
Fundamentals of Fundraising 
Module #3 Action Step: Organizing your Prospect Pool 

 
 
Overview 
 
For this Action Step, you are tasked with developing your organization’s prospect pool, and 
creating a tracking sheet that will evolve and improve over time. This tracking tool will inform 
your fundraising activity, and allow you to organize, prioritize, and stay on top of your activity. 
 
Action 
 
The following is a link to a Google Spreadsheet template that you can take and use for your own 
organization: 
https://docs.google.com/spreadsheets/d/1O88_i_saC0pKTU5-wbgkcpNWdg2QJUdolD6gH9Od
Vkc/edit?usp=drivesdk 
 
To save your own copy, please do one of the following: 
 

1. If you use Google Sheets/Docs/Slides etc.: Copy and paste and full sheet of fields into 
your own Google Sheets spreadsheet. 

2. If you prefer to use an offline program like Microsoft Excel, simply copy and paste all 
fields into an Excel spreadsheet. 

 
As you begin to populate the leadership, there are several segments of your organization’s 
prospect pool you can start with: 
 

- Your governing leadership (board, advisory council, etc.) 
- Your existing donors 
- Your past donors 
- Personal networks 
- Other prospects you know of 

 
Your goal, simply put, is to build and populate the starting point of what will become your daily 

and weekly tool for prioritizing and driving your fundraising tasks and progress. 

 
— 
 
When you are finished with this first version and it is populated, you are ready to submit your 
Prospect Tracker spreadsheet and move on to Module #5! 
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