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Molly Russell has more than fifty years of experience in organizing and running fundraising events. She started while in the army, producing pantomimes and shows. Once married with two children, she volunteered for the local political office and parish church, where she and her late husband organized many successful fundraising events. She started writing this book upon retirement to Devon, wanting to share all the knowledge and useful hints that she had gained through her years and experiences. She started writing seriously in her eighties, her war memoirs ‘Molly’s War’ are included as part of the research materials in the archives of the Imperial War Museum, and her first book, an autobiography, includes ‘Molly’s War’ and is titled My Travels with Gwenny Rose. At the age of ninety-three she still lives in Devon and is currently working on a collection of short stories.
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Introduction


Contrary to popular belief, fundraising can be fun!


The thought of having to do something about raising funds can be a daunting prospect, particularly for the beginner, but once the first steps have been taken and plans start to take shape, the excitement of the challenge begins to take over. Working with a team of volunteers to raise money for others brings its own special rewards. As more people become involved with the venture it is heartwarming to discover how much helpfulness and generosity there is in the world. The real satisfaction comes at the end of the day when, after all the careful planning and hard work, the function has achieved maximum profit with a minimum amount of fuss and those who have parted with their money feel that it was worth every penny.


This book is written for those faced with fundraising for the first time, to share ideas and tips that will lead them around some of the pitfalls. Information about the legal aspects is accurate at the time of going to press, but laws are amended with such frequency that facts and figures soon get outdated and must be checked.
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PART ONE


Getting Started






 



CHAPTER 1


Selecting and Planning an Event


When deciding the best way to raise money for your particular cause, it is worth taking a little time to list the various assets in your area and think about how they could be used. Consider not only the availability of a local celebrity, TV personality, member of the nobility or millionaire (more on this in Chapter 4), but also local features such as ruined castles, lakes, stately homes, waterways, disused airstrips or hangers, and municipal gardens.


Tactful enquiries will reveal if any of these notable people and amenities may be pressed into service, borrowed or hired, and at what cost. This list should give your committee a useful starting point for a discussion about the type and scope of event which could be run, and the possible number of people who could be accommodated there. Remember that access and parking space for cars, trailers, horseboxes, etc., may have to be considered, and you don’t want to have to make special arrangements to transport your public to out-of-the-way places and then take them back again.


The planning and organization of a major event, when you hope to attract several thousand people, may take over a year. Popular attractions need to be booked well in advance and, if you plan to ask a celebrity to attend, you will need to offer them a number of possible dates. Again, this takes time to arrange.


At the other end of the scale it is possible to put together a small garden party during a period of lovely weather at very short notice, just as long as it takes to get the news on the ‘grapevine’ that you’re holding it and to muster a band of helpers to provide goods for both eating and selling.


If you are short of time and helpers, there are some functions you can hold and make a profit when all you have to do is sell tickets. For example: dinner dances, coach trips, concert and theatre parties, river trips, day excursions and holidays abroad. See ‘Group Bookings’ for more information, page 67.


If you live in a part of the country attractive enough to appeal to the tourist trade, think about a scheme to invite tourists, from home or overseas, to stay as guests in the homes of those who support the cause. More details can be found in ‘Paying Guests’, page 78.


If raising money for your organization is a perennial problem, it is not necessary to try a new venture every time. Once you are fortunate enough to find something that goes well in your area, make it an annual event. When people enjoy themselves and don’t get overcharged, they will come again, and nothing is more rewarding.


Before ‘naming the day’ of your major event, make enquiries to ensure that you are not planning to hold your do on a day when the whole population tramps off to some other established annual event. Diaries of forthcoming events are usually to be found in public libraries, with the mayor’s secretary or in principal council offices. Check also that you don’t pick a day when the great British public is going to be glued to the television, watching a major sporting event. Once you have picked a date which is reasonably free from other attractions, let the principal fundraising organizations in your area know what you’re planning to do; this should avoid you having to make way for another event. Once yours is in the civic diary you should be sure of getting the local VIPs to attend.


Ideas and tips for all sorts of events can be found in Part Two of this book. All of these are ideas I have carried out over my fifty-plus years of fundraising.


Having decided on the type of event, the possible site and date, you now need to form a committee to run it. Creating a successful team out of a group of volunteers takes tolerance as well as good humour and drive. You may find some people volunteer with reluctance, but once they are caught up in the organization of the social event, and have become enthused with a common purpose to make the largest profit they can, they will soon find out how satisfying such a challenge can be.





 



CHAPTER 2


The Committee and its Duties


Whether you get an idea to run a fundraising event within the family or get together with several friends, it is essential for the smooth running of the show that you form a committee and allocate specific responsibilities to suitable people. The size of the committee will depend to a certain extent on the scale of the event. It is generally true that the larger the committee the less it achieves, so keep yours to between five and eight members.


A full committee might consist of:






	Chair

	Planning and overall supervision.






	Secretary

	Clerical, distribution and information.






	Treasurer

	Budgeting, cash transactions, security, cash floats and change, and night safe arrangements if necessary.






	Assistant Treasurer

	To help the Treasurer, but main function on the day is liaison with stalls, car parks, programme sellers, ticket office, etc.






	Catering Officer

	Refreshments for VIPs and public.






	Bar Officer

	Obtaining bar licence, bar staff and stock, and bar tending on the day.






	Publicity Officer

	Advance publicity, design of publicity materials, sites for posters, sign posting, liaison with police, etc.






	Site Officer

	Layout of site, obtaining ropes, poles, signs, working parties, siting of loos, water and electricity points if outside or if indoors, checking on existing facilities, layout of stalls, exhibitions, dressing rooms, etc., tables and chairs, and adequate lighting.







 


In addition to the main committee it may be found necessary to co-opt ‘specialists’ to help with any technical aspects of your event and form sub-committees to relieve the main committees from detailed planning.


The Chair


In all committees there are those who stand out as natural leaders in society. When looking for a suitable person to head up your committee, look for someone who has held a position of responsibility. Avoid the orator, the dictator and the tycoon. And we have all met the ‘I must do it myself then I know it will get done’ type, who gets thoroughly overtired and irritable as the event gets closer. They frequently end up by causing such an atmosphere of tension and frustration amongst fellow committee members that the whole show is affected.


At best find someone who is authoritative, decisive and tactful. Select someone who will organize and delegate and ensure that steady progress is being made by the other members of the committee with regular and tactful checks.


At worst, if you have to include someone who is not going to be a lot of help but can’t be excluded, give them an honorary position such as Chair or even ‘President’ and make yourself the Secretary so that you can lead from behind.


The Secretary


The Secretary is the key member of the committee. Ideally, select someone who is keen, energetic and thorough with good organizing ability, own transport and some spare time. Computer abilities are an advantage but not essential.


The Secretary is responsible for all correspondence, arranging meetings, notifying members of the subjects to be discussed at the next meeting (this is called an agenda), making notes of all decisions made during meetings and confirming these in writing to members later, in the form of minutes. Specimen copies of an agenda and minutes can be found in Appendix C, pages 116–18.



The Treasurer


Ideally this should be someone connected with finance, banking or the law; a citizen above reproach who is both methodical and painstaking. It is no job for the scatterbrained volunteer who forgets to ‘note it down’, loses cheques, fails to acknowledge donations and produces unpaid bills long after the final balance has been distributed. All fundraising organizations must be seen to be completely reliable when handling other people’s money.


The Treasurer is responsible for outline budgeting, all cash transactions, invoices, bills and accounts, arrangements for security, cash floats, supply of change, banking and night safe arrangements. Finally, when all accounts have been settled after the event, he or she is responsible for producing a detailed balance sheet.


Other Committee Members


These should be selected from those most suited to perform the duties required of them, not only because they bring that particular expertise to the task, but also because they are likely to have the contacts necessary to keep expenses down, obtain supplies at cost price and be able to find the ‘man with the van’ for that job when a car is too small. When trying to run a large function to raise substantial sums of money, get experts into the principal jobs. Enthusiastic amateurs, however keen and willing they may be, are more likely to involve your organization in costly problems.





 



CHAPTER 3


Charitable Giving


Before embarking on raising money it needs to be decided if your cause can legally be classified as a charity. A registered charity is exempt from paying taxes on its income and charitable donations are exempt from income tax, which might act as an incentive to possible givers.


To clarify the meaning of the word ‘charity’, the Charities Act 2011 has a list of thirteen charitable purposes that includes the following:


• The relief of poverty.


• Advancement of education.


• Advancement of health or saving of lives.


• Advancement of citizenship or community development.


• Advancement of arts, culture, heritage or science.


• Advancement of amateur sport.


• Advancement of human rights.


• Conflict resolution or reconciliation or the promotion of religious or racial harmony or equality and diversity.


• Advancement of environmental protection or improvement.


• Relief of those in need by reason of youth, age, ill-health, disability, financial hardship or other disadvantage.


• Advancement of animal welfare.


• Promotion of efficiency of the armed forces of the Crown or the efficiency of the police, fire and rescue or ambulance services.


• Any other purposes recognized as charitable under the Act – this last item covers a charitable purpose that is within the spirit of the above purposes and is a mechanism for future development of the list of charitable purposes.


A group of people forming an organization to raise funds on behalf of an individual cannot register as a charity, however worthwhile the cause. Don’t let this put you off; just because you are not a charity, doesn’t mean you can’t organize a successful event. If you have a worthy cause that people feel they would like to support, a lot of money can still be raised.


The Charity Commission registers and regulates charities in England and Wales: www.charitycommission.gov.uk or call 0161 798 9999.





 



CHAPTER 4


Advertising, Promoting and Funding


The VIP


If the event you plan to run is big enough and is being held for a cause in which you know a member of the Royal Family has a special interest, write to ask if they would be prepared to open or attend the event. Suggest any Saturday from May to September during the next three years. If you are lucky, and you may well be if you are prepared to plan ahead, the news of visiting royalty will soon take care of your recruitment of helpers, sponsors, sales of tickets and patrons’ passes, as well as ensuring the full cooperation of press and local radio, both before and on the day of the event.


A local celebrity, TV personality or political figure will also ensure good local press and radio coverage, although naturally they will not draw the crowds in quite the same way. It may help if you try to think up some eye-catching press-worthy gimmick. For example, ‘Visiting Bishop goes up in a hot air balloon after opening grand fête’ or ‘Army General to be fired as human cannonball at opening of carnival’ are more likely to hit the headlines of your local paper than simply ‘Local MP opens garden party’.


Advertising Media


To attract the general public, notify the ‘What’s on’ section of local papers and radio. Prepare banners, posters, leaflets, car stickers, etc. Make sure your event is listed on your website and through other social media outlets.


It pays to advertise, but only if your material is well-designed, eye-catching and informative. ‘Many stalls, attractions and sideshows’ does not actually set one alight with desire to attend, but ‘Stock up the deep-freeze with home-baked bread or cordon bleuTV dinners’, may well attract the hostess who wants the mostest. ‘A chance for the motorist to test his skill’ or ‘Fascinating contest for the skilled darts player’ may attract the man of the family, and few children can resist the opportunity to crawl about in an army tank or fire engine. See my notes in ‘The VIP’ (above) too. Try to make your event sound exciting and different but be sure you can carry out your promises; you want the public to trust you and come again.


The sale in advance of lucky numbered programmes, car park tickets or vouchers to spend on the day will advertise the show as well as providing a much needed flow of cash to cover the initial outlay.


Direction signs on the roadside must be well made, weather proof and readable by passing motorists. They should be placed on key roads and junctions to the town or village where the event is to be held. Before your enthusiastic committee member goes blazing off with posters, posts and sledge hammer to awaken the sleeping public, or if you want to display a banner across a main road, do consult the local authority to ensure that you are not infringing any local by-laws or causing danger to motorists by obscuring turnings, etc.


If you wish to use a loudspeaker van to advertise the function, you must first obtain consent from the police.


Good publicity is costly but worthwhile. Plan the publicity campaign like a battle; put something out well in advance but keep some in reserve for use nearer the event. Find a local firm or factory to sponsor publicity materials to defray the cost (see below), but make sure that the firm’s name appears on all the advertising materials you use.


Finally, see that the team that puts up any posters, banners and signs is also responsible for the removal as soon after the event as possible.


Social Media and the Internet
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