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The literature is a vital 
part of the Giving in Grace 
programme. This document 
presses the pause button for 
a quick quality review of what 
you are asking people to read.

The mailing list 
Is your well crafted and beautifully produced literature going to the right 
people? Do you have a mailing list that is both comprehensive  
and differentiated? 

We want to make the right ask to the right people so that they can make 
a response that is appropriate for them. In one church one of the biggest 
givers did not receive a clergy ask letter at all while her son, who had not 
attended church for four years and no longer lived at home or even in 
the same city, was asked to increase his giving. That kind of mistake has 
reputational cost. Make sure your database is:
• Comprehensive: including all those whom you want to receive a 

letter and missing no one out. See the guidance under Preparing the 
Literature at the Building the Database tab

• Differentiated: dividing the list into different groupings: Leader, 
Planned, Plate and, possibly, Friends in the wider community. See the 
guidance under Building the Case at the Differentiation tab 

The audience
Try to see your literature from the point of view of the person who 
receives it. If you can describe and identify the look of a ‘normal’ mailing 
from your church, then be assured that your congregation can as well! 

So does this Giving in Grace communication stand out as different, as 
something that demands both attention and response? One fundraising 
consultant suggests asking five questions before you send anything out: 
• ‘Do I want to open this?’ 
• ‘Why should I take time to read this?’ 
• ‘Why should I respond to this?’ 
• ‘When should I respond to this?’ 
• ‘Will anyone notice if I don’t respond?’ 

A mailing-out envelope and a response envelope are available, which will 
help things along. Find them under the tabs in Preparing the Literature.

Quality
Allocate a reasonable budget to produce literature of a decent quality. 
Remember that the literature you send will go to homes saturated with 
professionally presented direct mail. You won’t be able to compete with 
that and you don’t need to. But, equally, you don’t need to send poor-
quality black and white photocopies. Avoid anything that looks cheap. 
Modern computers and printers can produce excellent results pretty 
cheaply unless you are doing very lengthy print runs, so home-produced 
literature is fine. 

Remember, you will get criticism whatever you do! If it looks half decent, 
someone will complain that the church has wasted money on printing. 
If you post the literature, someone will complain about the price of the 
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stamps. If you do it on the cheap, someone will 
complain about the lack of quality. See this criticism 
for what it often is: deflection to trivia so that people 
don’t need to engage with the core issue. 
• Pay attention to logos, pictures, typeface, colours, 

paper quality and so on. 
• What will make the envelope that holds the 

literature stand out from all the other mail people 
receive? 

• Provide a reply envelope that will stand out so that 
it is not overlooked. 

• If the literature pack is picked up from church, 
what will make it look personal? 

Proofreading
This is an art that not all of us possess. An early 
version of a Giving in Grace document referred to 
‘funerals and other forms of fundraising’! You need a 
proofreader who, like an inspired Rugby League full 
back, can bring down the howlers before they hit the 
try line. It does not have to be a professional, just 
someone who can pay attention to the detail. 
• Carefully proofread the text of all literature and the 

format of the master copy. 
• Get someone who has not been involved in 

producing the literature to read it with a fresh pair 
of eyes for tone and content as well as accuracy.

Cross-checking packages to the database
Are you sending the right letter and response form to 
the right person? 

Before you send out the literature packages, check 
that each person’s package contains the right 
literature. We don’t want a regular Planned giver 
who gives by standing order to receive a letter and 
response form inviting them to join the planned giving 
scheme and take a weekly envelope. 

Distributing the literature
How will you distribute the literature in your 
church and, where appropriate, your community? 
Three distribution options are given below and a 
combination of methods may be the best policy. The 
planning group will need to take a view on the best 
way to proceed. For example, a rural church writing to 
its friends in the community who rarely attend church 
will probably mail that literature but hand out the rest 
after a Sunday service.
• Post the letters: if you do this, always add a 

‘disclaimer’ in the letter stating that postage costs 
are covered by a donation. Of course, ensure that 
this is true. 

• Distribute the letters in church: keep this 
courteous, efficient and personal. Never thrust 
envelopes at people as they leave the building. 
Respect both them and the seriousness of the 
literature you are asking them to read. 

• Deliver letters by hand to each home: always 
call at the house and hand deliver to the 
individual personally. It may require a second 
visit but pushing the package through the door is 
impersonal and at worst may give the impression 
that you are avoiding contact. 

The reply envelope
The template of a reply envelope is provided that can 
be sent out with the literature. Always pre-address the 
reply envelope 
with a person’s 
name (‘Mrs Jane 
Smith’) and not a 
post holder (‘The 
Planned Giving 
Officer’). 

The reply 
envelope with the 
response form 
can be returned 
by hand, probably 
to the church on 
Sunday. But if 
you want it mailed 
back or if the literature was mailed out in the first 
instance, then there must be a full mailing address on 
the reply envelope, and a stamp. 

Social media
Of course, communication is not restricted to letters 
and brochures. Many churches have websites or a 
presence on social media such as Twitter or Facebook. 
Pay attention to how Giving in Grace is communicated 
in these media as someone else may be responsible 
for the content of what is said.
• Is the core message on the website coherent with 

what you are saying in the literature? 
• Are web or Facebook pages and Tweets up to date?
• Are you monitoring Tweets or Facebook entries for 

inappropriate entries?
• Can letters, brochures and response forms 

be downloaded from the website and are any 
hyperlinks accurate?

• Is there an ability to give direct to the church from 
the website?
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