
Fundraising Appeal Writing Checklist 

 

CONTENT: 

 Does the body start with a story about one person, place or thing? 

 Does that story start will a “killer opening line” that grabs the reader’s attention and makes them 

want to keep reading? 

 Did you make the donor the hero of the story?  (e.g. “Because of you …”) 

 Did you include one or two photos that are somehow related to the story? 

 Did you make a specific ask? (ideally for a specific donation amount) 

 Did you ask for one thing (a donation), and one thing only? 

 Did you repeat your ask several different ways? 

 Is your ask urgent?  (Why should the donor give NOW?) 

 Are you using twice as many YOUs and YOURs as you are I/ME/WE/US/OURs? 

 Did you include a P.S. that reiterates the ask? 

 Is the appeal approximately 2 pages long? 

 Is the letter written for a 4th to 6th grade audience? 

Check here:  http://www.readabilityformulas.com/free-readability-formula-tests.php 

 Have you used strategic underling or bolding to emphasize key components (including the ask)? 

 Have you read the letter OUT LOUD to make sure it sounds conversational? 

 

FORMATTING / READABILITY: 

 Are you using a serif font? 

 Is the font size at least 12 points? 

 Are you using black text? 

 Did you indent your paragraphs? 

 Are you using simple words, contractions and sentence fragments? 

 Are all of your paragraphs 5 sentences or shorter? 

 Do you have lots of white space? (if not try inserting a one line paragraph or two) 

http://www.readabilityformulas.com/free-readability-formula-tests.php


 

PACKAGE: 

 Are you using a simple package (just letter, reply device & envelopes)? 

 Is your outer envelope optimized to actually get opened? (as close to personal correspondence as 

you / your organization is comfortable) 

 Is your reply device trackable? 

 

PERSONALIZATION / SEGEMENTATION: 

 Did you address the donor by name in the salutation? 

 Do you have plans to add hand writing or other personalization to at least the appeals of your top 

donors? 

 Are you doing a different version of this letter for lapsed donors? 

 Are you using stamps for a portion of the mailing? 

 Have you included any other personal touches to make it look more like personal correspondence 

and less like a mass mailing? 

 Have you recruited volunteers to assist with these personalization efforts? 

 

FULFILLMENT: 

 Do you have permission to not have the appeal reviewed by a large group of people? 

 Have you contracted with a mail house to print and process this appeal? 

 If you are using an indicia, have you verified that your USPS permit is current and there are sufficient 

funds in your account? 

 Alternatively, have you arranged for volunteers to come in and stuff this mailing?  If so, are you sure 

you really want to do this (it rarely saves money once you factor in your time)? 

 

 

 

 


