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	PROSPECT CONTACT REPORT       CD001


Instructions

· Use this form to report any visits made to prospects/donors in relation to UCT business.

· This form provides vital information that enables the Development & Alumni Department  to manage effectively the University’s relationships with prospects/donors. 

· Kindly submit the form electronically only to Jane Connolly, Head: Research, Development & Alumni Department,  jane.connolly@uct.ac.za and copy to any other Development & Alumni Department staff member with whom you have been in contact about the visit. 

· When completing the form electronically, if you need more space, the boxes will expand as you type. 

	Prospect name
	

	Meeting date
	

	Meeting venue
	

	Project name
	


1.
UCT CONTACT PERSON DETAILS

	
	UCT contact person 1
	UCT contact person 2

	Name(s)
	
	

	Telephone no.(s)
	
	

	Fax no.(s)
	
	

	E-mail address(es)
	
	

	Department(s)
	
	

	Faculty(ies)
	
	

	Project leader
	
	


2.
PROSPECT DETAILS

	
	Prospect / donor representative 1
	Prospect / donor representative 2

	Name(s)
	
	

	Department/office/branch
	
	

	Telephone no. (s)
	
	

	Fax no.(s)
	
	

	E-mail address(es)
	
	


3. MEETING DETAILS

3.1
Key objective of the meeting 

	


3.2
Summary of the meeting 

	


4.
CHANGES TO BE NOTED 

4.1
Changes in philanthropy / funding / investor directions

	


5. 
ACTIONS FROM MEETING

	Actions from meeting
	Who will do it?
	By when?
	Comments

	Request for Proposal (RFP)
	
	
	

	More information required (specify type)
	
	
	

	Organise event
	
	
	

	Send thank you
	
	
	

	Other
	
	
	


6.
GENERAL
6.1
Any other comments you think would be helpful for the Development & Alumni Department?
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