
 

ANNUAL FUND PLAYBOOK:  
A GUIDE FOR PUBLIC SCHOOLS 
 
An annual fund is a yearly campaign that supports school 
programming, engages families and other school supporters while 
helping all stakeholders  get  clear on supplemental  budget 
priorities.  

 
Suggested steps include: 
 

1. Prepare in advance: 
a. Identify a Fundraising Leader in your school community 
b. Identify a Fundraising Committee that will work with the Leader 
c. Agree on budget and/or project goals 
d. Set up a way to give electronically (PayPal, etc.) 

2. Create a communication timeline for: 
a. Committee meetings 
b. Annual Fund launch 
c. Regular messages and updates (consider weekly update) 
d. Annual Fund wrap up 

3.   Say Thank you - be sure to thank everyone who gives whether it be money, time, encouragement or 
in kind support.   Set up a system to help track not just money, but other ways people give like time, 
energy, sharing on social media, etc.  
 
Some tips include: 

● Work with your principal to develop the purpose of the fund, the  budget and programming targets 
● The first phase of messaging should focus on a clear explanation of goals - what you want to 

raise, in what amount of time, and what it will support.  
● Further messaging should include examples of what donations can do, eg “10 families donating 

$50 funds 8 weeks of after school soccer club”  
● A big  goal is to be transparent and communicative about what the money is going to do and that 

it funds things for everyone  
● Consistent (think about a weekly schedule)  and fresh messaging is key  
● Use different examples each week, ie Milestones (Day 25, Thanksgiving, Winter Holiday) to 

shape the messaging 
● Keep the tone educational and upbeat– you want families to want to read it/feel good about giving  

 
Free or very low-cost tools that some schools use: 

● Survey Monkey - electronic survey and communications  
● Constant Contact - electronic communications 
● Google Groups - small group communication email 
● Google Drive - organize giving levels/groups 
● Airtable - group communication and organization 
● PayPal (fees involved) 
● Vemo (fees involved) 



Sample Timeline-- 
 
JUNE/JULY:  Board discussion/planning  
-Purpose of the Fund?  Set targets (use Enrichment budget as guidance) 
-Develop consistent messaging.  How will dollars get collected/managed/disbursed? 
 
JULY/AUGUST: Finalize budget, Annual Fund targets, draft Announcement to families. 
 
EARLY SEPTEMBER: Rollout!  Annual Fund Announcement (see sample, p. 2) 
 
MID-SEPTEMBER: Annual Fund Launch Letter (see sample, p. 3) 
Build Annual Fund messaging into Principal’s Message at Back-to-School Night. 

 
Messaging TIP: SHOW families where the money goes.  $100 covers... reading materials for 10 students; $500 
covers... Shakespeare Teacher Residency costuming; $2500 covers... theater rental for Ballet X 3rd g performance 
Mix up the message.  Sometimes, go broader.  IF five families GIVE $1,000, it covers... 

 
Simple, clear & concise works best.  
Message online AND on paper (do ‘double duty’ as an envelope, for parents to send back to school and/or drop into HSA mailbox). 
 
SEPTEMBER-DECEMBER: ‘First 100 Days’ Messaging (sample channels incl. eFolder; Class Reps, Principal): 
 
DAY 25: Annual Fund Day 25 Letter (see sample, p. 4) 
DAY 50: Annual Fund Progress Letter (see sample, p. 5) 

 
Event TIP: “ASSIGN” specific grades to kickoffs/milestones, eg kickoff is split between  K-1, 7th-8th g, Mid-way 
Celebration 2nd/6th, First 100 Days 3rd-4th-5th,...  
Promotes cross-grade participation to "work" events and creates Annual Fund buzz. 

 
Event Spotlight: Annual Fund Day 50 Celebration  
--400 apples donated by Honeygrow 
--tables set up at drop-off with ‘Why I Give’ apples for families and students to fill out 
--accept donations on the spot 
--Board members on hand/wear ‘Ask Me About the Annual Fund’ buttons 

--’Why I Give’ apples displayed on bulletin board in common area (heavily-trafficked hallway or Main Office) 
 
DAY 75: Annual Fund Thank You Letter, Cyber Monday, Giving Tuesday (see samples, pp. 6-8) 
DAY 100: Annual Fund Day 100 Letter (see sample, p. 9) 
 
JANUARY-JUNE: monthly reminders to give through eNewsletters, Open Houses, sporting events 

 
HOW TO HANDLE THE MONEY? 
-accept donations via Paypal/Venmo, cash, check 
-include link to Paypal button on school website and in all communications 
-account should be designated as ‘nonprofit’ to cap fees 
-record donations in Quickbooks 
-track donations by donor type: parents/families, matching employer donations, comm’y  

-run Excel reports from Quickbooks of total donations and by grade level to report out  
-send acknowledgments of all donations $250+.  Send in year donation was received, or by Jan 31 of following year 
 



 
 
 



 
 
 



 
 
 



 
 
 



 
 



 
 



 
 



 


