ASHRAE RP Campaign
Chapter Chair Succession Guide
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Prepared by the Outgoing RP Chair  |  Effective July 1, 2026


A hands-on reference for the incoming volunteer taking over this chapter’s 
annual Research Promotion (RP) fundraising campaign.


A Note from the Outgoing Chair
Include any information you think is vital for new RP Chairs to know right now.

Who can they contact with questions?

What would you suggest they do right away, even before attending training?



Section 1: What Is the RP Campaign?
1.1 The Big Picture
The ASHRAE Research Promotion (RP) Campaign is a volunteer-driven annual fundraising effort conducted through ASHRAE’s roughly 200 chapters worldwide. Funds raised support:
1. ASHRAE-sponsored research projects
1. Student scholarships and grants
1. Endowed funds that support research
1. Special designated funds

Every chapter runs its own local campaign and rolls up results to the Society level. Your chapter’s performance contributes to a Regional goal, and chapters that meet or exceed their goals are recognized at the regional level. There is Society recognition for donors of $10,000 or more annually, as well as for the chapter that raises the most money each campaign year, and an award for the top RP Chapter Chair (as determined by the RP Committee officers).

1.2 How the Campaign Is Structured
The campaign follows the ASHRAE fiscal year: July 1 through June 30. Key structural points:
1. Each chapter is assigned an annual giving goal by the RP Committee (based on prior-year performance and chapter size).
1. Chapters track their own progress throughout the year and report to their Regional Vice Chair (RVC).
1. Donors give directly through the ASHRAE online giving form, by check or wire transfer to ASHRAE HQ, and in some cases through their employer matching gift programs. Donors can also give through Donor Advised Funds or other charitable giving vehicles.
1. Chapters forward donations and event funds to ASHRAE HQ for processing and for donor recognition purposes.

	IMPORTANT: Fiscal Year Change Effective July 1, 2026
ASHRAE is implementing a structural fund change effective July 1, 2026. As the incoming chair, you should confirm with HQ and your RVC whether any fund designations, giving categories, or reporting formats are affected before you begin your first campaign.

When in doubt, ask!



1.3 Your Role as Chapter RP Chair
You are the primary campaign volunteer for this chapter. Your responsibilities include:
1. Serving as the chapter’s liaison to ASHRAE HQ and the RP Committee
1. Form and lead the RP Volunteer Committee for your chapter
1. Setting and communicating the chapter’s campaign goal internally
1. Identifying, cultivating, and soliciting donors throughout the year
1. Coordinating with chapter leadership to integrate the campaign into chapter programming
1. Tracking donor activity and keeping your data current
1. Attending or participating in RVC calls, CRC training, and Centralized Training
1. Submitting accurate donor breakdowns in a timely manner
1. Recruiting and onboarding your own successor — the cycle continues



Section 2: Key Contacts
2.1 ASHRAE HQ & RP Campaign Staff
Your primary HQ contact is the ASHRAE RP Manager. Do not wait until you have a problem to introduce yourself — reach out early in your first year.

	Role
	Name
	Contact

	RP Manager
	Julia Mumford
	jmumford@ashrae.org 678 539-1114

	Regional Vice Chair
	
	

	Chapter President
	
	

	Chapter Treasurer
	
	

	Chapter Events Chair
	
	

	
	
	



2.2 Useful Websites
1. ASHRAE RP Campaign volunteer resources: http://www.ASHRAERP.com
1. ASHRAE RP Online Giving Form: http://www.ashrae.org/contribute
1. ASHRAE RP information for donors: www.ashrae.org/rp
1. ASHRAE Research: www.ashrae.org/research
1. ASHRAE Foundation: https://www.ashrae.org/about/support-ashrae/foundation
1. ASHRAE Marketing Central: https://www.ashrae.org/about/marketing-central



Section 3: Donor Data — What You Have and How to Use It
3.1 What Data Exists
ASHRAE HQ maintains the official donor record in their CRM (Netforum). As chapter chair, you will not have direct access to the CRM. Instead, you receive donor data in the form of:
1. A 10-Year History chapter donor list
1. Year-to-date giving reports for your chapter’s campaign
1. Any locally maintained spreadsheets or notes left by prior chairs (see Section 3.3 below)

3.2 What the Donor Reports Include
When you receive your chapter donor file from HQ, it generally includes:
1. ASHRAE ID
1. Donor type (Organization or Individual)
1. Donor Name
1. Last gift date
1. Last gift amount
1. Cumulative giving history (10-Year History Report)
1. Preferred fund designation (if any)
1. Email and mailing address on record

	Data Quality Warning
The donor list from HQ reflects what is in Netforum — it is only as accurate as what members have kept current in their ASHRAE profiles or what data RP volunteers send us about donors. You will encounter outdated emails, changed company contacts, and people who have moved. Flag bad data back to HQ when you find it.



3.3 The Chapter’s Working RP Campaign Documents
In addition to the HQ donor file, I have maintained a local tracking spreadsheet for this chapter. You will find it at:

	File Location
File name: Share here
Location: Google Drive / SharePoint / email attachment — describe exactly
Password (if any): Document here or share separately



This spreadsheet tracks:
1. Prior-year donors segmented by giving level
1. Lapsed donors (gave 2+ years ago, not last year)
1. Prospects (members I’ve identified but who haven’t yet given)
1. Notes on each donor — best contact method, personal relationships, special circumstances
1. Outreach log (date contacted, method, response)
1. Current-year giving as it is reported back from HQ
1. Other chapter-specific data points

Review this document carefully and reconcile it against whatever HQ sends you before you begin outreach.

3.4 Donor Segments to Know
Not all donors are the same. Here is how to think about the chapter’s donor pool:

	Segment
	Description
	Recommended Approach

	Major Donors
	Gave $500+ last year
	Personal call or in-person ask from chapter president or you

	Loyal Donors
	Gave 3+ consecutive years at any level
	Personal email + thank-you call after gift; they just need to be remembered

	Lapsed Donors
	Gave 1–2 years ago, skipped last year
	Re-engagement email with brief impact message; they know us already

	New Prospects
	Chapter members who have never given
	Introduction + case for support; lower expectation

	Matching Gift Eligible
	Employed by a company with a match program
	Remind at solicitation; can double impact of smaller gifts





Section 4: Campaign Calendar and Key Deadlines
4.1 The Year at a Glance
The RP Campaign follows the ASHRAE fiscal year (July 1 – June 30). Below is a month-by-month framework. Specific deadlines may shift slightly year to year — always confirm with HQ and your RVC at the start of each campaign.

	Month/ Date
	Action Item
	Who

	July
	Confirm that CIQ is up to date so you receive communication from your RVC and HQ
	Chapter President

	July
	Confirm this year’s fund designations and giving categories (especially important in FY2027 given the July 1, 2026 fund change).
	RP Chair + RVC

	July
	Attend Chapter RP Chair online quick-start training
	RP Chair

	August
	Attend CRC RP Training (Fall CRCs)
	RP Chair

	August–September
	At first BOG meeting, plan the year’s RP events and solicitations. Ask BOG members for Full Circle gifts.
	RP Chair

	August–September
	Begin major donor outreach (personal calls first). Do not wait. Top donors give early.
	RP Chair

	September 1
	PAOE deadline: Donor Recognition Items ordered from headquarters (event must be held by December 31)
	RP Chair

	September
	Integrate RP campaign ask into fall chapter programming (chapter meeting, event table, etc.).
	RP Chair

	October
	Send first broad member solicitation (email or direct mail). Use HQ-provided template or your own language.
	RP Chair

	October 15
	PAOE deadline: Volunteer Committee Worksheet completed and sent to staff
	RP Chair

	November
	Mid-campaign check-in with RVC. Review YTD giving report from HQ against internal tracker.
	RP Chair + RVC

	November 15
	PAOE deadline: Full Circle and Full Circle Plus
	Chapter Officers

	November
	Identify lapsed donors; send targeted re-engagement message.
	RP Chair

	December 1
	PAOE deadline: 30% of Goal
	

	December
	Year-end giving push: many members make charitable gifts in December for tax purposes.
	RP Chair

	December 31
	PAOE deadline: Formal recognition of Honor Roll contributors (items must be ordered by September 1)
	

	January–February
	Meet with BOG to assess campaign progress and gap to goal. Plan Q2 push if needed.
	RP Chair

	February–March
	Solicit any members not yet contacted. Focus on prospects with matching gift potential.
	RP Chair

	March 31
	PAOE deadline: 60% of Goal
	

	March 31
	PAOE deadline: Professional Development goal reached
	

	April 1
	PAOE deadline: Succession plan for RP chair submitted
	RP Chair

	April-June
	Final campaign push. Personal outreach to donors who gave last year but not this year.
	RP Chair

	May–June
	Compile year-end summary for successor.
	RP Chair

	June
	Transition meeting with incoming chair. Hand off all files, contacts, and institutional knowledge.
	RP Chair

	June 15
	PAOE deadline: 100% of Goal
	

	June 30
	Official end of fiscal year and campaign. Final deadline. Send all funds and donor lists to be received by this date.
	RP Chair, Treasurer



	Don’t Miss These
1. HQ submission and PAOE deadlines — confirm these at the start of each year.
2. The December calendar year-end and June fiscal year-end giving windows — your highest-opportunity months.
3. The transition handoff in June — do not let this slip. Undocumented campaigns die with their chairs.





Section 5: Planning to Reach Your Goal
5.1 Understanding Your Goal
At the start of each fiscal year, ASHRAE HQ assigns this chapter an annual RP Campaign goal. The goal for the upcoming year is:

	Chapter Goal FY26
Assigned Goal: $
Prior Year Result: $  (# gifts:  )
Gap/Surplus vs. Prior Year: $
Note: Any context on why goal was set at this level (e.g., based on 3-year average, adjusted for chapter size, etc.)



If the assigned goal feels unrealistic based on your knowledge of the chapter, raise it with your RVC early, not in May. Goals can sometimes be revisited with documentation and context.

5.2 Working Backward from the Goal
Don’t just chase a number. Build a plan that gets you there donor by donor.

1. Pull your donor list and sort by last gift amount (descending).
1. Assign a realistic ask amount for each known donor based on prior giving history.
1. Sum the realistic asks for current donors. That is your floor.
1. Calculate the gap: Goal minus Floor = what you need from lapsed donors and new prospects.
1. Identify enough lapsed and prospect donors to close that gap at a realistic conversion rate (assume 20–30% for lapsed, 10–15% for cold prospects).
1. Build your outreach schedule around this plan, not the calendar.

5.3 Donor Retention Is Your First Priority
Growing the campaign is good. Keeping donors you already have is essential. A gift that lapses costs you twice: you lose the revenue and you have to spend effort to win the donor back. Focus first on retaining every prior-year donor before prospecting new donors.

5.4 Leverage Chapter Events and Meetings
The most effective moment to ask is often in person, in community. Use chapter events to:
1. Give brief RP campaign updates (Five minutes at a meeting goes a long way)
1. Staff a table at your chapter’s events
1. Ask the chapter president to make a personal appeal at a fall kickoff event
1. Recognize donors publicly at chapter events
1. Distribute HQ-provided materials when available

5.5 Things Specific to This Chapter
After # years running this campaign for Chapter Name, here are the things I know that are not written down anywhere else:

	Chapter-Specific Intelligence (Fill in Before Handing Off)
Top donors who prefer a phone call (not email)
Members who are matching gift eligible
Members who have indicated interest in named/designated funds
Donors who should NOT be contacted (deceased, moved away, asked to be removed)
Best time of year for this chapter’s membership to give:
Chapter events where RP can be integrated:
Past tactics that worked especially well:
Past tactics that did not work:





Section 6: Making the Ask — Practical Guidance
6.1 Channels Available to You
1. Personal phone call (highest conversion, most appropriate for major donors)
1. Personal email (strong for loyal donors who know you)
1. Bulk email through chapter listserv (good for broad reach, lower conversion)
1. In-person at chapter meetings or events (highest impact per touchpoint)
1. Direct mail (HQ sometimes coordinates Society-wide appeals; supplement as needed)
1. Social media (LinkedIn, chapter social channels). These are useful for awareness, rarely drives direct gifts alone

6.2 What to Say
You do not need a script. You need three things:
1. A connection to the mission: ASHRAE research and scholarships advance this profession. This is why members invest in it.
1. A specific ask: “Would you consider a gift of $X this year?” Vague asks get vague responses.
1. A simple path to give: ashrae.org/contribute or the chapter donation link. Make it easy!

HQ provides sample solicitation language annually. Use it as a starting point and personalize whenever you can. “Dear ASHRAE Member” performs worse than “Hi Tom”.

6.3 Handling Objections
	What They Say
	How to Respond

	I gave last year.
	Thank them sincerely, then ask if they’d consider renewing. Most will.

	I can’t afford a big gift.
	Any amount matters. A $25 gift from a new donor is worth more long-term than a single large gift from one person.

	I don’t know if ASHRAE uses it well.
	Share a specific research project or scholarship recipient. HQ can provide reports and impact stories.

	I’ll think about it.
	Set a follow-up date and actually follow up. Most ‘I’ll think about it’ gifts require a second touch.

	Take me off your list.
	Honor it immediately, note in your tracker, and notify HQ to update their records.



6.4 After the Gift: Stewardship
Every donor should receive a thank-you within 48 hours of their gift. ASHRAE HQ sends a tax receipt automatically (in the US), but that is not a thank-you. Your personal acknowledgment is what makes people give again.
1. For gifts under $100: a brief personal email is sufficient
1. For gifts of $100–$499: a personal email plus a note in your tracking log
1. For gifts of $500+: a phone call from you, and consider asking the chapter president to follow up as well
1. For all donors: a public acknowledgment year-round



Section 7: Reporting Requirements
7.1 What HQ Requires
Always submit a list of donors who should receive credit, receipts, and recognition when you send a check or wire to HQ. Donor breakdown forms are found at www.ashraerp.com, or you can simply send a list with:
1. Donor ID (find these on 10 Year History Report, or leave blank if it’s a new donor)
1. Full name
1. Mailing address
1. Email address
1. Amount of gift
1. Designated gift fund

7.2 What I Recommend Tracking Internally
Regardless of what HQ asks for, I track the following for my own planning purposes:
1. Number of donors this year vs. prior year
1. Total dollars raised this year vs. prior year
1. Number of solicitations made (contacts attempted)
1. Conversion rate (gifts received / contacts made)
1. Average gift size
1. Number of new donors acquired
1. Number of lapsed donors reactivated

This data becomes your best argument for (or against) specific tactics when you plan next year’s campaign or brief the chapter board.

7.3 Communicating with Chapter Leadership
The chapter board should hear a brief RP campaign update at least twice during the year: once at the start (goal and plan) and once near year-end (results and outlook). Keep it short. Three numbers: goal, current total, percent of goal. Then one ask: “Here’s what I need from you.”



Section 8: Transition Checklist
Use this checklist to confirm the handoff is complete before June 30.

	✓
	Handoff Item

	□
	Outgoing chair has introduced incoming chair to ASHRAE HQ RP Campaign Manager by email or submitted succession form online

	□
	All campaign files (spreadsheet, email templates, prior-year reports) have been shared

	□
	Chapter campaign documents have been updated through end of current campaign

	□
	Donor notes (calls made, special circumstances) are documented

	□
	Chapter-specific intelligence document (Section 5.5) has been completed and shared

	□
	Login credentials or access to any chapter-controlled giving pages have been transferred

	□
	Incoming chair has reviewed this orientation guide and asked any clarifying questions

	□
	Transition meeting has been held; incoming chair has had a chance to ask questions of outgoing chair

	□
	Outgoing chair has confirmed availability for questions through at least September of the new year





Section 9: Quick Reference Card
These are the things you’ll look up most often.

	Topic
	Answer / Where to Look

	Chapter’s annual goal
	Provided by RVC each July; documented in Section 5 of this guide

	Online giving link for donors
	ashrae.org/contribute

	How to get a YTD giving report
	Login with ashrae.org credentials at https://ashraerp.com/real-time-reports/

	What funds donors can designate
	Confirmed annually with HQ; see current fund list from RP Campaign Manager

	Employer matching gift programs
	DoubletheDonation.com is a good lookup tool; also ask your chapter members directly; more info at https://ashraerp.com/employermatchinggifts/

	Tax receipt for donors
	Sent automatically by ASHRAE HQ after gift is processed. Do not issue your own tax receipts.

	Where to send donor thank-yous
	Directly from you; use their email on file or a personal note

	Who approves campaign communications
	You can communicate freely; for branded or Society-level materials, use HQ templates https://www.ashrae.org/about/marketing-central

	Where the chapter files live
	See Section 3.3 of this guide

	RP Campaign deadline
	June 30





A Final Word
The RP Campaign is one of those volunteer roles that can feel invisible. You’re doing work that doesn’t generate a lot of attention, and most chapter members don’t fully understand what it takes to run it. But the cumulative effect of your work, year after year, chapter by chapter, is what makes ASHRAE research and scholarships possible at scale.

You will have slow months and frustrating months. Some donors won’t call you back. Some years you’ll miss the goal by a little and that won’t feel good. But you’ll also have moments where someone makes a significant gift because you took five minutes to call them, and that is important to celebrate!

Don’t try to reinvent the campaign in your first year. Get the existing donors to renew, make the asks you know need to be made, keep good records, and hand it off better than you found it.

Good luck. You’ve got this.


1. Outgoing RP Chair Signature
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