D
External Relations

13
Fundraising

The function of raising revenue additional to that provided by the main funding bodies, to support and develop the institution’s estate, activities and operations.

13.1
Fundraising Strategy Development
The activities involved in developing and establishing the institution’s fundraising strategy.

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development and establishment of the institution's fundraising strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal




13.2 Fundraising Planning 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the formulation of plans for the implementation of the institution's fundraising strategy.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal


13.3
Fundraising Performance Management
The activities involved in managing the institution’s performance against the plans for implementing its fundraising strategy.

Activities include: developing performance indicators and measurement mechanisms; measuring, monitoring and analysing performance; conducting formal reviews of performance and responding to the results, including preparing and implementing action plans to address under-performance or other issues raised. 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records containing data on, and analyses of, performance against the plans for the implementation of the institution's fundraising strategy.
	
	Current year + 1 year
	
	

	
	
	
	
	

	Records containing reports of performance against the plans for the implementation of the institution's fundraising strategy.
	
	Current year + 5 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records documenting the conduct and results of audits and reviews of the fundraising function, and responses to the results.
	
	Current year + 5 years
	
	Review for archival value

Consult Records Manager before disposal



13.4 Fundraising Policy Development 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development and establishment of the institution's fundraising policies.
	
	Superseded + 5 years
	
	Review for archival value

Consult Records Manager before disposal


13.5 Fundraising Procedures Development 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the development of the institution's fundraising procedures.
	
	Superseded + 3 years
	
	


13.6 Fundraising Campaign Management 

	Description
	
	Retention Period
	
	Notes

	
	
	
	
	

	Records documenting the design, conduct and summary results of fundraising campaigns.
	
	Last action on campaign + 5 years
	
	Review for archival value

Consult Records Manager before disposal

	
	
	
	
	

	Records containing details of individual responses to fundraising campaigns.
	
	Completion of analysis of data
	
	Retention must comply with the provisions of the Data Protection Act, 1998, c.29


For commissioning/purchasing campaign support materials, use the appropriate section of 35
Procurement.
For handling incoming funds, use 28.7 Finance Management – Financial Accounting.
