
BP#15: Address Book Management (Tracking Volunteers and  
Financial Supporters).  

Benefits:  

A ministry that relies on external funding and volunteers requires the ability to track those donations to build  
relationships and extend their network of support.

It’s important to track volunteers so you can show them appreciation, recognize what all is being done through 
your ministry and to convey how much time and manpower the activities require. 

It’s also important to track donors and donations in order to have a complete financial picture, to be able to  
acknowledge and thank your donors, to know what it costs to run activities and to know who is in your network 
and who they might know. 

When you keep up-to-date records, you can understand past involvement and are better equipped to increase their 
engagement and investment. You can then equip your donors and volunteers to be spokespeople for your ministry.
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Best Practice (BP) | Best practices are specific, discrete ministry activities that measurably increase program scale, effectiveness, and/or efficiency,  
and can be replicated by other National Ministries. Best practices should be supported by evidence (data).

Touchstone
Best Practices to Expand Your Reach

Planning Considerations (How to do it):  

• Determine what information you plan to collect.

• Determine how you want to use the volunteer and donor information.

• Determine what platform you will use (Microsoft Access, Google, Excel, etc.).

• Determine what basic fields you want to capture:

 o For donors

  – Contact information

  – Profession

  – Gender

  – Age

  – Date and amount of last donation/gift

 o For volunteers

  – Contact information
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POC (contact  
for more info):  

Colombia 

England and Wales 

Netherlands

Nigeria

Sri Lanka

  – Profession

  – Gender

  – Age

  – Skills

  – Interests

  – Availability 

• Determine access levels for the data.

• Determine how the system will be safeguarded so that donor and volunteer information  
 is  not exposed.

• Determine the necessary back-up system.

• Determine who will manage the data and the database and who will be responsible for   
 cleaning these up.

• Build the tool (internally or with a contractor).

• Test the new system to determine if it effectively handles the necessary tasks.

• Enter or migrate current donor and volunteer data to the new system.

• Train all users on the system.

• Create email lists for each group and use them to regularly communicate with both donors   
 and volunteers to keep them engaged in your work.

• Build online forms for volunteer sign-ups that feed directly into your system.

• Look to integrate your system with communication tools – emailing donors about  
 opportunities or reminding volunteers of a scheduled commitment.

Required Resources (What you Need to do it):  

1. Human Resources.
• Someone will need to lead the project.
• Someone will need to lead the solution selection process.
• Someone will need to manage access to the system.
• Someone will need to build the tool (or manage the tool building).
• Someone will need to train users on the tool.

2. Collateral.
• Build on-line forms to collect volunteer sign-ups.

3. Time. 
• Time to determine the ministry’s data needs.
• Time to decide on what tool would meet the needs.
• Time to determine data security needs.
• Time to set-up the system.
• Time to test the system.
• Time to populate the system.
• Time to conduct training.
4. Space. Space to conduct training.

5. Cost. The cost varies. Considerations include travel expenses, types of communication 
(email, phone, text), software expense, contractor expenses.


