to-face meetings. A gift chart shows 

your prospective donor that you have a plan and shows exactly the number 

and amounts of gifts you need to meet your goal. 

 

Reaching Our Goals 
 

Goal: $50,000 
 

Gift Amount # Of Gifts  Category Total  Total 
 
 $2,500   2  $5,000   $5,000 
 
 $1,000   5  $5,000   $10,000 
 
 $750   10  $7,500   $17,500 
 
 $500   15  $7,500   $25,000 
 
 $250   20  $5,000   $30,000 
 
  $100   100  $10,000   $40,000 
 
 $50    200  $10,000   $50,000 
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5. Fundraising Facts 
 

1. What percentage of the American population says they have 

disposable income? 

 

30% of Americans say they have disposable income. 

 

 

2. What percentage of the American population gives money? 

 

70% of Americans give away money. 

 

 

3. How much charitable money was given total by Americans in 

2009? 

 

$303.75 billion 

 

 

4. How does that break down by corporations, foundations, 

individuals? 

 

Corporations = 4% 

Foundations = 13% 

Individuals = 83% 

 

5. What percentage of individual contributions comes from 

people making less than $60,000/year? 

 

  80% comes from people making less than $60,000/year. 

 

6. How many groups or issues does the average household 

contribute to? 

 

5 – 10 groups on average. 
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------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 

 

------------------------------------------------------------------------------------------------ 
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------------------------------------------------------------------------------------------------ 
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