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Policies and Procedures for 
Managing Your Planned Giving Program

Stewardship Kaleidoscope 2021

Introductions

• The Rev. Ellie Johns-Kelley – Ministry Relations Officer from the Presbyterian 
Foundation for Allegheny & Chesapeake Region

• Who are you?

• Why are you here today?
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Basics of a Healthy Planned Giving Program

• Assemble Your Team

• A Vision Statement

• Legacy Circle Charter

• Policies

• Procedures for Implementation

– Communication Plan

Building a Vision Statement

• Practice financial transparency

• An inspirational legacy vision, in 300 words or less

– explains the need for bequests and legacy gifts

– Demonstrates the difference such gifts can make to 
build and protect the future of the church

• Best incorporated into communication materials, messages 
and presentation

Resources:
-Building a 
Vision 
Statement
-Vision 
Statement 
Examples
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Legacy Circle Charter

• Document approved by session/council outlining how the 
program is going to work

• Celebrates the decision members have made to name 
the church as a beneficiary

• Useful tool in leveraging the stories to inspire others of 
why members were moved to create a legacy

• Helps to tell the story of the origin of gifts years down the 
line

Legacy Program 
Proposal
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Policies
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Definition of Policy

1. :prudence or wisdom in the management of affairs
:management or procedure based primarily on 
material interest

2. :a definite course or method of action selected from 
among alternatives in light of given conditions to 
guide and determine present and future decisions
: a high-level overall plan embracing the general goals 
and acceptable procedures especially of a 
governmental body

Merriam-
Webster.com

Why have policies?

• Build confidence in your planned giving 
program by having clear policies that help 
explain how donors’ gifts will be used

– Clarity for the Donor

– Clarity for the session/council

• Provide consistency for your program for 
the management of gifts and carrying out 
the long-term vision
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What policies do…

• Establish guidelines for what gifts can be 
accepted

• Create structure for how gifts will be used

• Develop criteria for how funds will be 
invested

What policies do you need?

• Gift Acceptance Policy

• Fund Management Policy

• Invest Policy Statement

• Investment Committee Charter

See samples in 
Stewardship 
Navigator
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Gift Acceptance Policy

Fund Management Policy
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Procedures

Definition of Procedures

1. :a particular way of accomplishing something or of acting
:a step in a procedure 

2. :a series of steps followed in a regular definite order
//legal procedure
//medical procedure
:a set of instructions for a computer that has a name by 
which it can be called into action

3. :a traditional or established way of doing things
:Protocol sense 3a

Merriam-
Webster.com

15

16



9/15/2021

9

Best Practices for Managing 
a Planned Gift Program

• Have an annual communications plan to keep the conversation going

– Share the vision

– Create a brochure 

– Add a planned giving webpage to your website

– 12-4-2-1

• Don’t be afraid to ask 

• Listen to the donor’s story of connection to this ministry

• Celebrate the decision to create a legacy as well as celebrate those received and stewarded

• Gratitude – Donor Recognition

• Prepare Staff and Volunteers – start with thank you and know where to direct the donor

Ask

• Send an invitation to a planned giving 
event:

– Potential Donors

– Members

– Friends

• Personal ask for long time contributors as 
well as significant contributors
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Donor Recognition

• Initial handwritten “thank you” note 
following commitment to give

• Annual thank you event

- Over a meal

- A desert reception

- Recognition in worship

- A small symbolic gift 

• Opportunity to share story

Additional Useful Tools

• Planned Giving Committee Job Description

• Letter of Intent for Future Gift

• Box on Pledge/Estimate of Giving Card to indicate

– Desire for more information on Planned 
Giving

– Donor has included the church in Estate 
Plans

• Charter for high threshold undesignated gifts for 
the establishment of a discernment committee to 
access current and long term needs for the funds
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Resources

• www.PresbyterianFoundation.org

• Your Ministry Relations Officer 

• www.stewardshipnavigator.com

• Legacy of a Lifetime Brochure

• www.churchfla.com Code: PCUSA

For PCUSA 
committees

For ELCA 
committees

Please contact your Regional Gift Planner

https://www.elca.org/Resources/ELCA-Foundation

200 E 12th Street    Jeffersonville, IN 47130     800-858-6127     presbyterianfoundation.org

The Rev. Ellie Johns-Kelley
Ministry Relations Officer
Allegheny and Chesapeake Region
Ellie.Johns-Kelley@PresbyterianFoundation.org
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