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YOUR RP CAMPAIGN STAFF! 

Julia Mumford, Manager 
JMumford@ashrae.org 

(404) 636-8400 ext. 1114

Megan Gotzmer, Assistant Manager 
MGotzmer@ashrae.org 

(404) 636-8400 ext. 1112

Headquarters Mailing Address 

Through the end of September: 

ASHRAE RP 

1791 Tullie Circle, NE 

Atlanta, GA 30329 

Starting in October: 

ASHRAE RP
180 Technology Parkway

Peachtree Corners, GA 30092

Please note: ASHRAE Headquarters is moving locations in 
October. The forms in this manual will be updated with the 

correct address on www.ashraerp.com. 



 2 

TABLE OF CONTENTS 

I. Overview

Structure Charts 7 

Past RP Campaign Results 9 

Official 501(c)(3) Receipt 11 

Presidential Award of 
Excellence 

12 

Instructional Videos 17 

II. Funds of the RP Campaign

Last Year’s Results 19 

Funds 101 21 

III. RP Chair Role Details

Chapter Campaign Goals 43 

RP Campaign Concepts 44 

Donor Recognition 47 

RP Chair Action Items 51 

RP Campaign Reports 54 

Making the Ask 57 

IV. First Week of the Month 61 

Donor Reports 64 

Thank You Notes 67 

Chapter Newsletter and 
Webpage 

68 



 3 

V. Second Week of the Month 71 

Volunteer Committee 75 

10 Year History Report 77 

Donor Call Sheets 79 

VI. Third Week of the Month 81 

Submitting Gifts 85 

Summary Forms 87 

Online Gift Form 88 

High Five and Challenge Goals 89 

VII. Fourth Week of the Month 91 

Special Events 95 

Ordering Items 97 

VIII. Important Forms 101 

Gift Summary 103 

Campaign Order Form 104 

Full Circle Worksheet 105 

Volunteer Committee 106 

IRS 501(c)(3) Status 107 

Donor Call Sheet 108 

Endowment Form 109 

Donor Recognition 110 



 4 

 

 

Notes: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 5 

 

 
Kick Start Action Plan 

 
Five things to do before or immediately after you  
leave training! 

 
 

• Ensure the RP Campaign is 
part of your chapter 
webpage, chapter calendar, 
and newsletter 

 
• Schedule donor recognition 

meeting.  
 Donor recognition items 

will be sent directly to do-
nors in 2020. 

 
• Form your volunteer committee 
 
• Contact Board of Governors (BOG) for Full Circle 

gifts 
 
• Integrate your personal, chapter, and RP calendars 
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RP Campaign Results 
(in millions) 

The 2019-20 total was: ____________________ 
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Official Tax Receipt and 
Thank You Letter 

 
 

• ASHRAE is a 501(c)(3) US organization. 
 

• ASHRAE Research Canada is not a registered 
charity in Canada for individual gifts. 
 Canadian corporations may be able to deduct 

contributions to ARC as a contribution to a 
professional association providing direct support 
to the industry.  

 
• All donors should be encouraged to check with 

their own tax professionals to be clear on their 
regulations. 

 
• Official tax receipts and thank you notes are mailed 

processed and mailed from Headquarters. 
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Presidential Award of Excellence  

(PAOE) Points 
 
 

The Presidential Award of Excellence is a way for you and 
your chapter to be recognized for all of your hard work on  
behalf of the RP Campaign!  
 

Because this committee raises money, not points we 
have a very simple philosophy on PAOE - If you meet goal 
and complete all of your required tasks, you will have more 
than enough points to make your President happy! 
 
Staff is in charge of tracking, calculating, and inputting PAOE 
for the chapters. Please keep Staff up to date with the  
activities and events taking place in your chapter. 
 
The opposite page is the RP PAOE worksheet for 2020-21. 
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Earning Points 

So how do you earn PAOE points? Other than making Goal, 
the following activities will help you rack up the points! 

• July 1 - June 30
- Host a Special Event (50 pts)

• October 15
- Volunteer Committee (15 pts)

• November 15
- Full Circle (100 pts)
- Full Circle Plus (10 pts+)

• December 1
- Reaching 30% of Goal (200 pts)

• December 31
- Formal recognition of Donors (25 pts)

• January 1 - June 30
- RP Promotional Night (50 pts)

• March 31
- Scholarship Goal (50 pts)

• April 1
- Succession Plan (100 pts)

• June 15
- Reaching 100% of Goal (500 pts) 
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Earning Points 
 

A few definitions to help you better understand RP PAOE: 
 
Goal: Set by DRC and RVC for each chapter 
 
High Five: The largest amount of money for your chapter over 
a five year period 
 
Challenge Goal: A chapter’s High Five (the highest amount 
raised in five years) plus 5%, or 120% of goal (whichever is 
lower) 
 
Scholarship Goal: Portion counted toward the chapter’s  
overall RP goal and specifically earmarked for ASHRAE  
scholarships. 
 
Dollars Paid per Member: Total dollars raised divided by a 
chapter’s number of assigned members 

 
Percentage of Goal: Chapter’s total dollars raised divided by 
their assigned goal 
 
Percentage of High Five Goal: Chapter’s total dollars raised  
divided by their High Five Goal 
 
APEX Award: Awarded to chapters which have set new  
record highs for their campaign for four of the past five  
consecutive years 
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Not sure how to do something?  

 
Check out the instructional videos on 

www.ashraerp.com, under Chapter Resources!  

 

 
 

• How to send in checks 
• Run donor reports 

• Read the monthly spreadsheet 
• Sort excel 

• Complete a mail merge 
• Navigate the ASHRAE and ASHRAE RP webpages 

 
 

And you can always contact RP Staff and ask! 
rp@ashrae.org 
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Supporting the Various Funds of ASHRAE 
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The Funds of the RP Campaign 

 
• Research: Funds the backbone of ASHRAE standards, 

handbooks and every publication of the industry 
 
• YEA: Engages members 35 or younger in ASHRAE with 

professional and personal development 
 
• Education: (ALI - ASHRAE Learning Institute): Supports the 

ongoing continuing education of members 
 
• RP General Fund: Provides unrestricted support to various 

ASHRAE programs in all areas 
 
• ASHRAE Foundation Endowed Funds: Provides a legacy of 

support for ASHRAE. Support for any fund may be endowed 
 
• ASHRAE Scholarships: Promotes ASHRAE and encourages 

students to enter the industry 
  
 
 
 
 

Fund specific information, flyers, and PowerPoint 
presentations may be found on www.ashraerp.com 

 
Contact RP Staff for brochures, posters, and other 

materials for your chapter meetings! 
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Examples of some of the fund specific 
PowerPoint presentations found on 

www.ashraerp.com 
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ASHRAE Research 101 
 

What is the ASHRAE Research Program?  
Funded by ASHRAE, this program governs more than 80  
investigative projects around the world. It is supported by 
more than 100 member-led Technical Committees (TCs), 
each with their own specialty and sub-specialty.  
 
How are the projects selected? 
A TC identifies a need (such as missing information, new  
ideas or processes to be examined, or outdated information), 
sets a goal, and outlines a project to meet that need and 
goal. The Research Administration Committee (RAC) reviews 
and approves the proposed project. It then goes out to “bid”, 
ensuring that ASHRAE’s financial resources are spent wisely 
and the final product will meet all stated goals.  
 
How much is spent on research?  
With more than 80 projects taking place at any time, the  
average research budget typically exceeds $17 million. 
There is a wide range of budgets for projects. Grants-in-Aid, 
or projects conducted by graduate students, can have a 
budget of up to $10,000. There are also multiple research 
projects that cost over $1 million over the three-five year life 
of the project.  
 
Where can I find specific information about a project?  
Check www.ashrae.org/research. RP staff will be happy to 
put you in touch with the Manager of Research at your  
request.  

For further information, contact RP Staff: 

rp@ashrae.org 
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ASHRAE Research 
 

Mission: To improve the quality of life and to answer  

tomorrow’s questions through research TODAY. 

 

Research Staff: 
 

Mike Vaughn 
Senior Manager of Research and Technical Services 

mvaughn@ashrae.org 
(404)636-8400 ext.1211 

 
Steve Hammerling 

Manager of Technical Services 
shammerling@ashrae.org 
(404)636-8400 ext.1158 

 
 

www.ashrae.org/research 
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Research 
 

From Idea To Funded Project 

Idea 

Source: 
Anywhere 

TC/TG 
Research Plan 

 

RAC 
Assigns Priorities 

Work Statement 
(or URP) 

*Scope 
*Objectives 
*Background 

*Work Plan 
*Budget 
*References 

 TC/TG Vote 
and 

Section Research 
Liaison Review 

 To MOR 
*TC/TG Vote 
*Negative Comments 

 PAS of RAC 

Rework 

No 

Yes 

Rework 
Return 

to TC/TG 
Reject 

Yes 

LEGEND: 
 

TC? Technical committee 

TG? Task Group 

RAC? Research Administration committee 

URP? Unsolicited Research Project 

MOR? Manager of Research 

RAS? Research Activities Subcommittee 

 

Characteristics: 
*Clear Objectives 
*Bidability 

Research 
Subcommittee 
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 MOR 
*Log in 
*Prepare RFP 

 RFP to 
Potential Bidders 

 Proposals to 
Proposal Evaluation 

committee 

*3-5 Members 
*Point Weighting 
*Tally Evaluation Points 

*Selection ? > 

 PAS 
RAC 

Approval 

Contractor 
Selection 

No 
Back to TC/TG 

or Bidder 

Yes 

 Tech. Council  Tech. Council 

 BOD 

 MOR 
Lets Contract 

$100,00 $100,000  

Yes 

< > 
Back to RAC 

and/or 
TC/TG 

No 

No 

LEGEND: 
 

MOR? Manager of Research 

RFP? Request for Proposal 

RAS? Research Activities Subcommittee 

RAC? Research Administration committee 

TC? Technical committee 

TG? Task Group 

BOD? Board of Directors 

Research 
 

From Idea To Funded Project  

Visit the private RP page - www.ashraerp.com/funds.html 
to learn more about Research and how it impacts the world around you! 
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ASHRAE YEA 101 
Young Engineers in ASHRAE 

How are the funds donated to YEA used? 
The funds you give are used directly to support the professional and 
ASHRAE-focused career of young ASHRAE Members! Like 
ASHRAE Research, 100% of your donation goes directly toward 
YEA’s Leadership programs to lower the cost for all participants and 
constantly improve the programs.  
 

What are the YEA Leadership programs? 
Young Engineers in ASHRAE focus on developing the leadership,  
professional and networking skills of ASHRAE Members 35 and 
younger. Funds earmarked toward YEA will be applied to YEA  
Institute programs, which include a variety of educational and  
professional development opportunities, such as YEA Leadership 
Weekend, YEA Leadership International, Leadership U, and the 
HVAC Design Essentials Scholarship. 
 

Why is it important to support the various programs for YEA? 
These YEA members are at the beginning of their careers, bringing 
fresh ideas to their committee and Society. Reaching the “next  
generation” of engineering leaders is an essential step to keep 
ASHRAE and its members as a successful leader within the  
industry.  
 
What skills does YEA Institute give YEA members?

Visit www.ashrae.org/yea for more information on current and  
upcoming programs! 

• Society history and benefits 

• Opportunities for resume building 

• Networking skills and strategies 

• Leadership development 

• Communication techniques 

• Practical workplace strategies 
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ALI 101 
ASHRAE Learning Institute 

What is ALI? 
Focused on the continued professional development of 
ASHRAE members, ALI offers a wide range of professional 
development seminars and short courses. These seminars 
and courses provide high-quality, authoritative and credible 
technical information, with all content developed through ALI’s 
peer-review process. ALI instructors are ASHRAE members, 
college or university faculty, and/or full-time professional engi-
neers.  
 

How does ALI use donated funds? 
Gifts earmarked for ALI support are used in several key ways: 
 
• Development of new materials 

• Planning and development of new program offerings 

• Underwriting of professional support 

• Subsidizing of course, seminar, and certification costs to  
participants 

 

 

For further information, contact RP Staff: 

rp@ashrae.org 
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What is the RP General Fund? 
This is the catch-all classification used when discussing all of the 
smaller funds used to support numerous programs of ASHRAE,  
including: 
 

• Support for special research projects 

• Specialized educational publications 

• Sustainability projects at the Annual or Winter Conferences,  

• YEA Leadership Programs  

 
Can gifts to the RP General Fund be designated to a program? 
Of course! We always want to ensure that donors can support the 
programs they wish. Noting on the check or summary form exactly 
to which program the money should be designated will allow 
ASHRAE to utilize the gift properly. 
 

What are the sustainability projects at the two conferences? 
These are community-focused projects, selected and supervised by 
the host chapter at each Annual and Winter Conference.  
Past projects include improving the energy efficiency of a homeless 
shelter, improved IAQ of a school for at-risk children, and updated 
HVAC systems at a women’s shelter. These projects highlight the 
benefits that ASHRAE, its Members, and the HVAC&R industry 
bring to the community and serve as a lasting benefit to conference 
hosts. 
 

 

ASHRAE RP General Fund 101 

For further information, contact RP Staff: 

rp@ashrae.org 
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What is an endowed gift? 
Simply put, “endowed” means that a donor or donors contribute to a 
named fund via the ASHRAE Foundation. The Foundation invests the  
funds and provides a 5% annual return, beginning one year after the 
fund reaches a balance of $1,000. This income is earmarked for what-
ever fund the donor wishes. 
 
Why make an Endowed Research Gift? 
• It’s an ideal way to secure an Honor Roll level contribution in  

Perpetuity: 5% of your endowed gift will come back to RP every 
year!* 

• Alternative to traditional Memorial and Honorarium gifts 
• Great way for chapters to put large treasuries to work for the  

Society. Initial gift can be paid incrementally over several years. 
 

How do I establish an Endowed Research Fund? 
Since each situation is unique, please contact RP Staff at Headquar-
ters. They will be happy to discuss the chapter or donor’s wishes and 
make a plan that fits those needs best. It’s a very simple process and 
should take no more than five minutes to initiate. Call (678) 636-8400 
ext. 1114 for more info. 
 
What is the minimum amount required to start or name a Fund? 
 
Individuals 
$3,000 payable over three years to provide a $150 annual gift to 
ASHRAE* 
 
Organizations 
While the minimum is $3,000, we encourage organizations to start at 
$10,000 payable over three years to provide a $500 annual gift to 
ASHRAE (honor roll level)* 
 
* After initial one year period of investment 

Endowed Research Funds 101 
RP Gifts through the Foundation 
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Can more than one donor contribute to a fund? 
Certainly! This is an excellent way to encourage new donors for your  
chapter, especially if the fund is being created in memory of or in 
honor of a respected member of your chapter or the HVAC&R  
community. Several chapters have designated specific memorial 
events where all contributions raised go toward a named Endowed 
Research Fund.  
 
Are there restrictions on what the fund can be named? What 
have other chapters named their funds? 
We suggest keeping the name of the fund simple and always in good 
taste. Chapters have named funds after individuals (must be or have 
been ASHRAE members in good standing) or their chapters. Several 
suggestions are: The John Smith Memorial Fund; Metro Chapter 
Past Presidents’ Fund; New England Chapter Fund; and Supporting  
Refrigeration in Delaware Fund.  
 
Why not raise $2 million a year just for the Foundation? 
Establishing an Endowed Research Fund creates a permanent gift 
and helps to ensure that the ever growing needs of research are met. 
At the same time, the RP Campaign would never want to earmark all 
funds toward the Foundation because of the immediate needs of  
research—$2.5 million annually.  
 
For chapters that wish to give to both RP and an Endowed Research 
Fund, the recommended split is no more than 50% of the standard 
chapter donation earmarked toward the endowed fund. This will help 
ensure that enough funds are available for the immediate use of  
Research and will still allow the chapter to build up endowed funds 
over time. 

Endowed Research Funds 101 
RP Gifts through the Foundation 
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Endowed Gift Form 

Tips: 
 

• Please fill out when creating a new 
Endowed Research fund. 

• Can be found on http://
ashraerp.com/important_forms.html 

 
 

Questions? Contact RP Staff! 
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ASHRAE Scholarships 101 

Motivate students and prospective students worldwide to pursue an 
engineering or technology career in the HVAC&R field by giving to 
scholarships!  
 
Who can establish a Scholarship?   
Scholarships may be established by individuals, companies, regions, 
chapters, or other appropriate affiliates and must be fully funded 
within a five-year period. There are three types of scholarships; 
scholarships named for an individual, ASHRAE Society Scholarships 
and Chapter Awarded Scholarships.  
 

Scholarships named for an individual  
Established with a minimum endowment of $100,000 and 
distributes a $5,000 annual scholarship. The fund and scholarship 
selection process is managed by the Trustees and may be named 
by an individual, chapter, region, or company. 
 

 ASHRAE Society Scholarships  
Established with a minimum endowment of $60,000 and distributes 
a $3,000 annual scholarship. The fund and scholarship selection 
process is managed by the Trustees and may be named by a 
chapter or region. There are 33 ASHRAE Society Scholarships 
administered by the ASHRAE Foundation. 
 

 Chapter Awarded Scholarships  
Established with a minimum endowment of $30,000 which 
distributes a $1,500 annual scholarship. The fund is overseen by 
the Trustees and the chapter manages the scholarship selection 
process. The fund may be named by a chapter. There are 11 
Chapter Awarded Scholarships administered by the ASHRAE 
Foundation. 

 
How much is available in scholarship funds? 
For the academic year 2017-2018, there is $164,000 available for 
ASHRAE Society Scholarships with awards ranging from $3,000 to 
$10,000 each. There is also $20,500 for ASHRAE Chapter Awarded 
Scholarships ranging from $3,000 to $5,000 each. 
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ASHRAE Scholarships 101 
 
There are many benefits of creating a scholarship with the 
ASHRAE Foundation, including:  
 

 Educate students worldwide who will pursue an engineering or 
technology career in the HVAC&R field.  

 Scholarships are crucial for bridging the gap between the 
increasing cost of tuition and what students and their families are 
able to afford out of pocket.  

 
 Leave a lasting legacy.  

The fund is a permanent legacy of support that will carry forward in 
perpetuity and influence the future.  

 
 Assistance with fund management and the scholarship 

selection process.  
When your chapter makes a gift to create an ASHRAE Society 
Scholarship, professional money managers invest the gift and 
manage the funds. Your chapter will receive an annual report on the 
investment performance of your fund. ASHRAE currently has a 5% 
payout rate across all endowed funds. ASHRAE’s Scholarship 
Trustees will manage the selection of deserving recipients of your 
chapter’s scholarship. Your chapter will have an opportunity to 
acknowledge them at a chapter ceremony, if desired. 

 
 Chapters retain control of the scholarship selection process. 

Chapter Awarded Scholarships are invested and administered by 
the ASHRAE Foundation, however, chapters retain total control 
over the scholarship recipient process. The ASHRAE Foundation 
will also provide the “Scholarship Program Guidelines” which 
includes criteria to be used in the selection process.  

 
 

 

For further information, contact RP Staff: 

rp@ashrae.org 
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Campaign Goals 

 
 
 

MY REGION’S GOAL:       $________ 
 
 

MY 2020-21 RP GOAL:      $________ 
 
 

MY DECEMBER 31
 
GOAL:      $________ 

  
 

MY CHAPTER’S PREVIOUS RESULTS:  $________ 

 
 

OVERALL RP CAMPAIGN GOAL:   $________ 
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RP Campaign Concepts 
 

Here are a few of the concepts and action items  
that will play an important part of your RP Campaign!  
 
All forms are found under the Important Forms Tab 
 
  
Action Items 
This is a list of all of the tasks that should be completed  
during your campaign year. It will help keep you on track for 
success and is a great all inclusive RP To Do list. 
  
Volunteer Committee 

 This worksheet will help you to organize and list your  
volunteer committee. This is not a job you should take on 
alone, so recruit help from your fellow chapter members! 

  
Full Circle 

 Full Circle are gifts from chapter leadership, including you as 
RP chair and the BOG for your chapter. These gifts are  

 usually among the first that your chapter will receive, and 
they set expectations for your chapter’s campaign. 

 
Donor Recognition 

 Saying “Thank You” to your donors is just as important as the 
initial ask. Recognition for the previous years and should be 
held at a chapter meeting or event in the fall. 
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Summary Form 
Use this form to submit your contributions to Headquarters. 
Be sure to include full donor names and ID numbers. If you 
don’t know the ID number, be sure to include the donor’s 
full contact information. 
 
Chapter RP Orders 
Holding a special event to raise money for the RP 
Campaign? Planning a mailing to solicit donors or need pick
-ups at your chapter Meetings highlighting RP? Using the 
Campaign Order Form, you can order promotional materials 
for free. 
 
Electronic Resources 
Everything is available electronically and in one easy to use 
webpage www.ashraerp.com. Forms, links, and lots of 
resources are located there.  
 
Donor Reports 
The two donor reports you will use to track current and past 
donors are Donor Detail and 10 Year History. These reports 
highlight who has given this year, who gave in the past, and 
contact information for donors. All letters and invoices are 
designed to merge with the 10 Year History Report. 
 
 
 

Remember: All forms are found under the Important 
Forms Tab and on www.ashraerp.com 

http://www.ashraerp.com
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Saying Thank You 
 

Thanking donors who made your chapter a success last year 
is a large part of your job as RP Chair. You must host the 
chapter’s Donor Recognition meeting (or virtual equivalent) by 
December 31.   
 
Some ideas: 
 

 Have a virtual meeting and thank donors by name. 
 List donors on the Chapter website. 
 Write about donors in the Chapter newsletter. 

 
Due to COVID-19 and the impending ASHRAE Headquarters 
move, donor recognition items will be mailed directly to do-
nors of the 2019-20 Campaign.   
 
Donor recognition is much more than just a PAOE points 
item. It is a very important aspect of donor stewardship and  
retention. This is a wonderful opportunity to be able to thank 
the members and companies who help RP and your chapter 
reach goal year after year! 
 
 

For more ways to recognize donors at your chapter’s Donor  
Recognition meeting and throughout the year, visit the private RP Page -  

www.ashraerp.com/chapter_resources.html 
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Donor Recognition Levels 
 

Patron 
$50,000+ 

 

Benefactor 
$30,000 - $49,999 

 

Platinum Circle 
$20,000 - $29,999 

 

Golden Circle 
$10,000 - $19,999 

 

ASHRAE Partner 
$5,000 - $9,999 

 

ASHRAE Associate 
$2,500 - 4,999 

 

Major Donors (Organizations start at $500) 
$250 - $2,499 

 

Honor Roll (Individuals Only) 
$150 - $249 

 
 
 

RP Vocabulary 
 

LYBUNTs 
Last Year But Unfortunately Not This 

(Donors who gave last year and have not yet renewed their support) 
 

SYBUNTs 
Some Years But Unfortunately Not This 

(Donors who have given sometime in the past five years  
but have not given this year) 

 

Members 
Current ASHRAE Members 

 

NonMembers 
Any donors (companies, organizations, or individuals)  

who are not members of ASHRAE 
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RP Chair Action Items 

Please submit all special event and chapter gifts to 
Headquarters within one week of receipt! 

Please Note: due dates marked with a star are associated with earning PAOE points! 

Item Due Date Completed? Notes 

Plan monthly RP articles or spot-
lights in chapter newsletter 

ASAP 

Plan year-to-date donor recognition 
in chapter newsletter 

ASAP 

Plan RP Special Events and RP 
Nights at chapter meetings 

ASAP 

Recruit chapter volunteers to help 
with the RP Campaign needs 

Oct. 15 

Achieve Full Circle status for your 
chapter (and Full Circle Plus!) Nov. !5 

Recognize donors at a chapter 
meeting Dec. 31 

Host a Special Event All Year 

Contact LYBUNT major donors Dec. 31 

Reach 30% of goal Dec. 1 

Consult BOG about creating or giv-
ing to a chapter endowment 

March 31 

Implement a LYBUNT and 
SYBUNT calling campaign 
(including major donors) 

March 31 

Meet your chapter Scholarship 
Goal (on RP Spreadsheet) 

March 31 

RP Succession Plan April 1 

Reach 100% of goal June 15 

Contact all LYBUNTs to renew RP 
support 

June 30 
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Monthly Reports 
 

You will receive monthly campaign updates from staff. It 
is important that you review these reports for accuracy 
and to be sure your chapter is on track for the year. 
 
Here is a quick snapshot of the monthly spreadsheet that 
you will receive.  

Notes: 
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How Much To Ask For 

 
 

You may have reservations about asking for gifts, especially 
when it comes to larger gifts. Don’t panic! Most gifts come 
from members just like you!  
 
For example, the chart below shows a breakdown of the  
average number of donors per giving level.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

As you can see, the majority of your chapter’s  
gifts will be under $500!  
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Full Circle 

Tips: 
 

• Show your personal support and the 
chapter’s support to your fellow 
donors! 

 
• Plan on asking for BOG support at 

your next chapter Meeting so the 
completion may be announced 
ASAP. Extra points for Full Circle +! 

 
• Highlight the accomplishment and 

support in your chapter’s newsletter 
or webpage! 
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Week One 
 

 
 

 

 
 
 
 
 

 
 
 
 

Materials Needed 
 
• Username and password 
• Contact and deadline info for newsletter and webmaster 
• Notecards or letterhead 
 

 

Suggestions 
 
• Order RP notecards from Headquarters 
• Bring thank you notes to chapter planning meetings for 

signature by chapter BOG or officers 
• Wording may be found on www.ashraerp.com  

 
 

Action Item Estimated time  

Run Donor Detail Report 10 minutes 

Update list of donors for chapter 
newsletter and webpage 

20 minutes 

Merge and send thank you notes 30 minutes 
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Notes: 
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Got an extra 15 Minutes? 

• Run the Donor Detail Report every Friday morning and
personally call the donors to say “Thanks!” 

 Helps build donor relationships, is a good stewardship 
act, and will help strengthen the chapter relationship 
with the member. 

 39% of donors who receive personal stewardship calls 
give a second gift! 

Tips from the Group: 
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Donor Reports 
 

Running your donor reports is something you will do  
multiple times a month. Luckily, it’s quick and easy! 
 
Go to the private RP page - www.ashraerp.com - and select  
the box labeled Donor Reports 
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Tips for running Donor Reports 
 
• Use the same log in information you use to access the Mem-

bers Only sections of www.ashrae.org 
 Not sure what your password is? Call staff and we can give it 

to you! 
 

• The chapter name field will be pre-populated. Select 2021 for 
your year-to-date donors. 

 

• How-to videos can be found under Chapter Resources on 
www.ashraerp.org  

 
 
 
 

 
Notes: 
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Notes: 
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Chapter Thank You Notes 

Tips: 

• Samples on
www.ashraerp.com

• The idea is to THANK, not
ask for more

• Need supplies? Let RP
Staff know!
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Chapter Newsletter and Webpage 

Tips: 

• List your donors from last
year and thank them for the
chapter’s success

• List donors from the current
year and show how close
the chapter is to making
goal

• Explain how research is
used in every day life and in
the industry -- make it
relevant for the donor
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Week Two 

Materials Needed 

• 10 Year History Donor Report
• Volunteer committee
• Donor call sheets

Suggestions 

• Use a mix of past officers, BOG Members, long time
members, and new members to form your volunteer
committee! This is a great way to introduce new people
to RP and take advantage of previous experience!

• Follow up verbal pledges with an email thanking,
restating pledge, giving a suggested due date, and
offering help.

Action Item Estimated time 

Follow up on outstanding 
pledges 

20 minutes 

Follow up with volunteer 
committee on their outstanding 
pledge calls 

20 minutes 

Call five past, current, or 
potential donors 

20 minutes 
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Notes: 
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Got an extra 15 Minutes? 

• Consider adding a Pledge column to your newsletter or
web donor listing.

 Helps make the pledge more concrete to the donor, 
giving them extra recognition and subtle encouragement 
to give quickly 

 Creates a sense of excitement during the early days of 
the campaign when funds are low and the donor list is 
short. 

Tips from the group: 
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Notes: 
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Volunteer Committee 

Tips: 

• Word Document at ashraerp.com

• A great way to involve different types
of members with different levels of
RP experience!

• Outline the different tasks throughout
the year and expected time
commitment, and let the volunteers
choose how they want to help.
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Notes: 
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Donor Detail vs 10 Year History Reports 

When, Why, and How To Use 

• Donor Detail: Point of view of the gift
 Date of the gift, how it was submitted, what fund it was

designated for, and what chapter receives the credit 

• 10 Year History: Point of view of the donor
 Year-to-date giving total, lifetime giving history, contact

information, home chapter 
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Notes: 
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Donor and Potential Donor Call Sheets 

Tips: 

• Word Document at
www.ashraerp.com

• Set to merge with 10 Year History
Report

• Not sure how to create or use a mail
merge with Word and Excel? Check
out the instructional videos at
www.ashraerp.com

• Need outside, return or pledge
envelopes? Let RP Staff know!
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Week Three 

Materials Needed 

• Summary form
• RP-RVC contact info

Suggestions 

• Instead of collecting online gifts via your chapter’s Paypal
account, direct donors to ASHRAE’s online RP form. It’s
free, easy to use, and the chapter still receives the credit.

• Your RVC and RP staff are great resources if you have
questions or issues. Reach out!

Action Item Estimated time 

Complete paperwork for 
collected gifts and mail to 
Headquarters. Enter credit cards 
online. 

30 minutes 

Update RP-RVC and RP Staff on 
PAOE points and chapter 
activities 

20 minutes 

Ensure chapter calendar reflects 
upcoming RP events and 
activities 

10 minutes 
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Notes: 
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Got an extra 15 Minutes? 

• Help ensure that the RP Campaign is mentioned during
every chapter meeting!

 Helps draw attention to the various funds of the RP 
Campaign and promotes the activities of groups such 
as YEA, ALI, and the Foundation’s planned giving  
opportunities. Plan to highlight one fund each meeting! 

 Engages potential donors who don’t feel a connection 
to research but still want to support the chapter and 
ASHRAE 

Tips from the Group: 
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Notes: 
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Submitting Gifts 
You’ve raised the money, now what? 

Send it in to Headquarters ASAP! 

But first, a few things to keep in mind: 

• Please include a completed form with gifts. You may use either the
Comprehensive Summary Form or the Abbreviated Summary Form.
Both are available online - www.ashraerp.com/important_forms.

• Be sure to indicate chapter name and date at the top of the form.
• Please list all donor names and ID numbers in full.
• If this is a new donor, please include the complete address and

contact information.
• Indicate the amount of the gift for each donor.
• PLEASE DO NOT MAIL CASH TO ASHRAE. Instead, deposit the

cash in a local account and write a check to ASHRAE RP.
Note the name of the donor on the summary form.

 If the name of the donor is not provided, ASHRAE will assume that 
the contribution is from the checking account holder. 

***IMPORTANT*** 
Checks received with a date older than 3 months are “stale-dated” and are 
NOT accepted at the bank. Stale-dated checks mailed to Headquarters will 
be returned to you. 

DO NOT HOLD CHECKS! 

Holding checks: 
• May cause issues with a donor’s tax records.
• May cause a donor to receive solicitations after they’ve already given.
• Makes donors question how urgently ASHRAE needs their gift.

Until the end of September, send gifts to: 
ASHRAE RP 

1791 Tullie Circle, Atlanta, GA 30329 

Starting in October, send gifts to: 
ASHRAE RP

180 Technology Parkway, Peachtree Corners, GA 30092
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Notes: 
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Summary Form 

Tips: 

• Word and Excel Document at
www.ashraerp.com

• ID # is member # or contributor #.
For past donors, this is found on the
10 year history report.

• No ID #? Include FULL contact
information to help identify the
correct donor and avoid duplicates!
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Online Gift Form 

Tips: 

• Select the fund to support

• Unsure if your chapter has
an Endowed Fund? Check
the pop-up box!

• Donor’s Name is who receives the
credit and whose member #
should be included.

• Remember - gifts aren’t automatic.
Please give us 2-3 days to
process.
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Goal, High Five and Challenge Goal 

Goal: The amount set by your DRC and RVC based on 
past results, chapter leadership, and Regional needs 
 

High Five: The largest amount of money for your chapter 
over a five year period                   PAOE Points! 
 
Apex Award: Increasing the amount of money your 
chapter raised for five years in a row          PAOE Points! 
 

Challenge Goal: A chapter’s High Five (the highest 
amount raised in five years) plus 5%          PAOE Points! 

 
 

Myths About RP Goals: 
 

Goals automatically go up every year! 
 False! While the needs of ASHRAE continue to 
increase, the DRC and RVC set the Regional and chapter 
goals according to the chapter’s ability. If you think your 
goal is unreasonable, talk to your RVC about your 
concerns. 
 
A large one-time gift will sink the chapter for the next five 
years! 
 False! The RP committee understands that chapters 
may receive one-time gifts during the campaign. Tell your 
RVC and they can petition the RP committee to adjust High 
Five and challenge goals appropriately.  
 
We’re hosting the CRC, we can’t support RP! 
 False! Your CRC is a great opportunity to galvanize 
the chapter and reach out to new donors. Discuss 
strategies and tips for success with your RVC. Your CRC 
year can be your best RP year yet! 
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Week Four 

Materials Needed 

• Campaign order form
• Fund specific brochures, PowerPoint presentations,

posters

Suggestions 

• Check out the materials on www.ashraerp.com. These
can be built upon for your particular chapter meeting or
event. If you need help, please reach out to RP staff!

• You are doing a fantastic job!

Action Item Estimated time 

Plan for upcoming RP events 
and chapter meetings, including 
ordering items 

40 minutes 

Reach out to donors you haven’t 
spoken to yet 

20 minutes 
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Notes: 
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Got an extra 15 Minutes? 

• Brainstorm with other chapter volunteers who plan non-RP
chapter events to discuss co-sponsorship or RP marketing at 
those events. 

 This can strengthen and provides better understanding of 
the relationship between all of ASHRAE’s programs and 
how members can support those programs. 

 It also engages new donors who are active in the chapter - 
attending YEA events, meetings, or tech tours - but haven’t 
yet given to the RP Campaign. 

Tips from the Group: 
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Notes: 
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Special Events 
Special event fundraisers are something that every chapter does to 
help raise money for RP. If done correctly, they can be both fun and 
profitable.  

• Income must exceed expenses. A rule to a successful
fundraising special event is your profit should be at least 50% of
your total funds raised. Of those profits, 75% (minimum $500)
must be donated to ASHRAE in order to receive RP PAOE points.

• Donated and sponsored services (gift-in-kind) can keep costs
down. The chapter should consider making a cash donation in a
gift-in-kind donor’s name to ASHRAE so their support can be
publicly recognized.

• Impact on the annual campaign: There is the possibility of
donors feeling “over-asked” with special events. If your current RP
donors are the people you expect to support your event, you may
find they feel that they have already provided enough support to
your campaign and are not interested in giving more.

• Special events should be part of your overall campaign plan.
Don’t rely on one event to reach your RP goals.

• Competition with other fundraising events: Remember to find
out what is happening in your community and other professional
associations on the dates you are considering for your special
event. If you find too many conflicts, consider a joint fundraiser. This
introduces new members to ASHRAE, brings in a new donor base,
and is often a win-win for both organizations.

• The time a special event takes to organize is enormous. If the
net payoff does not justify the time and money required to succeed,
another approach should be chosen.

For information on ASHRAE’s special event insurance and other tips, visit 
www.ashraerp.com/special_events.html 
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Submitting Gifts from Special Events 
 

1. Submit a summary form as normal, including  
contributor numbers, full donor names, and complete  
contact information for new donors. 
 

2. Be sure to give all donors credit for their gifts. Not dividing  
a large special event check can cause issues with a donors 
tax records and can upset a donor who expects to see their 
name in the Honor Roll and receive their recognition items. 
Also, a donor will continue to be solicited by Headquarters 
because there is no record of their contribution. 
 

3. Build in a minimum of an Honor Roll level contribution 
($150 for individuals and $500 for companies) when setting 
hole fees, registration, etc. 
 

4. If you receive donated items and services the chapter 
should consider making a contribution in the donor’s name 
so they can receive recognition at the local and national  
level. 
 

5. If a minimum of an Honor Roll contribution or even  
dollar amount does not “mathematically” work out from 
your special event proceeds, consider making a gift in 
the donor’s name from the chapter treasury. For exam-
ple, if seven corporate donors are each to receive credit for 
gifts of $487.53, consider writing a check for $87.29. That 
will give each company credit for an additional $12.47 and 
bring them up to an even Honor Roll level as $500 donors. 
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Campaign Order Form 

Tips: 

• Please order at least two
weeks prior to your event

• No need to order ahead for
the entire year; we’ll be
happy to send you items as
you need them.

• Samples and photos of
most items may be found
on www.ashraerp.com
under Chapter Resources
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New Ideas about Special Events: 
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Important Form Tips and Suggestions 

• All forms are available on www.ashraerp.com under
Important Forms.

• Please type or write neatly. If most people can’t read your
handwriting, we probably can’t either!

• If the form earns the chapter PAOE points, please send it
to both your RP-RVC and RP Staff.

• If you think there should be a form but can’t find it, have
any suggestions on how to make the RP Campaign forms
easier to use or see a mistake, please let the RP Staff
know. We’re always willing to help and want it to be easy
and intuitive for the volunteers.
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Donor Recognition 
Saying Thank You! to 2019-20 Donors 

• Run your chapter Donor Detail report for 2020 to view
your donors from last year.

• Schedule a donor recognition event at an upcoming
meeting! If an in-person meeting isn’t possible this year,
try a virtual meeting or write an article about your donors
for the chapter newsletter.

• In 2020, all donor recognition items will be sent directly to
2019-20 campaign donors.

• Choose the activities of your donor recognition meeting
carefully to encourage attendance. Consider an
approachable technical topic, honoring other chapter
members, or a 100% celebratory meeting.

Need a copy of your list? Contact RP staff! 
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Questions? Comments? Concerns? 
Need help? 

CALL YOUR RP STAFF! 

Your Headquarters staff is here to make sure your campaign 
is successful. Let us know what we can do to help you and 
your chapter! 

Julia Mumford, RP Manager 
JMumford@ashrae.org 
(404)636-8400 ext. 1114

Megan Gotzmer, RP Assistant Manager 
MGotzmer@ashrae.org 
(404)636-8400 ext. 1112

Headquarters Mailing Address 
(through September 2020): 

1791 Tullie Circle, NE 
Atlanta, GA 30329 

(404) 636-8400 - main switchboard

Address starting October 1, 2020:
180 Technology Parkway

Peachtree Corners, GA 30092

www.ashrae.org/rp  

www.ashrae.org/contribute 

www.ashraerp.com 



Chapter Status Calls 

Your RVC will schedule conference calls with you and the 
other RP Chairs in your region according to the schedule 
below. Please block off your scheduled call on your work 
and personal calendars and be prepared to give updates on 
the assigned topics. 

These calls are a great opportunity to get feedback and 
suggestions from your RVC and fellow RP chairs. 

October 
Chapter Full Circle, Donor Recognition Meeting, 

Monthly Donor Listing, Calling Campaign 

December 
Achieving 30% of Goal, Renewing Platinum and Golden Circle 

Donors, Issues/Topics for Winter Meeting 

March 
Major Donor Solicitation, PAOE Points, 

Special Events, Calling Campaign 

May 
Wrapping Up the Campaign, Chapter/Donor Issues, 

Issues/Topics for Annual Meeting 

June 
Wrapping up the Campaign, 

Projected Final Numbers 



Regional Status Calls 

My RVC is: 

Contact info: 

Our Conference Call Schedule 

Month Date and Time 

October 

December 

March 

May 

June 



RP Campaign Deadlines 

Action Item 

• Volunteer Committee

• Full Circle

• 30% of Goal

• Scholarship Goal

• 100% of Goal

• Campaign Ends

Deadline 

October 15 

November 15 

December 1 

March 31 

June 15 

June 30 

RVC Calls 

• October

• December

• March

• May

• June



The Chapter and Social Media 

Engage your donors through social media! 

Appreciation: Thank you! 
Advocacy: Educate 

Appeals: Ask 

Appreciation 
Most people love to be publicly thanked for their generosity! With the  
donor’s approval, tag the individual or company and thank them for their  
recent support. Tagging members by name helps to increase visibility of 
your chapter and of RP. You can also thank your volunteers and vendors 
who participate in a special event. Contact RP staff for suggestions on  
donor appreciation language for social media. 

Advocacy 
Social media is a great tool to educate donors and volunteers about  
unfunded research projects, new programs they can support, and chapter 
events. 

Appeals 
Use social media to ask for help and gifts! Be specific! 
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