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Gift Processing Steps for Raiser’s Edge® Users 
 

 
Overview 
 

We all have the goal of efficient and accurate gift processing.  However, this isn’t always the 

easiest goal to achieve.  Luckily, some of the obstructions are easy to overcome.  Clarifying 

and recording the steps for handling a donation can resolve some of the following issues: 

 

 Important steps in the gift handling process that are occasionally (or regularly) 

skipped. 

 It’s not clear who is responsible for each task so… 

o No one does a particular step, resulting in insufficient gift information in Raiser’s 

Edge. 

o Too many people do a particular step, resulting in redundant work and possibly 

incorrect gift information.   

 Multiple people handle the same task and do it in different ways.  One solution is to 

limit the number of people who do any particular task.  Another is to document how 

each task is done, at least the tricky ones, to promote consistency across users. 

 

How to Use this Document 
 
We’ve provided this document in Microsoft Word format so you can modify it to fit your 

organization.  We recommend the following steps: 

 

1. Save a copy of the document as Gift Processing Steps – Baseline. Cut out the first 

two pages (these instructions and our contact information).  We’d appreciate you 

keeping the footer intact. 

2. Modify the table to reflect your current steps.  Don’t worry about recording 

redundancies, inefficiencies or having too many hands in the pot.  It’s important to 

get an accurate picture what’s actually happening now. 

3. Once you have a clear picture of what’s happening now, examine each step / task 

and note the following: 

a. Are multiple people doing the same step / task when it only needs to happen 

once? 

b. Are multiple people doing the same task in different ways? 

c. Is one person is doing the same task in different ways at different times? 

d. Are lots of people (too many) needed to move a particular step forward? 

e. Identify the 3 or 4 steps that take the longest and/or cause the most 

confusion or errors. 

4. Once you’ve made these fairly objective evaluations, review the steps again to see if 

any stand out as being too complicated and could be done more easily.  Trust your 

gut instincts, you know your gift flow best. 

5. Save a copy of the document as Gift Processing Steps – Draft and use this copy for 

the next few items. 

6. Brainstorm.  For each step you’ve identified as needing attention, come up with a 

few ideas about how that step could be done better.  Consider making the step 

simpler or having fewer people involved.  Is the current position appropriate for this 

task or could it logically be shifted to another position’s responsibilities? Or could you 

eliminate the step altogether?  Don’t worry about the ideas being good or bad, they 

can be sorted out later. 
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7. Next sort out the raw ideas into what could work for your organization, and what 

wouldn’t.  Identify how you’ll improve the steps that need help. 

8. Once the steps themselves have been streamlined, you can now look at the order of 

the steps.  Should the order be changed?  Consider changing the order to minimize 

long wait periods between certain steps and excessive “back-and-forth” between 

people that could be eliminated. 

9. Save a copy of the document as Gift Processing Steps – Current.  Make the changes 

you’ve decided on. 

10. Visit our website and download the Free Resource “Donation Flowchart” and update 

to reflect your final decisions. 

11. Use the documents for a month, then revisit them and modify based on your 

experience.  Revisit the documents (and your processes) every six months to see if 

changes should be made. 

 

For a more complete approach, use this document in conjunction with our other Free 

Resources, including our Donation Flowchart and Major Gift Income Transmittal. 

 

Raiser’s Edge is a powerful tool for organizing and tracking your major gift cultivation 

efforts.  Yet many users aren’t sure how to get started or just don’t have the time.  Either 

way they’re missing out.  If this sounds familiar, let us help you!  Through our experience 

at over 600 organizations across the nation, we've developed a clear, sound process for 

optimizing our clients' use of the Raiser's Edge software.  Our services include system 

assessments, data conversions, data cleanup (including codes / tables and duplicates), 

business process design and documentation, query and report setup, and training.  For 

our clients with advanced needs, we can develop Crystal Reports, integrate with other 

databases and perform custom programming.  These services provide our clients a solid 

foundation for effective use of this powerful fundraising tool.  

 
Contact us today for more information! 

 

Beverly Hannay 

Business Development Associate 

518-797-3438 

beverly@teamheller.com 

 
 
Originally prepared by Heller Consulting, Inc. Heller Consulting requests that this document not be shared with 
other organizations or posted to public forums. For the benefit of your organization, this document is open to 
editing. However, any changes made to this document after original development may not necessarily reflect the 
recommendations of Heller Consulting. 
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Gift Processing Steps 
 

STEP PROCEDURE WHO 

PERFORMS 

1.  The mail is opened and donations are sorted out. 
 

 

2.  Donations are forwarded to Development. 
 

 

3.  A tape is run on the daily total.  The total is noted on the batch 
cover sheet. 
 

 

4.  Copies of checks are made. Check copies are kept with gift 
documentation. 

 

 

5.  An extra two copies are made of major/VIP/special gifts.  One is 

forwarded to senior staff with an income transmittal. (See Heller 
Consulting’s free resource Major Gift Income Transmittal for more 

detail.) The other is filed in the major donor files. 
 

 

6.  Original checks are forwarded to Accounting with the adding 
machine tape. 
 

 

7.  Check copies, documentation and batch sheet are forwarded to 
DBA. 

 

 

8.  Gifts are sorted into batches.  Each batch is numbered and 

described on the batch sheet.  The batches are totaled and the total 
of the batches is matched to the daily total. 

 

 

9.  Income transmittals are returned to DBA with coding decisions 

clarified. 
 

 

10.  Income transmittals are returned to the correct batch.  A batch 
cannot proceed to the next step until income transmittals are 
returned. 

 

 

11.  Batches are assigned to gift processing staff. 

 

 

12.  Batches are created, data is entered and validated. 

 

 

13.  Data entry is checked and batches are committed.  Batch control 

reports are printed.  Completion of batches is noted on the batch 
cover sheet. 

 

 

14.  Daily revenue reports are run.  Totals on revenue reports are 

checked against the total on the batch sheet.  When verified, one 
copy is filed with batches and one copy is forwarded to Accounting. 
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15.  Gift acknowledgments are created in Word.  An electronic copy is 
saved in the designated folder on the network.  Acknowledgments 

are printed. 
 

 

16.  Major/VIP/special gift acknowledgments are separated out for 
signature/notes by senior staff.  A copy of special acknowledgments 
is inserted into the major donor files. 

 

 

17.  Acknowledgments are stuffed and mailed. 

 

 

 

 


