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Class Ambassadors
As a Class Ambassador, you serve as a representative for Paul Smith’s College by contacting classmates, reconnecting them to PSC by sharing current college information, and inviting them to join you in supporting PSC by making the college a philanthropic priority. Your role is essential to helping PSC reach its fund raising goals and support our students education. Please be sure to read all of the enclosed materials and ask if you have any questions.
A FEW GREAT BENEFITS TO VOLUNTEERING AS CLASS AMBASSADOR:

· Make a difference for PSC students and faculty today.
· Have the opportunity to reconnect with classmates and friends.

· Play an active and necessary role in shaping the future of Paul Smith’s College.

THANK YOU FOR VOLUNTEERING!
Before we move on, as a volunteer for Paul Smith’s College, you will see documents that contain personal, biographical, and financial information about alumni. It is your responsibility to keep this information confidential.
What is the Annual Fund?

An annual fund is the catch-all term for Paul Smith’s yearly unrestricted fundraising. It encompasses fundraising efforts including online solicitation, direct mail asks, email appeals, and more. 

It does not include money raised during capital campaigns, for endowment funds, or planned gifts. 

Annual funds are general fundraising campaigns, meaning that the money can be used for the college’s greatest and most urgent needs – unless the donor specifies how the funds should be utilized. This type of unrestricted support is critical for the college’s current and future success.
Why is the Annual Fund Important for Paul Smith’s College?
Did you know that 100% of Paul Smith’s students receive at least some financial assistance? The Annual Fund is critical to allowing PSC to support our students. Other fundraising efforts (like grants) are usually intended for specific purposes. The Annual Fund allows us to have unrestricted funds that provide funds to general operations and immediate student and campus needs. 

Supporting Paul Smith’s College through a gift to the Annual Fund is the best way to ensure your gift will go directly to supporting current students in their studies and extra curricular acitivies. 

Fundraising GOALS 
Each fiscal year (July 1 – June 30), the college has a new set of fundraising goals to achieve. Some of these goals include the following:

· Reunion attendance 
· Annual Fund

· Alumni participation 
BENEFITS OF JOINING HONOR ROLL, DEAN’S LIST, PATRON’S OR PRESIDENT’S CLUB
Donors who support Paul Smith’s College at the Honor Roll and above ($100) will have their name listed at Reunion and in the college’s Annual Giving Report. There will also be a special reception during Reunion with the President for all donors who make a gift at this level. 
Giving Levels:

Honor Roll: $100

Dean’s List: $500

Patron’s Club: $1,000

President’s Club: $5,000

Execultive Chairman’s Club: $10,000

Additionally, at the awards dinner the Class with the highest participation rate, highest amount given, and highest number of donors will be honored with a perpetual plaque in the Alumni Commons of the Student Center. 
CLASS AMBASSADOR ROLES AND RESPONSIBILITIES
Role:

Class Ambassadors serve as a leader for their Paul Smith’s College graduating class and help connect fellow alumni to keep them informed about what is currently happening on our campus. Class Ambassadors engage alumni throughout the year and serve a vital role in engaging alumni and bringing them together during reunion years. 

Responsibilities:
· Communicate current and relevant Paul Smith’s College updates to your class. 

· Reach out to disengaged alumni to help get them involved with the college again. 

· Attend any scheduled Class Ambassador Retreats or trainings. 
· Support Paul Smith’s College events and encourage attendance even if you are not able to yourself. 

· Help facilitate class reunions. 

· “Like” and promote Paul Smith’s College pages on social media (Facebook, Instagram, YouTube, LinkedIn). Share posts and photos to help spread PSC’s work to alumni and beyond. 

· Contribute to the Paul Smith’s College Annual fund and serve as an advocate of its importance to your classmates.

Ways to Help Increase Class Annual Fund Giving:

Collaborate with our team to help build excitement, encourage participation, and create awareness about the need for philanthropic support in non-reunion years. 

· Lead by example and make a gift to the Annual Fund. 

· Encourage and solicit close classmates to give to the Annual Fund. 

· Allow for the Advancement and Alumni Relations team to use your name in class specific mailings and electronic communications. Work with our team to develop personal appeals to your network. 

· Promote annual giving days such as, Giving Tuesday and encourage participation from your class. 

· Work with our team to send out letters or emails encouraging participation. 

· Share information about giving on your social media pages.

· Send thank you and stewardship notes to donors from your class.
All Gifts Must be Received by June 30 Each Year to Count for the Fiscal Year!
GIVING OPPORTUNITIES

Alumni have the chance to direct their gifts to one specific area, if they wish. However, urestricted Annual Fund gifts will support the College’s most urgent priorities.
REUNION GIVING
During a reunion year, each class has the opportunity to make a significant gift to support the college. A reunion gift shows your appreciation for the education that you received and the terrific memories of your time at the college. We encourage alumni to stretch their giving in their reunion year. 

ABOUT THE ANNUAL FUND
PSC relies on financial support from alumni, parents, and friends in order to provide our students with the best educational experience possible. Tuition is the main source of operating revenue for the college, yet it only covers part of the expense it takes to operate Paul Smith’s College. As a result, we also rely upon gifts and grants received from alumni, parents, friends, corporations and foundations to help bridge the gap. 

WHY IS PARTICIPATION IMPORTANT?
The number of PSC alumni who make gifts each fiscal year determines our participation rate. Alumni participation is critical because:

· There is strength in numbers. Many gifts add up to a large sum each year. 

· A high participation rate signals alumni satisfaction with the college. 

· Participation factors into national rankings such as US News and World Report and college guide books.

Support—at any level—makes a difference!
TOOLS FOR CLASS AMBASSADORS
You will be provided with your classmates phone numbers, home addresses, email addresses and gift information. 

Once you begin your outreach, we ask that you record the date of your outreach and any notes about the correspondence or if you were even able to get in touch, and provide your results to us. 
Our team will update your results within our database and will use your notes to continue to build our donor profiles. The greater detail, the better! 

CONVINCING CALLS
A large part of your communication with your peers will be over the phone or via text or e-mail.  Make sure that your message is positive and as clear as possible.  Try utilizing some of these hints when using the phone to contacts class donors.

· Think about what motivates you to support PSC with your gifts and your time. Be prepared to say why you are committed to PSC and make a gift every year. Make your own gift or pledge before you start calling. Asking a classmate for his/her support is much easier to do when you have made your own commitment first.  
· Know what you are going to say before you pick up the phone. Review your prospect’s biographical data and giving history.  
· Begin your call as a conversation about PSC. Let your classmate know right away that you are calling on behalf of the school. Explain the importance of the Annual Fund and be prepared to share your reasons for contributing to PSC both financially and as a volunteer. “Our support is critical for PSC to continue its excellence in teaching and providing programs that enrich students. PSC needs our gifts in order to continue providing outstanding experiential education and an adventurous spirit to its students.” 

· Use the words “consider” and “join me” when asking for a gift. Psychologically, these are the best words to use in solicitations. 

· Thank the alumna/us if he or she is a previous donor. Acknowledge his or her generosity and encourage him/her to continue this tradition of giving. “Thank you so much for your gift last year. The college truly appreciates the support it receives from alumni like us. Our gifts make a difference and students directly benefit from the resources and programs that gifts such as ours provide, just as we did when we were students.”
· Ask for a specific amount. We know larger gifts are secured when a specific amount is suggested. “In honor of our reunion this year, I hope you will consider making a gift of $xx to support Paul Smith’s College.”

or


“I hope you will join me in making an increased gift this year of $XX in honor of our upcoming reunion.” NOTE: If you need help developing your targets for each of your contacts please ask us for help. 

· Wait for the response. Let your classmate think about the request and let them be the next person to speak.
· If the classmate says “YES” 
Thank them and share the various ways available to make a gift. Encourage credit card gifts made online. Credit card is the best and preferred form of payment. Let your classmate know that you can mail or call their credit card information to the college immediately for processing (see enclosed credit card inserts). If the alum does not want to give you their credit card information over the phone encourage them to go online to make their gift, and record their pledge on the top and bottom portions of the call sheet.  Please e-mail your classmate the link.
· If the classmate says “MAYBE”

Inform him or her of the ways to make a gift and stress the importance of participation at any level.

· If the classmate says “NO”
Ask if he or she might consider a smaller, participation-level gift to be part of the overall effort.

· Ask the alumna/us if she/he (or the spouse) works for a matching gift company.  Urge them to contact their personnel office for complete details.

· Verify occupation, home and business address, and e-mail addresses. PSC needs your help in maintaining accurate records of alumni. Please notify the Advancement Office of any change in address and/or status immediately.

· Say thank you! If the prospect makes a pledge to the Annual Fund, saying thank you is a natural response. Remember to say thank you to those who do not make a gift at that time. 
· In closing remind the classmate to check and see if they are eligible for a corporate matching gift. Summarize your conversation and confirm the pledge. Thank them and wrap up!!
· Follow up with an email. You can never thank someone too much. Confirm the pledge or gift in writing, BCC or copy the Advancement office and include the link to give if applicable. If an alumna chose to not make the gift, thank them for their time. 
OVERCOMING OBJECTIONS

ALREADY GAVE OBJECTIONS
Objection: "I already gave..."
Response: "Wonderful! Sometimes our solicitation efforts overlap or cross in the mail. I apologize for contacting you again. Thank you for your support." You can also mention Reunion and say you hope they will attend.
Objection: "I gave last year..."
Response: "That's all the more reason why we're counting on you this year. It's consistent alumni support that allows PSC to move forward. Your participation is greatly needed. Would you continue your support with a gift of $______?” 

Objection: "I'm also an alumnus/alumna of ______. I give to _____. My children attend _____ and that is where we currently contribute…"
Response: "That's a fine institution and supporting it is important. Perhaps you might also consider including PSC in your giving this year as well." 
Or as many PSC alumni attended another insitution after PSC (you may have as well), you can speak about the “unique, hands-on educational experience you received at PSC and supporting PSC makes that experience possible for current students.”
Objection: "I give through the mail every year, so why are you calling me?"
Response: "Many of our alumni like the personal touch of a phone call, and we enjoy speaking with you and thanking you for the ways you've helped make the PSC experience so great. If I can record a pledge for you today, I'll send a confirmation in the mail and you can send in your gift as you like." 

I WANT TO THINK IT OVER OBJECTIONS
Objection: "I want to think it over / Send me something in the mail."
Response: "Certainly. I'll be glad to send you an email with a link to give or have the Advancement office send you a pledge slip. We're keeping track of all pledges received and really would like to add your pledge in with our totals. May I record a specified pledge in your name? How about $____? Then if you decide to give more when the materials arrive, that's great!" 

Objection: "Call me back in a few weeks / months…"
Response: "If you'd like, I can take your pledge now, noting the dollar amount and I will mail you a pledge reminder. Remember, the fiscal year ends June 30th and in order for gifts to count this fiscal year, they must be received by that date! Additionally, you can log on to the PSC website at any time and fulfill your pledge online using our secure web site." 

FINANCIAL OBJECTIONS
Objection: "I can't afford to give now because of (illness, birth, wedding, new house, etc.)... "
Response: Congratulate the person if reason is good; empathize if bad.
•  "I can understand what you mean. I can see how you'd have other commitments and priorities right now, and how that would affect the way you think about giving to PSC this year. The most important thing is to (get/stay) involved. A gift of even $______ would have a great deal of impact and would (get/keep) you involved. How does a gift at that level sound to you?"
•  "Any amount you could contribute would be greatly appreciated. We're concentrating our efforts this year on increasing the numbers of alumni who contribute, regardless of gift size. May we count on you for a pledge of $_____?"
•  "Every gift to PSC is valued very highly. We hope you will contribute this year, even if you're not able to give as much as you'd like. Can we count on you for a pledge of $________?" 

Objection: "I'm still paying off my student loans..."
Response: "I can certainly understand your situation. Education today is very expensive. Would you be willing to help other students have the same opportunities you've had at PSC with a gift of $_______?" 

Objection: "Tuition is so high, how much more money could you need?"
Response: "Actually, tuition never covers the entire cost of a PSC education. Many people don't realize that alumni have always supported current students, even when you were attending, to help fund the cost of attending Paul Smith’s College." 

LEAVE ME ALONE OBJECTIONS
Objection: "I only attended PSC for a semester / I never graduated from Paul Smith’s College..."
Response: "Even though you only attended PSC for a short time, we still consider you a Smitty and hope your educational experience here was positive. That's why I'm asking you for a gift this year." 

Objection: "Why are you calling?"
Response: "I'm calling to update our alumni records and to let you know a little bit about what's happening on campus right now. I'm also calling to provide information to you about this year's annual fund." 

OTHER OBJECTIONS
Objection: "I'm not interested." 
Response:  "May I ask why? Are you unhappy with the college? If so, we'd like to know."  "I'd just like a few minutes to update you on the latest developments on campus. Have you heard about…?" One of the best things you can do in this situation is listen to their frustrations. Tell them you will share back their feelings with the college and send a follow up note that shows you heard them. Some people just need to feel heard. 
EFFECTIVE EMAIL
E-mail can be used effectively as you connect with classmates. See below for some suggestions regarding online communications with your prospects.

· Only use e-mail as a medium for soliciting a gift from a prospect if you have been unable to reach them by phone. In other words, do not make your first attempt at an  “ask” online.- If you don’t know how to reach someone by phone, e-mail them and get their phone number and a good time to speak. Do your best to call at a time that is convenient for them. If they don’t want to connect via phone you may email them about Reunion and making a gift to PSC.
· DO use e-mail to follow-up with your prospects, after your phone call has been received, and your conversation completed. E-mail reminders of important dates or links, for example, are usually welcomed.
· DON’T rely on e-mail as your sole method of correspondence. Though e-mail is quick and easy, it cannot replace the sentiment of a handwritten note or phone conversation.
· DO utilize e-mail as a complement to the rest of your communication with classmates.  E-mail can be effective in helping you to be a good volunteer and we encourage you to take advantage of it. E-mail is an efficient (and cost-effective) way to communicate with other Class Representatives and the Advancement team as well.
· DON’T send messages “en masse” to your classmates. PSC prides itself on the personalization of our appeals and so encourages any type of message to be specifically directed to one person.
· DO direct classmates to the Advancement Office at (518) 327-6315 for more general and broad-based information about the school and its Annual Fund.  
· DON’T give up if your e-mail message “bounces” back (is undeliverable) from your intended recipient. Try connecting on LinkedIn, Facebook, or Instagram and remember e-mail addresses change faster than we could have ever imagined.
HOW TO MAKE A GIFT
Gifts by Check

Checks should be made payable to Paul Smith’s College and mailed to the following address:


Paul Smith’s College
Office of College Advancement
P.O. Box 265
Paul Smiths, NY 12970
Gifts by Credit Card

If you can secure payment via credit or debit card, you guarantee that the gift will be made, you’ll save the college resources because we won’t have to follow up with pledge reminders, and classmates won’t have to think about their gift again...until next year! 

Donors may send credit card information to the college’s address, or give the information to a volunteer who will pass it on to the Annual Fund Office.  MasterCard, Visa, American Express, and Discover are accepted.

Donors may use the secure online giving website https://www.paulsmiths.edu/give/.
If a classmate prefers to make monthly credit card payments, please contact the Advancement Office to discuss or direct them to make a gift online and select recurring gift.
Corporate Matching Gifts

A number of businesses will match their employees’ gifts to Paul Smith’s College. The alumni will receive credit for a company match, as well as recognition from the college for the total gift amount. When making your calls, please be sure to inquire if the individual works for a company that will match his or her gift. After making the gift, the individual should contact their Human Resources department and fill out the necessary paperwork. Alumni can check online to see if their employer has a matching gift program at http://www.matchinggifts.com/paulsmiths/.
Thank you for your continued support of 
Paul Smith’s College
GLOSSARY
UNRESTRICTED GIFT 

The most common form of giving. These gifts are made without restrictions to Paul Smith’s College and are used to meet operating budget needs. They can be made in cash, by check or money order, credit card (Visa, MasterCard, American Express, Discover), or appreciated securities. 

REGULAR DONOR

A consistent donor, one who gives year after year. A good candidate for an increased gift. 

NON-DONOR

A donor who has not given since graduation and, therefore, has no giving history. 

LYBUNT 

An acronym for an individual who has given Last Year But Unfortunately Not This year.

SYBUNT 

An acronym for an individual who has given Some Years But Unfortunately Not This year.

MATCHING GIFT 

Corporate match of an employee’s gift, usually doubling or tripling the personal gift. This is an important source of funds for the college. The donor’s class receives credit for the additional match amount. Remember to always ask if their place of employment will match their gift.
PLEDGE

A written or verbal promise of a gift to be paid by the end of the Annual Fund year (June 30). The Advancement Office formally acknowledges pledges with reminders. 

ANNUAL FUND YEAR

Paul Smith’s College fiscal year runs from July 1 through June 30 each year. Therefore, in order to count towards this year’s annual fund ALL GIFTS must be received by June 30.  

PARTICIPATION


Participation is calculated by dividing the number of donors in the class by the number of solicitable people in the class. All Annual Fund gifts, no matter what size, positively impact the percentage rate. Every gift matters!  
Available Resources 
Facebook: https://www.facebook.com/paulsmithscollege/
Hashtags: #smittypix #paulsmiths #shareyourpscstory #smittystory

Instagram: @paulsmiths
Hashtags: #smittypix #paulsmiths #shareyourpscstory #smittystory
Paul Smith’s College website:

Ways to give: https://www.paulsmiths.edu/give/
Call the Advancement Office: (518) 327-6315
Office of College Advancement: 
Kathy Bonavist, Executive VP, Advancement & Enrollment
kbonavist@paulsmiths.edu
(518) 327-6024

Madison Bonney, Office Coordinator & Database Manager

mbonney@paulsmiths.edu
(518) 327-6485

Heather Tuttle, Alumni Relations Director
htuttle@paulsmiths.edu 
(518) 327-6253
Andrea Wilcox, Director of Annual Giving and Stewardship 
awilcox@paulsmiths.edu 
(518) 327-6079
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