
SOP: Alumni Fundraising and Donation Processing
Workflows
This SOP describes alumni fundraising and donation processing workflows, covering strategies for engaging
alumni, managing fundraising campaigns, processing donations efficiently, ensuring accurate record-keeping,
maintaining donor confidentiality, implementing secure payment methods, coordinating communication with donors,
generating acknowledgment receipts, and reporting fundraising outcomes. The goal is to maximize alumni
contributions while maintaining transparency and trust throughout the donation process.

1. Roles and Responsibilities

Role Responsibility

Alumni Relations Coordinator Oversees alumni engagement and communications.

Fundraising Manager Plans and manages fundraising campaigns.

Donations Officer Processes donations, maintains records, and ensures data security.

Finance Team Manages funds received and facilitates reconciliation.

IT & Security Implements and monitors secure payment methods.

2. Alumni Engagement Strategies

Maintain a regularly updated alumni database.
Organize engagement events (reunions, webinars, etc.).
Send periodic newsletters and targeted campaign emails.
Personalize outreach based on alumni profiles and past contributions.
Leverage social media platforms for wider reach.

3. Fundraising Campaign Management

Set clear fundraising objectives and timelines for each campaign.
Identify target alumni segments for each initiative.
Develop campaign materials (emails, brochures, web pages).
Launch multi-channel campaigns (email, phone, social media).
Monitor campaign progress and adapt strategies as needed.

4. Donation Processing Workflow

1. Donor accesses donation portal or responds to campaign communication.
2. Donor fills out required information and selects payment method.
3. System validates and securely processes payment (credit card, bank transfer, etc.).
4. Automated and manual checks confirm receipt of funds.
5. Donation and donor details are entered into the database using unique identifiers.

5. Record-Keeping and Confidentiality

Maintain secure, encrypted databases for donor information and transactions.



Restrict data access to authorized personnel only.
Regularly backup records and review access logs for irregularities.
Ensure compliance with data protection laws and institutional privacy policies.

6. Secure Payment Method Implementation

Utilize secure, PCI DSS-compliant payment gateways.
Enable options for recurring and one-time donations.
Regularly test and monitor payment security protocols.
Provide donors with clear instructions on payment security.

7. Donor Communication and Acknowledgment

Send automated or personalized acknowledgment emails/letters within 48 hours of donation.
Provide official receipts for tax purposes with complete transaction details.
Communicate the impact of donations via newsletters, reports, and personal thank-you notes.

8. Reporting and Outcome Evaluation

Generate regular reports summarizing fundraising performance (number of donors, total amount, campaign
effectiveness).
Share outcome reports with stakeholders and key alumni contributors to demonstrate transparency.
Analyze results to inform future campaign strategies.

9. Review and Continuous Improvement

Review workflow effectiveness and security measures annually.
Gather and incorporate donor feedback to refine processes.
Stay updated with best practices and regulatory changes.

Appendices

Sample donation forms and acknowledgment letters
Contact details for fundraising and donation support
References to data privacy and institutional fundraising policies
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