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The AFRAM Group 
1323 Underwood Street, N. w. 

Washington, D. C. 20012 
Phone: (202)347-2540 

Fax: (202) 347 -2541 

FRIENDSHIP HOUSE ASSOCIATION 

FINAL REPORT ON 2004 CENTENNIAL ACTIVITIES 

The Services to be Performed 

Friendship House Association contracted with The AFRAM Group in January 

2004, to perform the following tasks: 

.1. Review and assess Friendship House's fund-raising history and then 
current capabilities based on strategic and tactical plans, donor files, 
record systems, acknowledgements, solicitation documents, and other 
materials related to its fund-raising activities. 

2. Coordinate and integrate the proposed "Imaging Plan" and other 
cultivation and fund-raising events to coincide with and to enhance the 

success of the year's activities. 

·3_ Plan and conduct a full day's Board of Directors' Retreat to review and to 
reinforce Board members' knowledge of their roles, rights, and 
responsibilities regarding fund development. A date was requested from 
the Board on several occasions, but no such date was ever set. 

4. Design, organize, and manage a reception at the French Embassy • i• 
purpose of thanking/recognizing past donors and to cultivate new 
prospects, especially for the Centennial Gala on December 2, 2004 
AFRAM Group recommended including an auction with items such 
furs, trips, nights out, and spa packages and it offered to help to so 

many of the items. 

5. Formulate and execute plans for the Centennial Ga\a. 

6. Evaluate and critique the effectiveness and the efficiency of the ye 

efforts. 

7. Report on the year's fund-raising actives by mid-January 2005,co 
recommended actions to be taken to launch a protracted advan 
program focused more specifically on the private sector while co 
to pursue foundation funding. 
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The History 

In the spring of 2002, The AFRAM Group began discussions with Friendship 
House about launching a capital campaign to renovate and reconstruct internal 
portions of 619 D Street, s. E. and to recreate an endowment fund. Also that 
year, the Principals of The AF RAM Group began working, pro bono, with 
Friendship House's Corporate Advisory Committee (CCC) and its development 
officer. During that period, it was decided that the focus of the development 
efforts would be centered Centennial activities in the period 2004 and 2005. 

In December 2003, The AFRAM Group submitted a proposal to perform the 
services outlined in the first section of this report. As noted, an agreement to 
perform those services from January 2004 until the end of January 2005 was 

signed in January 2004. 

The Findings 

1 . A review of the development (fund-raising) history, current activities, 
records, and projections was conducted in January and early February 
2004, by members of The AFRAM Group with the help of the 
President/CEO and the development officer. That review included, (1) 
an assessment of Friendship House's fund-raising past development 
activities and (2) its then-current capabilities based on strategic and 
tactical plans, donor files, record systems, acknowledgements, 
solicitation documents, and other materials related to its fund-raising 

activities. 

The assessment revealed that: 

a. There were substantial gains in the fund-raising capabilities of 
Friendship House over the past three years with the emphasis 
that the President/CEO had placed on development and his 
efforts to bolster Friendship House's fund-raising capabilities, 
the designation of at least one person who had development as 
a lead responsibility (although not the only lead responsibility), 
and the support of other key senior staff members in various 
aspects of the development program. 

b. A recently purchased and instaUed records management system 
for development that interfaced with Friendship House's 
financial records system was serving the need to prove accurate 
and timely information for recording, acknowledging, and 
reporting on gifts and grants and for decision-making. However, 
only the development office was trained and conversant with its 

operation and capabilities. 
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c. Friendship House had purchased and sent at least one mail 
solicitation to individuals on a list of moderate- to high-earning, 
potential donors. Also, there were multiple lists of donors, past 
donors, and potential donors that had been assembled, but not 

p\aced in a database. 

d. There was a draft strategic plan. The AFRAM Group read and 
made written comments on that plan. 

e. There were written materials distributed to the Board of 
Directors in 2004, which detailed Board member responsibilities 

in general with specifics on deve\opment. 

f . There was minimal, direct, outright financial support from the 

majority of the Board members. 

g. There was only one annual mail solicitation, which was yielding 

\ess than $25,000. 

h. Market Day, the annual street festival that drew people from 
throughout the City and raised a moderate amount of 
unrestricted income, had gained greater corporate support and 
continued to give Friendship House high visibility throughout the 

City. 

1. Recently instituted art shows/receptions have been used as 
cu\tivation and fund-raising events with some success. 

2. In February. a member of The AF RAM Group was briefed and 
participated in discussions about an Imaging Plan for Friendship 
House. The Plan was professional prepared and presented by Arnold 
World Wide at no costs to Friendship House. The intent was to 
develop a brand for Friendship House that would enhance the way 
Friendship House was perceived among its external constituents in 
support of the activities planned for the Centennial Year. 

During an extensive review by staff members, it was agreed that 
elements of the Plan needed to be tweaked to make it even more 

applicab\e to Friendship House. 

3. Over the course of the year, several members of the Board of Directors 
resigned. The full- day Board briefing was never scheduled. 

4. The design, planning and execution of the French Embassy Reception 
and Auction on May 20, began in February and included consultation 
with key staff members, the Corporate Advisory Committee (CAC), and 
the Board of Directors. A live and silent auction was included as a part 
of the Reception. The goal was to have a maximum of 300 guests. 
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An April, art auction that was being planned by the ~w ...... 
cancelled. It was suggested that any audion items IOlldflltl 
event be included, if appropriate and possible, in the Flllincllt,Blllll•• 
event. Some of those items were confirmed on the marn11Dal~ .. ~~ 
French Embassy Reception even though a second mctllrlllaft.11111·- ty 

deadline had passed three days prior. The AFRAM Group 
arrangements and coordination with the Embassy. 

• • ; ' • I } 

The AFRAM Group recommended sending 2,000 invitationa in:l'wl'll• 

assure 300 guests. The CAC decided to reduce that number 
substantially. Approximately 21 O invitations Yl8re sent using CD1'1118Cll 
from the Board, the CCC, and names provided by Friendahlp ttOltm 
staff members being mindful that each invitee would be pe11nitl8d 
bring one guest. 

Members of Friendship House Board of Directors and CCC nanbar9 
were asked to make calls to encourage attendance. Apprmamatelf 
100 people attended the Centennial Reception and Auction and it 
raised about $4,000 above costs. There were no event sponsors, 
although CCC members offered to solicit some from within ther 
membership to offset the cost of the event, which was $ 6,265. 

At the May meeting of the Executive Committee of the Board of 
Directors of Friendship House, The AFRAM Group racornmend1d 
the Board and the CCC hold a joint meeting within two wallCS ..... 
Reception and Audion to review and to critique the f89Ull8 of the 
reception in order to set parameters and to guide planning far the ~-
The meeting also was to serve as an opportunity for Board and CCC 
committee members to write any thank you notes theJ 
written to guests they met at the reception who might be DOii ... • 
donors or sponsors of the Gala. That did not occur. 

5. Detailed planning for the Centennial Gala began in J 
progrw began with the r.acruitrnent people to • Fnen_..lf1ilall• 
Centennial Celebnltion Committee (CCC) and an ttDn._I:· 
Committee The would°""· .... 
ICllll::it aponsars and 11U81•, 
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updated, de-duplicated, and managed. Doing that would have created 
a unified list of potential supporters of Friendship House. 

A .. Hold the Date" post card was sent to some potential invitees in the 
fall. The invitations with an opportunity to become premier sponsors 
and/or hosts of tables were mailed and hand-delivered approximately 
four weeks before the Gala. The reply card that accompanied the 
invitations allowed the respondent to make a gift without attending the 
event. The AFRAM Group called more than 100 potential lead 
corporate sponsors. The President of Friendship House made 
additional calls. 

The AFRAM Group assisted Friendship House in the overall planning 
and execution of the event including assisting the Board and CCC with 
selecting honorees; sponsorship cultivation and solicitation; 
activities/meetings to promote Gala support; writing, editing, design, 
and printing; securing entertainment; and hotel arrangements. Also, 
The AFRAM Group assisted staff members and served as hosts at the 
Gala. 

6. The Gala, on December 2, was originally planned for a maximum of 
500 guests. There were more than 300 people in attendance. A 
subjective evaluation indicates that the Gala was a success. 
Honorees, guests, and staff members were pleased, the food and 
beverages met expectations, the program ran on time and according to 
plans, and the event resulted in a moderate income over expenses: 

Original Budget $75,000 
Revised Budget 63,676 
Expenses to Date 52.580 
Balance - Under-budget $11,096 

Revenue 
Sponsors 
Contributions 
Advertisements 
Individual Tickets 
Staffs Guests 
Total 

$42,000 
9,819 
3,250 
2,900 

800 
$58,769 

7. On December 15, there was a meeting to critique and evaluate the '81Ults 
of the Gala. Some of the comments made at that meeting include the 
following: 
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• Someone needs to assist with plaques. 
• Scripts must acknowledge staff and sponsors. 
• Master of Ceremonies must be told to follow the script {Walters left 

off some key acknowledgements by reading past some of the 
script) 

• Someone needs to be assigned to work with the Master of 
Ceremonies to ensure that he or she follows the script and does not 
miss mentioning key people or key points 

• If someone misses something in the script, someone else must fill 
in the missing information when they have the mike. 

• The stage must be well lit. 
• Someone needs to be on-hand to help identify and pass the 

appropriate award to the award presenter 
• Based on the feedback and reception to the Centennial Gala, 

Friendship House encouraged to consider a series of Centennial 
events. 

• Everyone working the event must clear his or her schedule to arrive 
early. 

• The CAC needs to be reformulated and restructured. 
• Friendship House should plan early and stay focused. Now is the 

time to book a venue for a year-end Centennial event in 2005. 
• Friendship House needs a development to handle foundation and 

corporate fund raising. 

Benefits Derived from the Event 

• People were thrilled to attend. 
• They wanted to be a part of the 1 oath historical event. 
• The camaraderie and nostalgia that people experienced was 

gratifying. 
• The pictures were very well received. 
• People who have been gone for awhile were happy that they had 

not been forgotten. 
• The event lived-up to its billing. 
• The event was first class at a first class venue. 
• The event was well attended. 

6. The next section of this report makes observations and recommends 
regarding actions to be taken to launch a protracted advancement program 
focused on the private sector funding. 

Observations and Recommendations 

The past year was a historic one for Friendship House. It was a year full of 
opportunities and challenges. Substantial numbers of people were introduced to 
Friendship House and the services that it has successfully provided to thousands 
of people. Now is the opportune time to make the best of those introductions as 
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well as "bringing back" people who have drifted away. In order to capitalize on 
these opportunities, Friendship House needs a structured and managed 
development plan with experienced staff, dedicated volunteers, and resources to 
make it successful. 

Creating a workable development plan begins with getting the support of a firmly 
committed, well-informed governing board. No matter how well intentioned the 
members of the board are there are policy-making procedures, fiduciary 
responsibilities, legal constraints, ethical considerations, and fund-raising 
practices than should be reviewed or introduced to the members of the governing 
board and to senior staff members. Recent charges of mismanagement and/or 
lack of trustee oversight at some of the foremost nonprofit organizations in the 
country have highlighted the need to assure that these matters are addressed on 
a regular basis. The topics that should be covered include: 

• The role and responsibilities of the board and the role and responsibilities 
of individual board members. 

• The role and responsibilities of the chief executive officer and that 
person's relationship to the board and individual board members. 

• Establishing procedures that guide board meetings and operations. 
• Finding, recruiting, briefing, rewarding, and retaining board members who 

best fit the organizations needs. 
• Evaluating the board and the chief executive officer. 
• Setting goals. 
• Building and executing plans for the organization. 
• Organizing the board through the establishment of committees that will 

carryout the plans. 
• Assuring adherence to ethical behavior and legal guidelines. 
• Evaluating results and making course changes. 

After board members, inconjuction with the chief execute officer, understand and 
adopt an operational plan, the organization should construct a development plan. 
The development plan for Friendship House should have the following elements: 

• Updating the analysis of Friendship House's current devek>pment capacity 
(staff, budget, volunteers, and other resources) to determine its ability to 
initiate and to sustain a development program that would consist of an 
annual giving program, coordinated special events designed to raise 
funds as well as cultivate new and existing donors, and preparations for 
a capital campaign. 

• Crafting a development plan with defined goats, objectives, priorities, 
timelines, staff and volunteer needs, budget, other resources, timelines, 
and evaluation procedures. 

• Developing a ca1e for support, other written and visual matariall, .. d a 
d1art of gifts far each of the program elementB of the clevelapm.t 
psagram. 
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• Prioritizing the program elements based on th~ needs and available 
resources and outlining specific plans of action to reached agreed-upon 
goals. 

• Identifying, qualifying and cultivating potential, private sector donors and 
volunteers (people ~f influence and/or afflu~nce), ~ho are willing to 
commit their time, talent, and treasure to Friendship House. 

• Organizing staff, resources, and volunteers as outlined in the development 
plan. 

• Implementing the plan. 
• Evaluating the result at pre-determined times and making any needed 

changes to the plan. 

Conclusion 

It was a pleasure to have helped Friendship House to plan, to implement, and to 
evaluate its Centennial Year events. Many of the successes of the year should 
be credited to the assiduous and protracted efforts of Carnice Rawl, Mary 
Randle, Alfreda White, and James Riddick. However, other volunteers and staff 
members also played vital roles throughout the year. 

There are always "what ifs" to be answered, but in this case, many of those 
questions are now rhetorical. The fact that the overall assessment of the year's 
activities was judged to have been successful -- new friends were made, old 
friends were pleased, there was a positive financial ending, and few 
insurmountable impediments were encountered. 

It is our hope that the observations and recommendations will be given serous 
consideration. The AFRAM Group would be pleased to assist Friendship House 
inaugurate its second century of serving the people of our community by 
submitting a proposal to address the above recommendations. 

Submitted by: 

Samuel N. Gough, Jr. 

SamuelN.Gough,J~,CFRE 
Principal 
20 January 2005 

Lorraine Homes Settles 

Lorraine Homes Settles, CFRE 
Principal 
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