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Volunteer Toolkit

• Best Practices adapted from Ken Culp, III, Ph.D. and tools 
adapted from the Main Street Colorado Volunteer 
Management Toolkit

• Created a Steering Committee of 2 directors help guide 
creation of Toolkit

• Toolkit includes 6 key areas of volunteer management
• Each key area has best practices and tools/resources
• https://www.miplace.org/4a7adf/globalassets/documents/

michigan-main-
street/resources/mms_volunteer_toolkit_2019_2.pdf

https://www.miplace.org/4a7adf/globalassets/documents/michigan-main-street/resources/mms_volunteer_toolkit_2019_2.pdf


Volunteer Management Cycle
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Volunteer 
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Volunteer Feedback 
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Volunteer 
Retention



Volunteer Identification

• Best Practices: 
• Assess the efficiency of your organization’s volunteer 

management program and evaluate strengths and 
areas of improvement

• Identify volunteer opportunities through assessing 
organization’s volunteer needs

• Gauge interest of prospective volunteers using an 
inquiry form and volunteer profile and interest card



Volunteer Recruitment 
• Best Practices: 

• Set up volunteer meet and greets to get to know prospective volunteers

• Create position descriptions with fun, exciting titles to encourage recruitment 
of individuals to specific roles based on their interests and skill-sets

• Match volunteers to existing projects/volunteer opportunities based on skills 
and interest

• Integrate flexibility through recruiting volunteers to short-term projects or 
individual tasks and allowing for virtual volunteers through tasks that can be 
accomplished off-site

• Develop a more detailed volunteer application and make the application 
available online

• Ask people to volunteer! Shift the way your organization asks for volunteers by 
focusing on the cause and outcomes of your organization and make personal 
asks



Volunteer Orientation

• Best Practices: 
• Create a volunteer handbook that explains all the key information about your 

organization and volunteer must-knows

• Conduct an individual and/or group volunteer orientation meeting

• Demonstrate a collaborative team spirit to excite volunteers about their 
decision to participate

• Develop a volunteer mentor or buddy system so that new volunteers have a 
contact to ask questions and can feel a connection to others within the 
organization

• Host an annual meeting so that volunteers continue to feel passionate about 
your Main Street organization’s mission and can see the overall impact of your 
organization’s work in the community



Volunteer Tracking

• Best Practices: 
• Create a single database to track volunteers. Information to collect 

for each individual volunteer includes:
• Name
• Address
• Phone number
• Email
• Emergency contact
• Interests/special skills

• Use technology to help manage and communicate with volunteers

• Count Volunteer Hours



Volunteer Retention

• Best Practices: 
• Discover what motivates volunteers to participate and ensure your 

organization is meeting their needs for continued participation

• Empower volunteers to be decision makers through allowing them to take 
ownership of their project, event or committee

• Always make tasks enjoyable. Hire out the non-glamorous tasks (such as 
picking up garbage, emptying trash cans, setting barricades, etc.)

• Be available to volunteers to hear questions, provide feedback and listen to 
any concerns

• Appreciate and recognize your volunteers’ work through a series of gestures, 
both small and large

• Position volunteers to move up within the organization, from project volunteer 
to project/committee chair, and eventually to board member



Fund Development Toolkit

• 2020 – Held a 4-part virtual workshop focused on fund 
development basic education and tactics

• Created a Steering Committee of 2 directors and one board 
chair to help guide creation of Toolkit along with consultant 
from Johnson Center for Philanthropy

• Toolkit includes 10 Pillars for Fund Development 
• Each Pillar has best practices and tools/resources
• https://www.miplace.org/4984a8/globalassets/documents

/michigan-main-
street/resources/mms_fund_dev_toolkit_2021_3.pdf

https://www.miplace.org/4984a8/globalassets/documents/michigan-main-street/resources/mms_fund_dev_toolkit_2021_3.pdf


1. Evaluate Your Organization’s Overall Sustainability 

Foraker Model of Sustainability: 



2. Assess Your Organization’s 
Budget and Financial Health

• Budgeting tips
• Tips for managing the budget
• Budget templates

3. Shift from Fundraising to 
Fund Development 



4. Build an Organizational Culture of Philanthropy 
and Create a Fund Development Team

• Step One: Determine an effective team 
structure

• Step Two: Recruit fundraising 
volunteers

• Step Three: Ensure the board 
understands their role:

• Relationship Building
• Planning
• Giving

• Step Four: Develop internal systems to 
manage fund development activities



5. Identify Your Organization’s Existing 
Revenue Sources



6. Determine the Fundraising Tactics that are 
Best for Your Organization 



7. Develop a Fundraising 
Plan

Tips: 
• Identify necessary resources
• Cultivate new donors and develop 

communication tools to develop relationships
• Set clear and realistic financial goals
• Map out the fundraising tactics you will use
• Set evaluation criteria for your efforts
• Set clear deadlines for each action in the plan



8. Create a Case Statement 
for Your Organization

Key elements to include: 
• Organizational history
• The need – data-based and story-telling
• The solution your organization offers to meet the 

need
• Why you and why now – create a sense of 

urgency
• Action desired from donors



9. Engage New and Existing 
Donors

10. Measure the Success of 
Your Organization’s Fund 
Development Efforts

What to measure: 
• Number of contacts with the 

donors
• Fundraising goals
• Increases in giving
• Donor engagement
• Number of renewed and new 

donors
• Volunteer and board engagement 



Business Development Toolkit

• Partnered with Downtown Professional Network to develop 
toolkit to help guide business development efforts

• Created a Steering Committee of 4 directors and one board 
chair to help guide creation of Toolkit 

• Toolkit includes best practices, proposed actions, tools and 
the potential roles played by the Organization staff, board 
members and volunteers

• https://www.miplace.org/4984a8/globalassets/documents
/michigan-main-
street/resources/mms_fund_dev_toolkit_2021_3.pdf

https://www.miplace.org/4984a8/globalassets/documents/michigan-main-street/resources/mms_fund_dev_toolkit_2021_3.pdf


Business Development Building Blocks



Business Development Building Blocks



Business Development Building Blocks



Business Development Building Blocks



Supporting Businesses

BEST PRACTICES
• Invest time to build strong, 

personal relationships with, and 
among, business community 
members

• Work actively with partners to 
facilitate and promote access to 
business support programs and 
resources

• Use interactions and business 
survey findings to identify needs 
and to target assistance

• Advocate for business-friendly 
policies and ordinances



Supporting Businesses



Business Development 



Business Development 



Properties and Spaces



Development Opportunities





Leigh Young, 
AICP
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