
APPENDIX A

American Choral Directors Association of Minnesota
and its F. Melius Christiansen Endowment Fund

Consultant (Director of Development) Scope of Work

FUNDRAISING

1. Develop the annual fundraising strategy for the FMC Endowment Fund, including a calendar 
of cultivation, solicitation, and stewardship activities.

2. Communicate with and solicit from corporations, foundations and individuals their 
contributions to the FMC Endowment Fund.

3. Manage the Spring Appeal to ACDA-MN members and other previous donors.
a. Draft and review the Annual Report (additional detail in Development 

Communications);
b. Draft the appeal letter; and
c. Provide input on distribution. 

4. Manage the annual FMC appeal to corporations and foundations
a. Draft the appeal letter;
b. Create menu of funding opportunities and update organizational information for 

inclusion;
c. Work with Executive Director to update the mailing list; and
d. Assemble and mail the appeal packages.

5. Manage annual FMC Endowment Fund Committee pledge campaign; ensure pledges are 
fulfilled in a timely fashion. 

6. Attend the annual ACDA-MN Summer Dialogue to spearhead and organize a one-day 
fundraising campaign at this conference. 

7. Manage the annual fall appeal (in Sept/Oct) to all ACDA-MN members and other previous 
FMC Endowment Fund contributors.

a. Identify and interview an FMC Endowment Fund Committee member to provide the 
inspiration and signature for the letter; and

b. Draft the letter for review and approval by the signatory and ACDA-MN’s Executive 
Director

8. Solicit contributions for the annual Give to the Max Day in November via an online and 
email campaign. 
 

9. Encourage ACDA-MN members and all FMC Endowment Fund donors to make a 
contribution to the FMC Endowment Fund in memory of or in honor of loved ones, 
colleagues and friends throughout the year.



10. Encourage ACDA-MN members and other FMC Endowment Fund donors to consider 
including the endowment fund in their Last Will and Testament and/or estate plans and 
provide them with designated forms for this purpose.  

11. Identify and execute additional opportunities to fundraise for the FMC Endowment Fund 
according to best practices (e.g. appeals to attendees after Honor Choir concerts).

12. Initiate and submit grant proposals as directed by the ACDA-MN Board of Directors and/or 
the FMC Endowment Fund Committee.

DEVELOPMENT COMMUNICATIONS

1. Collaborate with the Executive Director on the Annual Report.
a. Provide detailed review and feedback on the FMC Endowment Fund’s Annual 

Report (by April 1), contributing text as needed; and 
b. Oversee the distribution (electronic or postal mailing) of the Annual Report by May 

1 to all ACDA-MN members and current/previous FMC Endowment Fund donors 
who are not members of ACDA-MN

2. Create a revised FMC Endowment Fund brochure when needed, (usually every three years) 
for the graphic designer, which includes:

a. Providing text copy and photos; and  
b. Proofreading copy before brochure is printed

3. Provide articles to cultivate and steward donors for Star of the North (Fall, Winter, Spring) of 
the Star of the North.net. Topics might include:

a. The projects of the FMC Endowment Fund;
b. The progress made in achieving the Fund’s financial goals; 
c. The application process for the annual scholarships which are awarded to ACDA-MN 

choral directors;
d. Donor profiles; and/or
e. Stories that highlight the impact of the scholarship program.

4. Provide the ACDA-MN Web Editor with updates for ACDA-MN.org

5. Ensure that ACDA-MN’s FMC Endowment Fund profile (and associated projects) on 
www.GiveMn.org is  persuasive and current

a. Draft and update content
b. Monitor monthly contributions

6. Review and update the FMC Endowment Fund’s donor mailing list annually

7. Collaborate with the Executive Director on other fundraising materials as needed

OTHER RESPONSIBILTIES

1. Attend three annual meetings of the ACDA-MN State Board of Directors and four annual 
meetings of the FMC Endowment Fund Committee each calendar year and other meetings 

http://www.GiveMn.org


as directed by ACDA-MN or FMC Endowment Fund Committee leadership (e.g. 
subcommittee or task force meetings)

2. Attend the annual ACDA-MN State Conference activities in November tied to fundraising


