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APRA-Metro DC Newdetter
June 2002

From the President:

Collaboration—it’ s agood thing! | was thinking abou
how fortunate we are in the Washington, DC areato have
threeAPRA chaptersin close proximity to ore another,
which gives us the chance to coll aborate, espedally for
educational activities. I'm proudto say that APRA-Metro
DC has had the oppatunity to work with bah APRA-
MD and APRA-VA!

APRA-Metro DC and APRA-MD presented ajoint
program in May 2002at the University of Marylandin
College Park, Maryland. The spegker was Kathy
Jankowski of Jankowski Associates. (SeeProgram Notes
for more detail s.) This particular program ideawas
launched when Nancy Cole (the president of APRA-MD
at the time) cdled me during the summer of 2001, and
suggested that our chapters hald ajoint meding. We
talked abou posgble locations that would be acessble
to members of bath chapters, and decided that it shoud
be an afternoonmeeting. Since both chapters were
holding one-day conferences in October, we agreed that
we would look at spring 2002for this adivity.

| put the idea onabad burner urtil ealy this year, when
| passed it along to APRA-Metro DC’s Program Chair,
Nicole Courey. | suggested the University of Maryland as
apossblelocaion, and we discovered that we had some
new chapter members from the University. Nicole took
thisinformation and ran with it!

Inside:

Suggstions for Setting Up a Research
Consulting Business

-Waveney F. Mason page 2
Program Notes
— Deborah Wall ower page 8

APRAMetro DC Membership Application
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APRA-Metro DC Contacts:

Deborah Wall ower, 703-438-6028
wall ower@nwf.org
Communicaions: Rumana Chaudhui, 202-429-3806
rumana._chaudhuri @usip.org
ConferenceChair: GloriaBenton, 202-728-7627

President:

bentong@aauw.org

Membership Chair: Sarah Parnum Cadbury, 202-454-3351
scadbuy@npcaorg

Newsdletter Editor: Cynthia S. Granger, 202-994-9333
cgranger@gwu.edu

Program Chair: Nicole Courey, 202-942-2519
coureyn@usa.redcrossorg

Seaetary/Historian:Heaher Glock, 703-438-6056
Glock@nwf.org

Treasurer: Rita Monner, 202-842-6579
r-monrer@nga.gov

Web Manager: Karen Dechman
karen@post.harvard.edu

Website:

http://www.aprai nthenati onscapitol .homestead.com

Our chapter’s coll aboration with APRA-VA has been for the one-day conferences we held in 2000and
2001.Members of both chapters were invited to attend at the member registration rate, and



approximately 25 percent of the people who attended those two conferences were members of APRA-
VA. Anne Rhodes (the president of APRA-VA) spent some time with me & the APRA International
Conferencein 2001to help plan the one-day conferencethat our chapters held in October 2001.That
conference congtituted the fall program for members of APRA-VA.

On thewhadle, | would say that while ollaborating with ancther chapter on a program or conference
may take more time and eff ort, the benefitsto our members make it worth our while. Thanks for the
team effort!

Deborah Wall ower

VOLUNTEERS NEEDED!
APRA's 15" Annwal International Conference
August 14-17, 2002in Washington,DC

APRA nedls volunteas to stuff the conference bags for attendees in advance of
the conference During the conference, APRA neals volunteas for the aonference
registration desk, the hospitality desk, the resource ceater and as room monitors
during sessons. If you would like to help, pease montad the Dean of Volunteas
for the conference: Shelly Pellish at the University of Virginia. Shelly prefers to
be mntaded by e-mail (sp4j@virginia.edu), bu you also may reach her by phore
at work (434-243-5337) or at home (434-984-1339). Thank you.

Suggestions for Setting Up A Research Consulting Business

By WaveneyF. Mason
Consultant
Mason Research Services

1. Think of Yourself as a Business

Before | set up Mason Research Servicesin One aea for instance was the tax

July 1997,1 spent months researching how to impli cations of having ahome-based

set up my home based dffice Therewere a business After cheding ou the IRS website
lot of redly great websites on the Internet and various other sites that offered helpful
that covered thistopic and were helpful in tax hints, | was pretty up to date onthe issues
identifying the issues | would haveto | would face. | also dedded toinvest ina
address For me, there were several areas | goodtax program such as TurboTax. | know
wanted to make sure | fully understood. afreelancer who uses an acourtant, bu |

still think it isimportant for the reseach



consultant to personally be avare of the tax
laws that affed their business For example,
whil e talking to this freelancer abou
businessdeductions, | mentioned orein
particular that her accountant had missed.
The battom line: even if you cede @ntrol to
an ouside acourtant, it still behoowes

you to be avare of the speafic tax laws that
aff ect your home-based business

| al'so wanted to make sure | understood my
options regarding hedth insurance. Here
again, | researched the topic on the Internet
and founda solution that worked for me. |
dedded to use COBRA, which stands for the
Consolidated Omnibus Budget
Reoonciliation Act, aslong as | could. This
isawonderful law that allows an employee

Tip# thc; ;?tr?l n their
Save dl receipts! .
Everything courts when it InSurance
comesto tax time! Organize | COVErage
yourself so that you track uncer their
every mile, phane all, big previous
and little restaurant receipts, | employer for
and d course dl office upto 18
expenses. Remember to months after
include the lessobvious the enployee
expenses such asthe fees ceaesto
you pay to subcontractors.
--Carla Goring-Madden gggl(;;érthaes
Research Consultant long asth,e
employee

pays the hedth premium. After my 18
months were up, | did not have any problem
seauring health insurance becaise in the state
of Maryland, where | live, hedth insurers
who operate in the state have to dffer sole
proprietors health insurance Withou getting
tootechnicd and becaise it varies by state,
the best placeto start when you are trying to
seaure information is the insurance
department of your state government.

Additionally, | wanted to make sure that |
continued saving for my retirement. The

vehicle | decided to use was a SEP Han
(which stands for Simplified Employee
Pension Plan). Any sole proprietor can
establish ore, and | suggest you doyour
homework and investigate the diff erent
retirement options out there and their tax
consequences. | chose to establish a SEP
Plan because the cntributions | make to the
SEP are deductible, and more importantly,
the SEP has higher contribution limits than
an IRA.

| opted to go with being a sole proprietor for
my own personal reasons, bu | have

coll eagues who are incorporated. Thisisan
individual choice and you shoud reseach
the ramificaions of the various types of
businesses you can set up. Do your
homework and find the best solutionfor your
particular scenario. The statel livein
happensto have grea lawsin pacefor sole
proprietors. | highly recommend that if you
are onsidering starting a fredance business
that you ched into the state laws that will
have an impact onyour business For
instance, | rent an apartment, and most
renter's insurance does not cover business
equipment. However, in the state of
Maryland, renter's insurance does indeed
cover businessequipment upto a cetain

amourt (and
| pay what Tip#2
amourtsto Note that being a
an additi onal homeowner — versus renter —
faw extra has different tax
consequencesif you have a

?h(;liaprils_omy home-based business and

. dedde to take advantage of
business the “home office deduction.”
rel a_ted --WaveneyF. Mason
equipment Consultant
and furniture
is covered).

With my particular insurance carier, it varies
by state (and I'm sure it probably varies by
carier too).



From the very beginning | treaed myself asa

Tip#3 business |
Life dhanges when you gea\éjerxs g:cea
make the decisionto become full time iob
aresearch consultant. You J
nolonger have the aushion and dunged

of a9-5 pay check andevery | Whdleheatedly
buck has to be earned and Into my new
spent wisely. If youare dle | venture. This
to use acollege or meant that | had

university'slibrary, or your
local county library, doso.

to make it work
because | had to

Remember also that with ed and pay
many libraries, you can get bill s. Failure
remote acess so that you was not an

can use @rtain databases
after hours. Reseach what
thelocal library hasto offer.

option kecause
| had no

--Carla Goring-Madden | cushionto fall
Research Consultant | badk on. I did
my homework

(relentlesdy!),

and after | made the tough aédsions, | then
made the easier/more fun ones sich as
purchasing equipment, furniture, and various
venda services; creding the documents |
would need to market my services (resume,
businessdescription, feestructure, etc.); and
contading potential clients (i.e., | sent out a
maili ng to dd basses and former coll eagues
+ thase who controll ed budgets and would be
in apositionto hire me + and foll owed-up

with telephore cdls).

2. Contracts/Get Paid for the Work You Do

Get it in writing! Onceyouand a dient
read an agreement on what services are

still proteded. Some dients have their own
contrads that they use with subcontragors,
andit isin your best interest to make sure
you uncerstand it before you sign it (and |
will often ask the same friend her opinion
before | sign such contracts).

needed, write up asimple @ntract. There ae
lots of sample cntrads on the Internet. |
foundseveral and from those aeated ore that
worked for me. | aso had alawyer buddy of
mine (who happensto speddizein
corporate/tax law) review it for any problem
aress. Andeachtimel am asked to modify it
by a dient in any way, | ask the same friend
to go ower it for mejust to make sure | am

o e
If you are near a coll ege or
university with alaw school, contrads.
you might consider visiting Why? Over
their legal aid clinictohelp | tenyearsago
you create acontract. when | had a
--Carla Goring-Madden | full-timejob
Research Consultant | but was doing
consulting on
theside, | was

asked to identify the corporate boards a li st
of prospeds st on and then to get those
board lists. Thisassgnment preceded the
Internet and the only way to doit wasvia a
very circuitous route (remember those
proxies on microfiche?). When | wasdoreg, |
submitted my invoice and | got a cdl from
the dient's bookkegoer saying that they
would na pay the full amourt. Neellessto
say, | was highly annoyed because | had pu
al that timein thejoband | was not going to
be paid the full amourt. However, | believe
in choasing my battles wisely and this was
not a dient | wanted to burn a bridge with for
several reasons. But above dl | said to
myself that | had learned an invaluable leson
+ always make sure the client has an ideaof
what ajobwill entall and get it in writing.
Sincethat day, nomatter how large or small
ajob, | make sure the dient has a good
understanding of how much time aprojed
will require before | procedd.

| am also reminded of astory afreelance
researcher told me. She was asked to doa
jobinvalving creating profiles but it turned
out that she was also making
recommendations to the dient on several



internal matters. Sinceshe had technicdly
only agreed to do pofil es, she never charged
the dient for the courtlesshous e gavein
advice and making recommendations. She
did na seeit as part of the original job and
did na bill for it. Sheredizes now where
she ared + she thought of herself asjust a
fredanceresearcher creating profiles and nd
aresearch consultant. | make a ¢ea
distinction between the two becaise s a
research consultant, my advice and
recommendations are worth money.

3. Payments

My contrads usually contain a paragraph on
payment terms (usually within 10 bwsiness
days of recapt of theinvoice). When |
originally started, | required payment within
30 dayswhich | understoodto be the general
acceptableterm. But | learned the hard way
that slow paying clients can cause endess
havoc with your finances (i.e., your bill s dill
haveto be paid in atimely manner). After |
redized that some dientsdid nd pay ina
timely manner (and probably never would), |
changed my payment terms. And | modify
them even further for certain redly slow
paying clients.

Moreover, with large contrads, | require a
percentage up front before | will begin.
When the bulk of your incoming money is
eaned from just one dient within agiven
month and they are late in paying you, you
toowill redizethe value of getting a
percentage up front.

| know some fredancers who tadk onlate
feesontheir invoices but thisis just
something | decided na to do. | much prefer
to bill i n away to avoid the situation o late
payments altogether (which is not always
possble). However, in so far as passble, |
structure my payment requirements (and the
way in which | work) in such away that it

has a minimal effect on my abili ty to pay my
own bill sin atimely manner.

4. Working with Clients/Consulting Firms

Asareseach consultant, | view working
with clients and consulting firms as a
constant educational experience £ it ismy
responrsibili ty to provide the dient/consulting
firm with a dear understanding of how | do
my job and what it will cost to domy job.
They can then give me the tods | need to do
my job as accurately and efficiently as
posshle.

With clients that | work with dredly, | make
sure beforehand that they understand the
process| will use and how much time it will
take. Thisismuch easier with
straightforward profile credion bu it getsa
littl e trickier when dang a prosped
screening. But eveninthe cae of doing a
prosped screening, | typicdly outline the
exad strategy | will use and | usually discuss
thiswith the dient beforehand. For instance,
we will agreeonfive sourcesandif | find
informationin those sources, | will passthe
information foundalong to the dient. | will
not deviate in any way from those five
sources. If however, the dient wants more
information, | will chedk additional sources
as necessary; but thiswill be acournted for in
my contrad budget (by additional time,
usualy with acap). | can't stressenough the
importance of determining EXACTLY what
the dient wants before beginning ajob. This
shoud then be covered in your contract with
the dient so there ae no surprisesin the
midde of ajob. Be & predse and concise &
possble when puting it in writing!

| was lucky enough to partner with several
fundraising consulting firms sonafter | set
up my business These firms fead me dients
withou my having to market my services.
However, you shoud be avare that they will



usually pay you orly a percentage of what
they ean from the dient (which istotally
understandable and acceptable).

| work with the principal of a consulting firm
that | have known for over 10 years. | never
have to worry when she submits abid ona
projed that includes an estimate for research.
Why? She has such a dear understanding of
what | requireto domy job, espedally in
terms of time. On the other hand, | have a
relationship with ancther firm that | work
with that is not always as smoath. For
instance if the firm submitsabid onajob
that includes areseach comporent but there
isnat enough time in the research budget to
get the job dane, | am stuck swimming
against thetidein trying to get the
assgnment dore within the gproved
guidelines. Asmuch as passhble, | try to
make it clea that | shoud be mnsulted
before abid is submitted. It isupto me, as
the research consultant, to make sure that the
fundraising consultants | work with have a
clea understanding of how | domy job and
thetimeit requiresto domy job.

Recently, afriendwhois afreelancer caled
me aou an incident which happened to her.
She was asked to screen abou 100 pospeds
for a dient, and abou half way through the
projed, sheredized after interading with the
client that they adually also wanted her to
conduwct reseach onthe prospeds. This
would mean that the original budget she
submitted was going to be way off in terms
of bath cost and timeframe (because & we dl
know, thereis a big difference between
screening alist of names and acually
researching alist of names). She was
concerned that the dient would na
understand why her budget was now going to
be off. My adviceto her wasto explain as
sucanctly as passble why the original
budget was no longer applicable and |
suggested she take the dient on a step-by-

step exampl e of the diff erence between
prosped screening and prosped reseach to
demonstrate why the budget would be off. |
mention this incident to show the importance
of working with

adient toiron Tip#5
out detail s A word onprosped
before a screenings. Screening jobs
contrad is are particularly tricky so
signed. In her even if you do ot have

' direct interaction with the
CeEE, she was client you still need to make
hired by a sure that the fundraising
fundraising consultant whois hiring you
consultant to do | has given the dient an
the screening acairate picture of what the
and submitted a | client can expect.
budyet withou --WaveneyF. Mason
the benefit of Consultant

interadionwith
the adual client. If she had hed initial
interadion with the dient, she would have
redized immediately that they wanted more
than just a prosped screening. This senario
isnot unhead of andwe do nd always get a
chance to interad with a dient before a
contrad is sgned. However, it isupto usto
be vigilant in educating the fundraising
consultants we work with.

5. Subcontractors

When | originally started my business |
sought fredanceresearchersto help me
acommodate larger contrads. | requested
resumes, writing samples and alist of their
resources, but | still managed to get burned
twice

On ore of the very first jobs that |
subcontraded ou, | gave the subcontractor
severa specific diredives which were not
followed. Consequently, the work they did
for me was unaaceptable and there was no
time to work with them to get it corrected. |
stayed wp al night and gd the job dorefor



the dient (and dd na use the subcontractor's
work at al). | contaded the subcontrador
and explained why | was dissatisfied with the
jobthey had dane and why | would na be
paying them. Eventhouwgh | felt justifiedin
doing what | did, something still bothered me
abou theway | handledit. Also, | did na
want to get areputationfor hiring people and
then na paying them. | dedded from that
moment forward | would ALWAY Spay a
subcontrador no matter how goodor bad a
jobthey did BUT | would never work with
them again if the job was inadequate.

| also modified the way in which | retained
subcontradors. Now | not only ask for
resumes, writing samples and resourcelists,
but | also ask them to doa profile (and | pay
them for their time). Why? Because | had
learned that even though | had chosen
subcontradors who were “heads’ of their
departments, thisdid na guarantee that |
would get the quality of work | was
expeding. Andit seemed to me that
reguesting a subcontrador provide aprofile
based onaname | suppied would better
allow meto judge their reseach skill s.

The secondand orly other time | got burned
by a subcontractor waswhen | wasin
desperate need of additional help to get ajob
dore and | got the go-ahead from the dient to
pay whatever it would cost. | decided to go
with aresearch firm and the particular
consultant | hired assured me that she had
experiencewith the subject | needed
researched. | even made thejob very simple
for her by providing her with (1) a specific
list of websites that would have the
information and (2) the strategy for the
general seach engine. Shereturned alist to
me that had only 4 or 5 examples of the
information the dient was looking for; and
when | queried her onthis (becaise | knew

there had to be more examples and the dient
was paying meto find ALL possble
examples), she never responckd to my
message. No problem, | paid the bill and
onceagain | did the job myself (and found
over 50 examples of the information the
client was looking for). Needlessto say, |
will never use her or her firm again. | also
leaned another valuable leson; that is, do
not take any reseacher at facevalue (no
matter how many years they have in the
businessor their asaurances). | erred by not
testing her out before | passed along the
assgnment.

One last word of cautionwith using
subcontradors, ALWAY S ched their work
because the dient will come bad to you for
answers (as they shoud) if something is nat
correct. | awaysdivulge to clientswhen |
am using subcontradors or when | am
personally doing the work; but the bottom
lineisthat | am still responsible if something
| submit to a dient from a subcontractor is
wrong in any way. One of the reasons | only
use subcontractors for profil es and reseach
isthat | doindeed check their work fairly
caefully and | can usually catch any
mistakes. | do nd, however, uncer any
circumstances, ever subcontrad out any
screening type of jobs (because thereisno
way to check a subcontractor's work without
in esencedoing the screening al over
myself).

*k%k

| hope thase researchers considering starting
aresearch consulting businesswill | earn
from the few suggestions ouitlined here (and
avoid some of the mistakes | made dong the
way). Goodluck!



Program Notes
By Deborah Wallower

APRA-Metro DC and APRA-MD were delighted to present ajoint program on May 29, 20024t the
University of Maryland in Coll ege Park, Maryland. The spe&ker was Kathy Jankowski, the
president of Jankowski Asociates, aleading customized research firm that Kathy formed in 1989.
Ms. Jankowski©s 1§ear research carea has been marked by its focus on expanding the information
and resources avail able to nonpofit organizations.

Kathy's presentation was entitled, “ Get Conreded to Onli ne Grants Research and Grantsmanship
Todls,” and she focused onsetting up aframework for foundition, corporate and government grants
research. She gave the groupan owverview of the types of research required to suppat fundraising
from institutions, shared some interesting research strategies, and introduced the group to awide
range of resources and information avail able on the Internet, which shoud enable the dtendeesto
bemme more proactive reseachers. | certainly learned abou some new Websites!

One of the resources that Kathy talked abou was the Form 990-PF and the wedth of information
that it contains. She gave an example of how she discovered that afouncition that she was
researching had purchased an airplane. First she saw that one of the top dficerswas apilot, and
then she foundsome information abou the arplane in the sedion on a¥preciation o assts. She
reminded the groupthat May 15isthe IRS deadline for fili ng Form 990-PFs and said that the
Guidestar Website usually starts posting new Form 990-PFs by mid-July.

| want to thank Nicole Courey of APRA-Metro DC and Paula Whisted of APRA-MD for arranging
thisterrific program, and AnissaHolmes at the University of Maryland for serving as our host.

Submissions Welcome
Have an idea for an article for the APRA-Metro DC Newsdletter?

Please contact Cindy Granger at cgranger@gwu.edu
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APRA METRO-DC MEMBERSHIP APPLICATION

Note: Please print clearly; thisinformationwill be included in the membership diredory unlessotherwise

requested.

Please circle all that apply:
| ama new member. | am paying for a personal membership.
| am renewing my membership. My employer is paying for aninstitutional membership.

Name Work Phore

Organization Work Fax

Title E-Mail

Address Please return this form, along with your check

for $20.00payable to APRA Metro-DC to:

APRA Metro-DC
City Post OfficeBox 77205
Washington, DC 20013-8205

State Zip

Chapter membership provides you with the foll owing benefits:

Informative and engaging research-related programs and tours (such asthe Library of Congress,
oppatunity for professional development and retworking, acessto the best minds in Metro-DC;

Brown Bag lunches for information exchange;
Scholarship oppartunities to attend the APRA national conference;

The APRA Metro-DC newdletter, containing useful information about upcoming programs, recent
events, seach tips, new member listings, and job openingsin development research and related fields;

A copy of the most recent APRA Metro-DC Membership Directory, currently avail ablein print format,
soonto be acessible aswell inan orline version exclusively for members,

Oppartunity to be “intheloop.” Youwill beincluded onthe APRA Metro-DC e-mail natification list.
Be thefirst to find aut about upcoming programs and other events.



APRA-Metro DC

P.O. Box 77205

Washington, DC 20013-8205
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