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“Now, Where Did | Put My Keys?2”

Lessons From A Wedding Planner

“’m sorry. I'm Clueless

“What'’s Their Secret?e!l”




STORAGE)




FILE ORGANIZATION AND STORAGE

Two types of file formats you need to organize:

" Paper Files

" Digital Files



FILE ORGANIZATION AND STORAGE - PAPER




ORGANIZING MAIN DONOR FILES

Tab 1 — Initiation Documents

Tab 2 — Estate Plan Overview

Tab 3 — Trust

Tab 4 — Trust Amendments

Tab 5 — Wills | Gift Lists

Tab 6 — DPOAs | Patient Advocate Designations
Tab 7 — End of Life Documents

Tab 8 — Checklists | Outdated Documents




CHECKLIST FOR SETTING UP DONOR FOLDER




SCHEDULE QF ASSETS




Tab 1 — Schedule A | Titling of
Assets | Checklists

Tab 2 — Bank Accounts

Tab 3 — Investment Accounts
Tab 4 — Retirement Accounts
Tab 5 — Miscellaneous Accounts

Tab 6 — Real Estate




CHECKLIST FOR SETTING UP ASSET FOLDER




FILE ORGANIZATION AND STORAGE - DIGITAL




TIPS FOR ORGANIZING DIGITAL FILES
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OTHER USEFUL FOLDERS IN SHARED FILE

" Estate Plan Resources
" In Process

" Legal Counsel

" Meetings

" Promotion

" State Reporting

" Templates

" Trust Reviews

" Vendors
" Year End Close




DOCUMENT NUMBER RECORD



FILE
O RG A N IZAT I 0 N Zgrl:”rn}?nydf}:;ve it, but it doesn’t count if you
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LESSONS FROM A WEDDING PLANNER
(MANAGING THE PROCESS)







= Store in one place

" Regularly Review

* Keep checklist updated




























STRENGTHENING THE STRUCTURE (STS)

Set aside a day or half-day

Plan ahead how you will use that time

Choose activities that will improve your processes




MA N AG I N G TH E The stronger your processes, the more
P RO c ESS excellent your program.




“NEVER ASSUME THEY KNOW™
(COMMUNICATING WITH YOUR
COLLEAGUES AND DONORS)




WAYS TO COMMUNICATE WITH COLLEAGUES

" Impromptu conversations
" Microsoft Teams

* Copy on emails

* Shared File Notes

" Staff Meeting

= Annual Retreat
= Shared Master Calendar
" Monday
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l Office of Planned Giving & Trust Services
‘ File Notes

iFile # 10037 Name(s) Doe, John & Jane

Staft
Whint to Re;ceived a call from John Doe saying he and his wife feel they need a
PI 11/02/16 B Wune Will. Can we help with that? Told him yes, and asked if they would like
will to meet with our director to talk about the process. Set up 3:30 appt on
i i
November 5, 2016. They want to come to our office.
Met with the Does and explained estate planning process and general
TP 11/05/16 First Mtg |information about Trusts, Wills, POAs and PADs. Explained net step
w Does |would be to fill out the Estate Plan Detail. They asked for one and took it
with them.
John called with questions about the fiduciary section of EPD. He
11/12/16 mentioned they would like their daughter, who is a CPA, to act as
Successor Trustee of their Trust.
- i John stopped by office and dropped off the completed Estate Plan Detail.
11/31/16 Tari was at a meeting but I told him we would get the form emailed to the

completed attorney right away.







WAYS TO COMMUNICATE WITH DONORS

® Phone and email messages (respond
within 24 hours)

= Letter templates (use brackets)

" Note on door/message on phone when
gone stating when you’ll be back

=  Explaining process ahead of time

= Keeping donor appraised at all times



COMMUNICATING
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Never assume someone knows. Make sure
they do.
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“WHAT'S THEIR SECRET?!"
(TIME MANAGEMENT)







TIME IS YOUR MOST
VALUABLE AND SCARCEST

RESOURCE







WORK FROM YOUR CALENDAR,
NOT A TO-DO LIST.

Problems with to-do lists

" Doesn’t distinguish between items that
take only a few minutes and items that
require an hour or more

" Makes it tempting to work on urgent
rather than important tasks

* Causes unnecessary stress




WORK FROM YOUR CALENDAR,
NOT A TO-DO LIST.

= |f you truly want to get it done,
schedule time for it

=  Schedule a chunk of time for everything
that is important to you (“Time Blocking”

or “Time Boxing”)

=  Schedule important items as early in the
day as possible

= Don’t cancel goals; reschedule them

" Treat time-blocked calendar entries as

if appointments with your doctor!



* Procrastination can be overcome when you figure out how to
beat your future self, who cannot be trusted to do the right
thing.

* Visualize the pain for not doing the difficult task and the
pleasure from doing it.

* Recruit an accountability partner
* Set up rewards and punishments
* Act as if....

" Settle for “good enough”

OVERCOME PROCRASTINATION




ACCEPT THE FACT THAT THERE WILL ALWAYS
BE MORE TO DO.

" Quit trying to be everything to everybody

" It’s dangerous to base our self-worth on what others
think of us

" Super successful people don't just burn hour after hour
trying to cross more items off their task list. Instead,
they think through their priorities, schedule time for
each, and then enough is enough!




ALWAYS CARRY A NOTEBOOK

* Write everything down (ideas, observations, ’
conversations, interesting quotes, sketches,
appointments, things to put on calendar, etc.) '

* Take notes by hand

* Use shorthand codes by entries

= Every New Year’s Day, review your notebook




Email is a great way for other people to put their priorities
into your life; control your inbox.

Office workers spend 2.6 hours per day reading and
answering email

It’s like a cognitive slot-machine

MASTER YOUR EMAIL BOX










IMMEDIATELY

* Highly successful people take immediate

action on almost every item they
encounter

* Not dealing with an item immediately

means you will double or triple your time
spent on it

* By putting and item off, you are adding

to your subconscious stress level

" If you can’t take immediate action on an

item, calendar it for future action. Don’t
put on a to-do list.



PRODUCTIVITY IS ABOUT

ENERGY AND FOCUS, NOT
TIME.




TIME

Either you run the day, or the day runs you.
MANAGEMENT




THE 4 PILLARS FOR BUILDING A SUCCESSFUL
TRUST DEPARTMENT

= Consistent and Well Thought Out File Organization
= Utilization of Strong Processes and Procedures
= Ongoing Communication w Colleagues and Donors

= Excellent Personal Time Management Skills
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