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Managing a Fundraiser: 

How Patron Software Can Help 
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Here’s the scenario: 
 
It’s time to plan the annual Fall Festival Fundraiser.  
 
You’re wondering how you’re going to manage all of the details. 
 
 

When the fundraiser committee needs information, 

will you be able to respond quickly? 

 
 

 

Your first challenge: 
 
It’s 10 a.m. 
 
The phone rings… it’s the fundraiser chairperson.  By 3 p.m. he 
needs a list of all corporate donors who have contributed between 
$5,000 and $10,000 in the last three years.   
 
He’s requested 23 copies of the report.  And can you please email 
him a copy in advance?   
 
Response #1:   There goes your day.   
 
Response #2:    No problem, you’ve got Patron Software. 
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With Patron Software, entering information is easy, but 

retrieving information is even easier! 

 
With our easy-to-learn, intuitive Lookup Form, getting the 

information you need is just a few mouse clicks away 
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You can quickly see how many records match your search criteria 
by looking at the bottom of the form. 
 

   
 

 
 
 
Now run the report requested by 
the fundraiser’s chairperson. 
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Community Outreach Opportunities, Inc. 

Company Name and Address Listing 

XAction Amount Between $5,000 and $10,000  

AND XAction Date Between 1/1/2006 and 12/31/2008 

 

Company Name / Business Type      Address               Phone / Fax / Email 

Best Bet Rentals  2000 Broughton Circle    (977) 435-2322  

Tool Rental  Suite 1200   (977) 435-2366 

   Mytown, VA 25707    info@bestbetrentals.com 

 

Community Bank  7999 Highsmith St.       (510) 493-8866  

Financial                   Anytown, VA 83922   (510) 493-8844    

     info@communitybank.com 

 

Patron Software, Inc.       201 Lawton Ct.           (910) 262-6224  

Software   Wilmington, NC 28412  

              info@patronsoftware.com 

 

Smith And Associates        2105 Park Ave.           (610) 499-3000  

Insurance  Concord, NC 39265   (610) 499-3002 

                                                     info@smithinsurance.com 

 

Sweet Times Bakery   12 First Ave.            (910) 877-1234  

Bakery   Leland, NC 28451    (910) 877-1254    

      info@sweettimesbakery.com 

  

 

 

Patron Software’s Print Toolbar allows you to alter 

the default page setup, print the report, email it as 

an attachment, or publish it in MS Word. 

 
 

Page Setup 
Print 

Email as Attachment 
Publish to MS Word 
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You’ve met the challenge!!! 
 

 
It’s 10:15 a.m.  
 
The advance copy of the requested report has been emailed and 23 
copies are being printed. 
 
 
You’re ready for the next challenge. 
 
      

                   
    Bring it on! 
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The next challenge is the invitation list. 
 
 
 
 
 

 
 

Invitation List 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
__________________________ 
 
  

 
 

 
 

With Patron Software, an invitation list can 

be prepared in 5 easy steps… 
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Step 1.  Create a Distribution List. 
 

 

 
 
 

Step 2.  Determine who should be added to the list. 
 

Do you want to send an invitation to… 
 

• everyone who has made a contribution, or only those 
who live in your county? 

 
• everyone in a particular company, or only those 

responsible for donations? 
 
You decide to invite only those individuals who live in your 
county, plus company contacts responsible for donations. 
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Step 3.  Add invitees to the list. 
 
Use the Household Lookup Form to find ALL the people who live in 
your county. 
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Use the Next Steps Form to add these people to your distribution list. 
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Next, use the Company Contact Lookup Form to find company 
contacts responsible for donations. 

 
 
 
 
 
 

 
Then add them to your invitation list.  
 
 
 

 
Continue using the Lookup Forms (Households, Companies, 
Volunteers, etc.) to add groups or individuals to your invitation list. 
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Step 4.  Print the invitations… 
 

• Use MS Word mail merge 
 

•  Print mailing labels 
 

•  Export names and addresses to a text file 
 

•  Export names and addresses to a MS Excel 
spreadsheet 

 

… or have them professionally printed. 
 
 
You can also send email to everyone on a distribution list or print 
reports.   
 
 
 

Step 5.  Stuff the envelopes and mail them. 
 

 
You need two volunteers Thursday afternoon 

to prepare the invitations for mailing.  
        

    
 
 

 
Finding those volunteers is just a few clicks away. 
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Use the Volunteer Lookup Form to find the volunteers you need. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

You have identified six volunteers. 
 

Now you can phone each one or send an email. 
 

It couldn’t be easier! 
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The volunteers have finished the job and the invitations are ready 
to go. 
 
Don’t forget to update each volunteer’s number of hours worked! 
 

 

 
 
Run the Voucher Distribution report to help 
you identify all the volunteers who have earned 
a special reward. 
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Congratulations!!   
 

The invitations are in the mail! 
Soon you’ll start receiving income for the fundraiser. 

 
 

How are you going to track it? 
                                  

No problem, you’ve got Patron Software. 
 
 

 
 
The key to managing fundraising income with Patron Software is 
to identify income-producing activities such as sponsorships and 
ticket sales. 

 
 For the Fall Festival fundraiser, these include: 
 

• Buffet Dinner 
� Individual Tickets 
� Table Sponsors 
� In-kind Contributions  

 
• Silent Auction 

� Donated Items 
� Items Purchased 

 
• General Donations 

� Underwriter 
� Cash and In-kind Contributions 
� Pledges 
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First create a record for the Fall Festival fundraiser. 

 
Make sure to enter the financial goal so that progress can be 
monitored. 

 
Include contact information for the event coordinators. 
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Next add information about each component of the fundraiser, 
including the financial goal. 

 

 
 

 
Now you’re ready to record income… 
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You’ve just received a check for $2,500 from Mrs. Gallagher.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Attached to the check is a sticky note indicating that $1,000 is for a 
Table Sponsorship for the Fall Festival.  The remaining $1,500 is 
to go into the Annual Campaign fund. 

 
Mrs. Gallagher’s generous donation qualifies her to receive a gift 
certificate to a local restaurant. 

 
You need to track each of the above transactions.  

 

With Patron Software, recording split 

transactions is no problem. 
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The first entry indicates that this is a split transaction. Record the 
Table Sponsorship purchase first.   
 
 

Don’t forget to send a Thank You letter! 
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The next entry records Mrs. Gallagher’s donation. 
 
Notice that some information from the previous entry is 
automatically filled in (e.g. Reference #, Transaction Date, etc.) 
 

With Patron Software, you have the 

option of printing a receipt… 
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The final entry records Mrs. Gallagher’s complimentary gift 
certificate. 
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You’ve just returned from a nice, relaxing lunch.  It’s 1:00 p.m. 
 
You check your messages and find an urgent request from the Fall 
Festival chairperson. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
He needs an up-to-the-minute update on how close the 
organization is to reaching its fundraising goal. 
 
And, he needs it by 1:30. 
 
 
 
 

No problem, you’ve got Patron Software. 
 
 
With the Event Goal Comparison Report, you’ll always know how 

close you are to attaining your financial goal. 
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Community Outreach Opportunities, Inc. 

Event Goal Comparison Report 
All Dates Included 

Fall Festival 

Event Goal:  $36,000.00 

Buffet Dinner 
Activity Goal:$8,000.00 

Amount    Pledge Fair Market Value 
Household $450.00 $0.00 $0.00 
Company $0.00 $0.00 $0.00 
Participant $0.00 $0.00 $0.00 

$450.00 $0.00 $0.00 

Concert 
Activity Goal:$12,000.00 

Amount    Pledge Fair Market Value 
Household $890.00 $0.00 $0.00 
Company $0.00 $0.00 $0.00 
Participant $0.00 $0.00 $0.00 

$890.00 $0.00 $0.00 

Silent Auction 
Activity Goal:$10,000.00 

Amount    Pledge Fair Market Value 
Household $3,100.00 $0.00 $3,600.00 
Company $0.00 $0.00 $0.00 
Participant $0.00 $0.00 $0.00 

 $3,100.00 $0.00 $3,600.00 

Table Sponsor 
Activity Goal:$4,000.00 

Amount    Pledge Fair Market Value 
Household $3,000.00 $0.00 $0.00 
Company $0.00 $0.00 $0.00 
Participant $0.00 $0.00 $0.00 

 $3,000.00 $0.00 $0.00 

Grand Totals: 
Household $7,440.00 $0.00 $3,600.00 
Company $0.00 $0.00 $0.00 
Participant $0.00 $0.00 $0.00 

 $7,440.00 $0.00 $3,600.00 

Event Goal = $36,000.00 

Total Amount = $7,440.00 
Total Pledge = $0.00 

Difference = $28,560.00 
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Congratulations!!   

 
 
You’ve met all of the challenges and the fundraiser was a big success! 
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How successful was it? 
 

•  How many tickets were sold? 
 

•  How many table sponsors did you have? 
 

•  How much money did the silent auction raise? 
 

•  How many volunteer hours were logged? 

 
 

 
The Transaction Report Options Form allows you to create the exact 
report you need.   
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You can now see how well each activity did… 

 
 

Community Outreach Opportunities, Inc. 
Transaction Report for All Donors 

All Dates Included 
Fall Festival 

  

Event:Fall Festival 

Activity:Silent Auction 

 

 Name /  Transaction Type /  
 Address Date Payment Method        Amount  Tax Deductible Pledge Fair Market 
 

Mr. Michael Davis 
 1215 Livingston Road 
 Hampstead, NC 28433 

 9/15/2007 Purchase                 $2,500.00 $700.00 $0.00 $1,800.00 
 Credit Card 

Robert and Ashley Hinson 
 330 Belvedere Drive 
 Concord, NC 38277 

 9/15/2007 Purchase                    $180.00 $0.00 $0.00 $100.00 
 Check 

Mr. and Mrs. Arthur Martinez 
 308 White Road 
 Mytown, VA 27509 

 9/7/2007 In Kind                         $0.00 $0.00 $0.00 $1,400.00 
 In Kind 

Ms. Lauren Zimmer 
 109 N. Lincoln Ct. 
 Anytown, NC 33728 

 9/15/2007 Purchase                      $420.00 $0.00 $0.00 $300.00 
 Credit Card 

 

Silent Auction        # Transactions: 4                    $3,100.00 $700.00 $0.00 $3,600.00 

 
 
 
Grand Total:   # Transactions: 815        $107,440.00        $44,040.00         $87,500.00     $53,600.00 
 

… as well as how the whole event did. 
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The Volunteer Log Report Options Form gives you lots of 
choices for reporting on Volunteer Hours. 
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Now you want to send a letter of acknowledgement to everyone 
who contributed to the fundraiser. 
 
Use the Transaction Lookup Form to find the complete list. 
 

 
 
 
 
 
Now that you have a complete list, select 
Create Mail/Merge Document for your 
personalized letters.   
 
You can also print Mailing Labels.  
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Congratulations!!   
 

 

 

With Patron Software, you managed a successful 

fundraiser from start to finish. 
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If you believe that Patron Software may be right for you, your 

staff and your organization, please contact us. 

 

We will be happy to answer your questions about Patron 

Software and your record-keeping needs. 

 

(877) 898-3981 
 

info@patronsoftware.com 

 

Patron Software, Inc. 

201 Lawton Circle  

Wilmington, NC 28412 

 

Thank you! 

 


