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Is It Your Job to Train Other Offices/Departments? 
 
 
There are a few more topics we need to discuss before moving on to Module 3 and 4 where we 
will focus more on planning with assets and vehicles.  One important one is the necessity of 
training for other offices and departments.   
 
 
Business Office/Gift Administration 
 
The one I believe is most important is the business office.  That office may have a satellite called 
Gift Administration that works solely with the Development Office, or gift processing may just 
in the business office generally with no special assignment to any one person, which sometimes 
means no one person develops an expertise at it. 
 
The head in charge of the unit that processes gifts may be just one person from the business 
office assigned to Gift Administration, or it could be the Controller, or in a smaller organization 
maybe the CFO himself or herself.  Whoever it is, he or she needs to understand some things, 
and maybe a lot of things, about fundraising, donors’ decisions about what type of gift to make, 
stewardship, etc. 
 
No matter who it is, it is essential for the Major or Planned Gift Officer to have a good 
relationship with that person. Why?  Remember the elephant.  Are you viewing the front end, 
the side or the back end?  And which is the gift processing person seeing? 
 
You and they are seeing two completely different things.  All they see is the end result without 
understanding what might have led a donor to set up this or that gift structure—needs, wants, 
goals, fears, concerns, insecurities.  Plus, they see the end result without working through the 
issues the development officer and the donor have seen and discussed.  But the gift processing 
department is expected nevertheless to understand the gift structure and to make it work in 
the organization’s system.  That may be an unfair assumption on the part of the DO, MGO or 
PGO. 
 
I am of the opinion that it is the job of the DO, MGO or PGO to train other departments, and 
especially this one.  Let’s take the case study from Module 2, Session 5 that you just completed.  
You saw it from two perspectives—the financial advisor or experienced PGO who would do all 
those calculations and number crunching to get to a good result and the DO or even MGO who 
will develop the idea conceptually and pass it on to the advisor to PGO to flesh it out.  Even that 
is two sides of the elephant. 
 
If the gift administration/gift processor had the experience with the donor, then in the number 
crunching process, he or she may be more likely to work through any details of how to process 
the gift. 
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Let’s look at M2, S5’s case study, Mrs. A’s situation, from the business office point of view.  The 
CRT for Mrs. A   comes to them in this manner-  “Here’s a charitable remainder trust for your 
review and booking.  And here is the 8/13ths fractional deed in an office building that has been 
transferred to it that needs recording, valuation and sale.  Oh, and here’s the 5/13ths fractional 
deed for the campaign gift.  We need to pay Mrs. A $350,000.  We can do that on a note.  
Maybe defer it for two payments, OK?” 
 
Duh!  Do you think the gift admin person has a clue what to do?  And yet this is what I have 
seen in many cases.  There have been times when that is not even a conversation, just a form to 
be processed.  No wonder there is sometimes friction between the two offices.  Long before 
that scenario happens, the gift processing unit needs some friendly training.  Where do you 
start? 
 
So, let’s focus on what you can do. 
 
I think the first thing to do is meet with them to explain that the Development office is planning 
an expansion of its major gift program to include more asset gifts and in that process it is 
necessary that both of you understand the revenue function of the organization.  Introduce to 
them the 3 charts we started with—5 sources of nonprofit revenue, 5 sources of Development 
Office revenue and the Major Gift stack.  You may ask them to give you figures on the first one, 
5 nonprofit revenue categories. 
 
See the chart from https://www.visualcapitalist.com/chart-assets-make-wealth/ attached. 
 
Then go on to the Development Office revenue and on to the Major Gift Stack.  This chart from 
Visual Capitalist shows why assets, rather than only cash or cash equivalents, are important, 
especially at higher levels of wealth.  Explain that you intend to expand to gifts in all categories 
of the Major Gift Stack. 
 
In order for the organization to be successful (not you, but the organization), you will need their 
help, especially in gift processing and operating the program and its closed gifts. 
 
They may know these sites, but you can let them know there are some websites that assist the 
financial office, but there is little actual training in how to process gift vehicles and assets 
between the Development Office and the Business Office.  Here are some good sites to start: 
 
NACUBO.org 
YH Advisors.com 
Venable.com 
National Council of Nonprofits/Financial management 
(https://www.councilofnonprofits.org/tools-resources-categories/financial-management) 
 
The business office also needs to learn the sources for outsourcing of closed gift vehicles (See 
Module 1, Session 4).  In Module 7 we will visit this again as to how to work through creating 
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your gift processing procedures together, business office and development office.  It is a longer 
term project but will endure for a very long time. 
 
The last item on my list for the business office is donor stewardship.  You are the only one who 
can teach them about this topic.  Sometimes the business office must speak with a donor.  And 
I have found they do not necessarily have tact when doing so.  Please help them understand 
that there’s always another gift waiting in the wings.  Either that donor or his or her friends, 
alums, etc. 
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