Monthly Donor Check-In Template

How to Use This
Send one of these notes monthly to your 10 key donors. Not an ask. Just a touch. The goal is to keep them connected to your mission and to you.  Choose the format that feels natural (email, text, phone call, coffee). Personalize it. Make it genuine.

4-SENTENCE TEMPLATE
Sentence 1: Specific impact update
1. This month, we served [X] families or Last week, we hosted [event] and [outcome happened]. Be specific.

Sentence 2: Why it matters (personal connection)
1. This directly connects to the issue you care about or remind them why they are connected to your mission. Or simply: I thought of you when this happened.

Sentence 3: Personal note or question
1. How have you been? or I would love to catch up—when are you free for coffee? or What is on your mind these days?

Sentence 4: Closing
1. Thanks for being part of this. Looking forward to seeing you soon. Just warm. Just genuine.

EXAMPLE 1: Impact Update
Hi [Name], This month we served 24 young people through our mentoring program—that is the highest number we have had in six months. Several of them are now asking about leadership roles, which is exactly what we hope for. I thought of you because you have been so committed to youth development in our community. How have you been? Would love to grab coffee soon if you are open to it. Thanks for everything you do for us.

EXAMPLE 2: Event/Program Update
Hi [Name], Last week we hosted a community forum on housing—standing room only, which never happens. A woman stood up and shared her story of finding stable housing through our program, and there was not a dry eye in the room. This is the work you have been supporting. How are things with you? Would you be up for coffee to talk about what is ahead? Really grateful for you.

EXAMPLE 3: Simple Check-In
Hi [Name], Just thinking of you. We have been in planning mode for the fall, and it reminded me of the conversation we had about [topic they care about]. Would love to catch up soon—it has been too long. When are you free? Hope you are doing well.

KEY REMINDERS
1. No ask. Not will you give more or can you introduce me to someone. Just relationship.
1. Keep it short. Three sentences is fine. Phone call or coffee is even better.
1. Calendar it. Do not wait for inspiration. Block the first Monday of every month and check in with 2–3 donors.
1. Log it. Note the date, format (email/call/coffee), and what you talked about in your donor tracker.
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