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Checklist for Creating an Annual Development Plan 

1. Data:  Gather the numbers that tell the story of your organization’s fundraising program over 
the past year,  as well as the last 3-5 years.  Gather all qualitative data you have (from event 
post-mortems, surveys, etc.) as well.   

Key things to look at:  funding sources, event revenue, donor retention, average gift, ROI 
for events 

  
2. Organizational Priorities: Test your understanding of the organization’s priorities for the coming 

year, and consider the funding needs that will accompany them. 
 

3. Time:  Start planning at least three months before your next plan year begins.   
 

4. Path to Goal: An annual development plan needs to set goals and  demonstrate the path to the 
goal for each area of the fundraising plan (events, major gifts, etc.) The path should include solid 
evidence that the goal is achievable, 3-4 strategies, objectives, and tactics.  
 

5. Priorities:  A strong development plan will not only detail the path to the goal, but also outline 
the development team’s top priorities over the next year.  This is critical as a reference point 
throughout the year, when “other things” inevitably crop up and threaten to divert attention 
from core work.    
 

6. Acquisition:  In order to continue to build your pipeline it is important to determine your annual 
strategy for engaging new people in your organization’s work and converting them to donors. 
 

7. Solicitation:  A strong development plan contains, at minimum, an acknowledgement of the key 
solicitations that are planned over the course of the year, and the planned strategies and 
“touches” that will get the organization to the point of solicitation.    
 

8. Engagement Opportunities:  As you create your cultivation and solicitation plans, plot out the 
year of engagement activities for your donors  --not only fundraisers, but open houses, program 
activities, etc. –you are looking to create a quick reference guide to have handy (and to share 
with board members!) of opportunities for your supporters to engage with your organization. 
Note:  you don’t have to create anything new, think of what your organization already has in 
place!      
 

9. Review of the Basics:  A thorough review of how your team is doing at the “basics” of a strong  
development program  -- accurate gift entry, thank you turn around time, regular donor 
communication, updated materials, user-friendly platforms – can yield important priorities.    
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10. Cost: Too often, fundraisers get caught up in the revenue generation and leave the expenses to 
be determined by the finance team.  Carefully thinking through the plan and the financial 
investment required for success is critical to ensuring your development plan is successful and 
sustainable.  
 

11. Team:  In addition to the development staff, the annual plan should include deploying the 
executive director, development committee, board members, and other leadership volunteers 
in service of specific plan goals.   
 
 

12. Communicating the Plan:  Even the best laid plans may get derailed if no one knows about them 
– make sure that your hard work is known by communicating the plan overview, milestones, and 
progress towards goals on a regular basis, in the appropriate format! 

  


