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Preparation Time: The ideal time to mail out an end of the year 
appeal is the Wednesday before Thanksgiving. Our Receta will be 
timed to meet that date.

Number of Servings: Depends on your goal

Ingredientes: Before we begin, gather your thoughts about some of 
the key ingredients of your end of year campaign
    

    1. Goal: how much do you hope to make?
    2. What will you ask: for a specific amount, for a specific purpose?
    3. Who will you appeal to: current supporters, friends of your staff and board, 

purchased lists?
    4. What will it look like: simple letter and envelope or something slick?
    5. How can people donate: will you enclose return envelope, will it be stamped, online?
    6. How much will it cost: can you afford to spend money to make money?
    7. How will you keep track of what’s coming in: do you have software or will you keep 

manual ledgers? 
    8. How will you thank people: do you have thank you stationery, will you send a gift or 

put their names on your website? 
    9. Who will be in charge of this project: your development director, your general 

manager, a volunteer? 1 of 14

Let’s cook up an end-of-year appeal that will continue 
your great programming and community involvement 
by bringing much-needed funding to your station. What 
follows is step-by step, week-by-week advice on how 
to reach out to potential donors when people are most 
generous – during the last few months of the year. 

Follow, improvise or improve on this recipe and you’ll find 
yourself having great fun – if you define fun as opening 
envelopes stuffed with donations for your station by way of 
checks, money orders, and credit cards. So let’s get cooking!
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Preparation Time: Your end of the year appeal should be mailed 
the Wednesday before Thanksgiving.

Yield or Number of Servings: $5,000 (This is just an example; your 
number of servings may be more or less)

Ingredientes: As any cook knows, what you get out of a recipe 
depends on what you put in. The quality of your yield will reflect 
the quality of your ingredients:

1. How many people do you think will donate? Be realistic. If 400 people are members, 
don’t expect 2,000 people to respond to an end of year appeal. Perhaps 100 to 200? 
If 30,000 people come to your special events, then the potential giving pool has 
expanded significantly. Your estimated number of donors and eventually your goal 
is a combination of factually-grounded numbers with a healthy dose of optimism. If 
you’ve done this before obviously you have a strong reality on which to base this year’s 
projections. Don’t forget to add a pinch of growth.  

2. How much do you think each person who responds will donate? If you have 
members and know what their average gift is, base your projections on that. Don’t 
expect that if the average donation is $90, it will, by some Christmas miracle, increase to 
$500 just because it’s the holidays. How much do people pay for tickets to your special 
events;  that could serve as the basis for your projections. 

3. What is the anticipated rate of return? Although we’d love to think that we’d have 
100% participation, this is never the case. The rate of return for a direct mail appeal 
can be 2 to 4%. For an appeal by email, the response rate is .12%.

4. The response rate can be affected by the temperature of your mailing list.
        • Is your list of potential donors hot: are they familiar with you, know of your work, have 

they heard from you lately?
        • Is your list of potential donors cold because they have never heard from you or about 

you?

        Tips for warming your list.
        • Mix a hot list with a cold list.
       •  Write a short personal note on each letter.  
        • Assuming you already know who you’ll be sending appeal letters to, reach out to 

them now. It should only be information, not a request for money. 

    Obviously, the hotter your list is, the higher your return rate will be.

Get Ready for the Next Step: Before next week, determine a realistic goal.  
Take into account the ability of your donors to give the anticipated level of gift and your 
ability to generate the number of letters it will take to produce the number of needed 
donors.
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Preparation Time: Twelve weeks until your end-of-
the-year appeal should be mailed. Plan to mail it the 
Wednesday before Thanksgiving.

Yield or Number of Servings: $5,000 (This is just an 
example; your number of servings may be more or may 
be less.)

Cost Per Serving: Keeping in mind the saying “You’ve 
got to spend money to make money,” let’s figure out how 
much it’ll cost you to raise $5,000 and how much of that 
money you get to keep.

Assumption: You’re sending out 2,500 letters because 
you’re anticipating 100 contributors to each give $50.

Mailing List: Where will you get 2,500 names and addresses? If you have 2,500 names 
in-house, the mailing list is free. If you don’t have that large a list, there are a number of 
websites that specialize in selling lists. Costs can average $190 for 2,500 names and you can 
pick the characteristics of the people on the mailing list. Caution: those of you receiving 
a Community Service Grant can buy a list of names for your mailing but you cannot sell or 
trade the names and addresses of your donors with another organization.

How Will You Do It: Are you going to do this in-house or have a mail house or someone 
like FedEx/Kinko’s handle everything?

If You Do This In-House
You can print the 2,500 2-page letters from your computer and personalize them by 
mail-merging your letter with your database of names.   

The in-house costs you should consider: Printer ink ($75), paper ($42), envelopes ($145), 
return reply envelope ($95); 1st class postage ($1,100). Your mailing costs can be lowered 
by doing bulk mailing in house but popular wisdom is that people pay more attention to 
a stamped letter. If you do bulk mailing in house be sure that you understand and follow 
the instructions from the U.S. Postal Service precisely or they can delay or reject your 
mailing.

 Total Cost: $1,457 w/o list; station keeps $3,543
  $1,647 w/list; station keeps $3,353

If You Outsource This To A Mailhouse
You have to provide the list of names so again, it will either be free or cost about $190. 
Estimated cost for cleaning your list of invalid addresses, producing personalized letters, 
printing your logo on the outside envelope, stuffing the envelopes, providing 1st class 
postage and taking the appeal letter to the post office. $1,813

 Total Cost: $1,813 w/o list; station keeps $3,187
  $2003 w/list; station keeps $2,997

continued
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Additional Costs
The total net revenue to the station will be slightly less because you will need to 
produce 100 thank-you notes that can serve as proof to the IRS of the donation.

Thank-You Gifts: These can be things such as including donor names on your 
website or sending a cd that was donated to you. The cost of these things is $0. 
But if it costs you something to acquire the thank-you gift, factor these costs 
in. Don’t forget, the bigger and bulkier the thank-you gift, the more it will cost 
to mail. This increases your costs, leaving less to keep in the station. The most 
important thing about thank-you gifts is that if you promised it, deliver!

Upfront Costs: What funds do I need to get this project done and what can I pay 
later after the money starts coming in? Will the mailing house bill you? Can you 
charge the paper, envelopes and ink on an office supplies credit account? Does 
the station have a credit card that can be utilized to purchase the stamps?

Hidden Cost: The cost that is usually overlooked is the staff time devoted to 
putting together an end-of-the-year appeal. It is a project that requires someone 
to be in charge.

Before Next Week: Determine who will spearhead this project. Take into account 
your current staffing and how much additional work they can take on. It may be 
more cost effective for you to acquire a list and outsource.

Receta para Cochinito Relleno de Dinero 3 continued
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Preparation Time: You should mail your letter requesting an end-of-
year contribution on the Wednesday before Thanksgiving.

Yield or Number of Servings: $5,000 (This is just an example; your 
number of servings may be more or may be less.)

Hidden Cost Per Serving: The cost that is usually overlooked is the 
staff time devoted to putting together an end of year appeal. To be 
successful, this receta for an end-of-year appeal needs a head chef, 
someone who is in charge.

Here’s What the Chef Needs to Coordinate:

If you’re outsourcing the project
 • Writing the letter
 • Getting 2,500 names and addresses into an access database either from your own list 

of contacts or by purchasing it.
 • Liaison with the mail house to be sure your appeal gets out on time
 • Keeping track of the donations
 • Sending thank-you notes and IRS acknowledgements

If you’re doing the project in-house
 • Writing the letter
 • Getting 2,500 names and addresses into an access database either from your own list 

of contacts or by purchasing it
 • Buying the materials: stamps, envelopes (mailing and business reply), paper
 • Mail-merging your list with your letter allows you to personalize 
 • Printing out the letters
 • Printing out address and return address labels
 • Folding letters and stuffing the envelopes
 • Affixing 1st class postage (If you do bulk mailing, do exactly                                            

what the post office tells you and hopefully no one will get hurt)
 • Delivering to the post office
 • Keeping track of the donations
 • Sending thank-you notes and IRS acknowledgements

Who’s the Chef? The Director of Development should be in charge of this project and is 
probably very familiar with delegating tasks to volunteers. If there is no one in charge of 
fundraising, you should seriously consider outsourcing the project.

Keep reminding yourself - IT REALLY WORKS! Inspired by last year’s webinar (archived at 
www.nfcb.org), Koahnic Broadcasting launched their first end-of-the-year appeal in 2011. 
Koahnic exceeded their goal of $11,000 and raised $17,000!
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¿Quién rellenará el cochinto? / Who you gonna ask? 

Potential Chefs: LPRC has heard from KRZA, KGUA and Kohanic 
Broadcasting that they’re cooking up an end-of-year appeal. 
Are you? Tell us about your recipe. Any pointers you want to 
share?
Preparation Time: The Wednesday before Thanksgiving is 
the ideal time to send an end-of-the-year campaign. In our 
countdown, you’ve got 10 weeks.

Who You Gonna Ask?
The Hot and Warm List: The temperature of your list is determined by how much potential 
donors know about your station.

The hottest prospects are people who have already demonstrated their willingness to 
financially support the station. The warm list is audience members who have never donated, 
people that have an inkling of what your station does or people who are introduced to your 
station by someone they trust.
Does the station have a database of donors that you can utilize? Many times current 
donors will respond to an end-of-the-year appeal that doesn’t extend their membership but 
demonstrates their continuing support of the station.
Who do you and all the staff know that may contribute that amount? Even if they don’t listen 
to the station, your friends may be willing to support the station because their friend works 
there.
Who do the station’s volunteers know? You know it takes a village to build a project and 
support it. Your volunteers may be able to bring in support from their circles.
Can the Board of Directors and your Community Advisory Board provide a list of names 
to which a request for a donation can be sent? Many times their colleagues and friends will 
support the causes, not because they know your station, but because they know the member 
of the Board who is asking for the gift.
When you host special events, have you been collecting the names and addresses of the 
attendees? Every time the station is at a festival, collect names and addresses through a 
giveaway for which people must register. This list can be warm or cold depending on the type 
of giveaways they are registering for. People who register for cds from Los Tigres del Norte are 
more likely to listen and subsequently give to a station that plays that music. But people who 
register for dinner certificates and don’t enjoy the music your station plays may never donate, 
no matter how many letters you send them.

Cold Lists: Even though you can prescribe the characteristics you want the list to have, if you buy 
it, it’ll probably be very cold. Perhaps they’ll have some vague recollection of hearing about your 
station, but for the most part, purchased lists are cold calls. That doesn’t mean they’re not worth 
investing in. Some websites offer 2,500 names for under $200 - because hopefully you’ll make 
that $200 - but also remember that you will get your station’s call letters and frequency out in 
front of 2,500 people. Good publicity!

The reasons for a donation can be anything - perhaps they really like your station, perhaps 
they’re personal friends of your board members and financially support whatever you’re involved 
with. Maybe they need an IRS deduction.

Whatever the motivation, be sure to thank them for their gift. And try to retain them as a donor 
for the future.

For next week, get your lists together or at least decide where you’re going to 
get your list from.
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Cómo pedir el relleno / How to ask for the stuffing 
Chefs: WRTU, KRZA, KGUA and Kohanic Broadcasting are 
cooking up an end-of-year appeal, As soon as they start cooking, 
we’ll share details.

Preparation Time: You’ve got a few weeks to prepare your end-of-
year appeal and mail it the Wednesday before Thanksgiving.

How Are You Gonna Ask for the Stuffing?

This is an end-of-year appeal LETTER, an art form many people bemoan as a lost art. 
It isn’t a slick brochure or a highly-produced pamphlet. It is a heartfelt, personal letter 
from the head of the station.

• It should be at least one to two pages long. You do have to make a compelling 
case for support.

• Knowing that some people won’t take the time to read two pages, ask for what 
you want in the first few paragraphs.

• Knowing that some people will read your entire letter, be sure that it is interesting 
and compelling throughout.

• Just like a novel, make people want to keep reading. Have an interesting, 
attention-grabbing opening.

• Include suggested levels of contribution, with the lowest being the amount you’d 
like them to give.

• Personalize the end-of-year appeal by merging your database with your letter.

• Personalize the letter even more with a HANDWRITTEN note to the potential 
contributors. This may be impossible if you’ve outsourced the project, but the 
mailhouse may be willing to work with you on this. The note can be as simple as “Hi, 
hope we can count on you” accompanied by your informal signature.

• Although all the letters have the name and signature of the CEO, the personal notes 
should be written by the person who has the relationship with the potential 
donor.

• Include a self-addressed but NOT STAMPED envelope.

• Include a voucher where the donor indicates their contact info, the level of their 
gift and their payment method./

• Make it easy for people to donate. Accept checks, credit cards and make it possible 
to donate on your website.

For Next Week: Make sure you are equipped to accept credit cards and that your 
website allows people to donate securely on-line.
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¿Cuando pedirás el relleno? / When Are You Gonna Ask?
‘Twas the night before Thanksgiving
And all through the stations
The fundraisers were taking
Their letters for mailing
The letters were personalized
And carefully crafted
In hopes the response
Would rattle the rafters
In their offices, GM’s paced back and forth
While visions of money danced in their heads
When what to their wondering eyes did appear
But envelopes with checks from far & from near
On-line donations and credit cards too
There’s money out there, just waiting for you!

Don’t Forget: Get your end-of-the-year appeal letters in the mail on the Wednesday before 
Thanksgiving. That’s 8 weeks from now.

Question: Can you accept credit card donations on-line at your website? If not yet, can you 
work this out? Remember, you should give people many options or ways in which they can 
give you money. If you type “on-line donations” in your search engine, many options appear. 
Talk to your bank, talk to your web designer. Make it easy for people to donate.
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¿Cuándo es el día de dar las gracias? / When is the day to say thanks? 
No, it’s not just on Thanksgiving. It’s every time you say thank you to 
those that respond to your end-of-year appeal. It can come shortly 
after Thanksgiving and, as in the case of LPRC’s first end-of-year 
appeal, continue as late as March of the next year.

Time to start planning your thank-you letter now because you never 
know when you’ll need it. You may have to send your first ones out 
a few days after you drop your appeal in the mail. Since you only 
send the appeal once and don’t followup with a series of reminders, 
people may respond immediately or it may become a matter of 
“Where did I put that letter?” or “Honey, did you send the check?”

There’s a direct correlation between the length of time it takes you to say thank you after 
you receive the gift and whether or not that same donor will give again. According to the 
experts, the longer it takes you to dar las gracias, the less likely it is that you will receive 
another contribution from them.

Not saying thanks, not acknowledging the gift or not issuing the tax donation letter 
necessary for people to claim the allowable donation on their tax returns almost certainly 
guarantees that you’ll never hear from that donor again - unless it’s your mom. Then you 
may get a severe scolding. Ouch!

Receta para Cochinito Relleno de Dinero 8 
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Cómo Pedir el Relleno/How to Ask for Money         
Preparation Time: Yikes! Only a few weeks until the Wednesday 
before Thanksgiving, the ideal time to mail your end-of-year appeal 
letter.

That means today is the day - the day you make yourself sit down 
and write the letter that will bring money to your station, the end-
of-year appeal letter.

It's a letter that should:
• Make the recipients want to donate.
• Be compelling.
• Have an opening line that makes people want to keep reading.
• Address the needs of the audience, not focus on the needs of the station.
• Give your donors guidelines on how much you'd like them to donate.
• Not be a slick, highly-produced pamphlet but a sincere, from-the-heart letter.
• Have a personal note from whoever best knows the potential donor.
• Let people know how to donate by giving them the on-line option or contain an 

UNSTAMPED return envelope.
• Be no longer than two pages.
• Only be sent once.

Are you sweating yet? This is a pretty heavy responsibility and if you’re like me, you keep 
putting it off. Like Scarlett O’Herrera - we’ll think about this mañana. Well, mañana ya 
llegó.

Which of the following do you think is a good opening sentence for an end-of-year 
appeal?
1. This letter is to request an end-of-year gift of $50.
2. Happy holidays! Hope the station is on your holiday gift list!
3. Feliz Navidad! At 89.3 FM we send you the gift of music each day. Today we also 

wanted to wish you a happy holiday season.
4. During this holiday season, may we shower you with great music, compelling radio, 

the voices of your community - and oh yes, an IRS deduction?
5. Give us $50 and we’ll stay on the air.
6. Children and Christmas - they were made for each other. You and public radio 

complete one another and ensure a wonderful audio legacy for your children.
7. Margaritas, coquito, ponche or champurrada - however you celebrate la Navidad may 

it always be accompanied by the great news and information of 88.6 FM.

TODAY: Sit down and write your end-of-year appeal! As the prophets say: “The time is 
getting near.”
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Keeping track of the Relleno /                                       
Keeping track of the Money    
I feel like Paul Rivera, riding throughout the land and sounding 
the alarm, "!Ya viene el Día de Acción de Gracias! Thanksgiving 
is coming! Thanksgiving is coming! Get those appeal letters 
ready to go in the mail the Wednesday before Thanksgiving."

Prepare for next year by gathering data this year. Yes, you're 
going to do this again next year because this year's success will 
make you realize that you leave money on the table if you don't 

do it. To build on this year's success you have to know what you're doing right and what 
areas need boosting.

When the money starts coming in, you should keep track of:

1.  The date you mailed your appeal letter. Although we're trying to mail it the 
Wednesday before Thanksgiving, life happens and we may end up mailing the letters 
on other dates.

2. How many letters you mailed. Comparing this number to the number of donations 
you received determines your response rate.

3. Taking into account postage, acquisition fees, printing, etc. how much did this all 
cost? Once your contributions are in you can calculate how much you actually made 
through this mailing.

4. Who responded? This is critical. Not only will it make you feel good that someone 
values your work, but (1) the names and addresses of donors should be on your 
thank-you letter list; (2) you should maintain contact with them throughout the year; 
and (3) incorporate them into your organization. Cultivate! Cultivate!

5. How much did they give? Use the totals of the dollars and donors to figure your 
average gift. How does it compare to what you asked for in your letter? Do you need 
to tweak your “suggested gift guidelines” amount up or down next year?

6. How did they respond? Compare the mail vs. on-line responses. Once you have data 
for a few years, do you see any trends?

GoalBusters Consulting (www.goalbusters.net) has a particularly good automatically 
calculates and adds your raw data. This is an excellent feature for those of us who have 
sketchy math skills.

THIS WEEK:  Make sure your database is ready. Comb through it for updates, eliminate 
duplicates and add new people.
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PERSONAL         
Whether you’re reading this as a Spanish or English word, 
it means the same thing. Getting up close and personal 
with potential donors - it’s a good thing.

You’ve written a touching, sincere letter that focuses on 
the needs of the audience and weaves in how donating to 
your station helps meet that need.

You have a list of names and addresses for the people you 
will be appealing to.

If you’re outsourcing your end-of-year-appeal to a mail house, deliver these two 
elements and the rest will magically be done for you. But as we all know, magic isn’t free 
so get ready to pay that bill from the proceeds of your letter.

If you’re doing the mailing in-house, you now have the joy and challenge of 
personalizing your letters through the process called “mail merge.” Mail merge makes a 
letter more personal - in a typewritten sort of way. It’s better than a straight form letter 
that reads “Dear supporter” but nowhere near the level of personalization that comes 
with a hand-written “Hi, Ileana! Hope we can keep bringing you the music you love with 
your help.” and signed by you. And of course if you mention their kids or beloved pets in 
your note, the personalization quotient begins to shoot out the roof.

For those familiar with or old pros at “mail merge” this process is one you can probably 
do with one hand tied behind your back and the other on the keyboard of your 
computer.

Those of us who have always had our mail merged by someone else, it’s never too late 
to learn a new skill. If you have the latest version of Microsoft Word, there’s a Mail Merge 
Wizard. You can also type “How do I mail merge” in your Internet browser and receive a 
number of information sources. If you have an I-Phone, Siri can probably look it up for 
you. But if you’re lucky enough to know someone with this mad skill, give them a call.

TODAY: Practice your mail merging skills!
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Keep The Relleno Coming: Say Thanks con 
Chiste
Making an impression on donors is your goal, whether it’s in 
how you satisfy audience needs, the way your appeal letter 
reads or the manner in which you say thank you.

Shanon Doolittle from razoo.com notes that “... most nonprofits 
seem to be working from the same mandate when it comes to 
donor correspondence - keep it stuffy and unenjoyable. Let’s 
remember one thing, fellow do-gooder, donors are in the joy 
zone when they give. Don’t spoil their experience with an uninspired message of thanks. 
Instead, make it your mission to send a note of gratitude that is guaranteed to make 
your donors smile!

Remember, your job is to delight your donors. That boring, vanilla, and yawner of a 
thank you note? It doesn’t reinforce the happiness they felt when they made their gift. 
Rather, it sends a message that you can’t be bothered to send a unique, personal, and 
engaging message-that you care more about the gift than the person behind it.”

Shannon makes an excellent point and has some pretty funny and memorable opening 
lines:
    1. You’re a lifesaver. Literally. And thanks for believing in someone you don’t even 

know.

   2. Is there no limit to your awesomeness? Thank you!

    3. You can’t see me but I’m totally doing a happy dance.

    4. I’m beginning to think you’re serious about this whole humanitarian thing.

But consider injecting cultural relevance into your letter. Put as much zing in your thank 
you letters as you do in your salsa.

    1. Enchiladas, tacos and you! (Or arroz con gandules, pasteles and you! Or insert your 
local Latino cuisine.) You’re all great and an important part of this Latino station. 
Thank you for your gift!

    2. Your donation envelope was like a little piñata. We opened it and out fell your gift. 
Gracias!

    3. Guess what (Pancho Claus/Los Tres Reyes) brought us? A gift from you!                   

 Gracias, thank you!

TODAY: Create a funny opening line for your thank-you letters!
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Prepare la Mesa / Set the Table  
Preparation Time: You’ve been working very hard for the last twelve weeks. In one week 
you will be sitting down to enjoy the fruits of your labor. Your end of the year appeal should 
be mailed the Wednesday before Thanksgiving.

    •  You’ve set the table.

    •  You’ve told people how your station fulfills their needs.

    •  You’ve asked people to support your station.

    •  You’ve suggested an appropriate gift amount.

    •  You’ve made it easy for people to donate by providing a 
self-addressed envelope or directing them to your website.

    •  You are poised to mail your letters on the Wednesday before 
Thanksgiving.

    •  You’ve cooked it up right so get ready to sit back and enjoy.

This Week: Print out your letters and begin to write personal notes on each of them. 
Whoever has the closest relationship with a potential donor should be the one who writes a 
personal message on the appeal letter.
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Todo El Mundo A Comer / Let’s Eat, Everyone   

Preparation Time: This is it! In a few 
days it’ll be the Wednesday before 
Thanksgiving and before you stuff 
the turkey, stuff the mailbox with the 
end-of-year appeals that you signed, 
wrote personal notes, sealed and 
stamped.

This Week: After you’ve mailed 
your appeal letter, sit back and 

relax. At least for a minute, because now you have to get ready for a great 
Thanksgiving. !Feliz Día de Acción de Gracias!

P.S. Didn’t meet the Wednesday before Thanksgiving date to mail your end-
of-year appeal? Not to worry - you can still get your letters out. They may not 
be as effective, they may not garner you as much money as you would like, 
but it’s better late than never. Next year, when you mail your end-of-year 
appeal, you can compare the results.
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