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Be part of our journe



Dear friend

Thank you for requ&iority Projhuhslifatyirg piackp &ckionAid has
selected six projects which are allfifuwitihgeBg organising a
fundraising event and raising money ftifrtbaseopm@as, you will
give poor people the skills and resotosesrihthememan way out
of poverty.

Once you have chosen which projectésjoysuppoutdyidk’ll know
exactly how your money is being spentoWwpwdl dkatepwith the
project by sending out an annual repdbfhotegsagk &om
someone whose life you have changed forever.

We hope that this fundraising pack ghirg you eeed/to get
started. Please don’t forgdiuhdtaismgemdehbsameg&m is here to he
with any advice, support or informatied thagnswregour event is
as successful as possible. If you havplaagadestidmnesitate to

call us on 020 7561 7561 or éyesrtsg@iactionaid.org

Once you have completed your event payl yoa rresxheio

in please contact the events team ondd20y E64ilibg 1
priorityprojects@adliomgaskipr a payments form so that \
can ensure your money goes to the right place.

Thank you for supporting ActionAid’scsiofdy Peajb have
changed lives today.

ActionAid 2007



A-Z of Fundraising Ideas

A-E
Ask — you’'ll never know if you don't!
Auction - try a silent auction for a change!
Art or photography exhibition
BBQ — make the most of summer with sizzling sausages!
Coffee morning — invite your friends and add some cake!
Cheese and wine evening
Company fundraising — why not get colleagues involved?
Casino night — try your luck at black jack for charity!
Curry evening
Dress-down for the day and pay for the privilege!
Ebay- sell your unwanted items and watch the money roll in!
F-K
Fashion show or fancy-dress party
Fine box at work for swearing or turning up late
Gardens for charity — charge your friends to enter!
Horseracing — sweepstake at work

Jazz night or karaoke evening




A-Z of Fundraising Ideas

L-R

Lambada party

Line-dancing evening — get those legs
moving!

Murder Mystery party — find out who
dunnit!

Plant a tree

Parachuting and sky-diving
Pub-crawl — always a popular one!
Public beard shaving

Race Night - buy a kit and sell tickets to
local businesses and then people bet on
races! Auction off horses on the night to
raise extra money!

Raffle - a must for any public event

S-Z

School concerts/dress down days

Sponsored activities — walk, run a marathon, swim, hop, dance or
skydive!

Seventies night — get those flares out!
Treasure Hunt
Twenty four-hour marathon

Waltz — organise a big band night




How to organise a fundraising event

Choosing your fundraising event

Think about your hobbies, your circle of friends an d contacts and your work
environment. Choosing an event that links easily to your existing lifestyle
will be easier to manage and promote. For example, if you're a beautician,
how about holding a ‘beauty day’ and donating the p roceeds raised? If you
work in a large office can you hold an after work p  arty in or near your office
for your colleagues?

If you have lots of ideas, narrow them down by aski ng yourself:

Who and how many will it appeal to?

How much time will it take me to organise?

What resources (posters, tickets, refreshments etc.) will | need?

Who could help me organise it?

What could | get donated (venue, food / wine, prizes, photocopying etc.)
Will it generate a significant amount of money after I've paid out costs?

Estimate the total income you think your event will generate, and if the profit
justifies the time you would need to put in, go for it!

Who can support you?

You don’t need to do it all on your own. Do enlist the help of friends, family and
neighbours who could help plan the event in advance, and be there on the day.
There are also lots of other ways to draw on outside help:

Ask your council what events are being held in your area — maybe you
could raise money there rather than starting from scratch and organising
your own event.

Contact any relevant clubs and societies in your local area (check local
notice boards, papers and the Yellow Pages) that could help you organise /
promote your event. Or they may be holding an event at which you can
fundraise.

Prizes

Local businesses — theatres, cinemas, football club, leisure centre etc. could
support you by donating prizes to make your event more attractive. If you frequent
a local restaurant ask them to donate a meal for two as a prize. If you don’t ask
you'll never know, and you could end up with some fantastic prizes, attracting
more people.

Licences / Permissions

If your event involves alcohol, live music, dancing, gambling or selling things, you
may need a licence. We have a guide available for law and best practice of
fundraising, so if you would like a copy please let us know.



Holding a raffle

If you have had some great prizes donated, holding a raffle is a good way of
making the most of them, and can compliment your event nicely. If you are
planning to sell the tickets during your event and make the draw at the same
event, you will not need a licence — all you need are some cloakroom tickets and
you’re ready to go!

If you are planning to sell the tickets over a period of time, or to a wider group of
people, you may need a license. See the ‘Guide to the law and best practice’
sheet for more information on raffles, or lotteries as the Gaming Board calls them.

Deciding what to charge / cutting costs

Think carefully about what you charge at your event. Just because it's a
fundraising event, you don’t need to undervalue it. Look at equivalent prices in
shops / cafes / bars and price things lower, but comparably. ‘All in’ prices often
seem like better value and will guarantee your income. Charge a little more for
people to get into your event but include a free prize draw — the entry fee will seem
much better value and it saves you having to sell raffle tickets separately.

Generating Publicity for your event

The right publicity can make all the difference to your event. It has the great effect
of providing credibility — people are more likely to believe the money is going to a
good cause if they hear about your event on the radio or in their local paper. As
well as using it to attract people to your event, you could also contact your local
press for a follow up piece where you can thank your sponsors (many of whom
would give a generous donation for a mention in the paper / radio) and ask for a
donation from anyone who couldn’t make it.

Do ensure you brand the event to make it clear where the money is going.
ActionAid can provide posters, balloons, banners (subject to availability),
information leaflets, collecting tins and various information leaflets on the countries
in which we work, our campaigns and upcoming events. You should receive a
resource order form listing all the free resources we can provide to make all the
difference to your event.

Event Planner

Producing an event planner is a great way to plan efficiently in advance, and
ensure that every aspect of organising / publicising your event is covered. The one
given below is a guideline — feel free to add / remove items when you create your
own planner, depending on your event.

12 months before

Contact the tourist board / local council to have your event included in any
events listings they produce.

Research and book your venue — the earlier you book, the more chance of
getting the venue of your choice, rather than risk it being booked on the
date you need it.



6 months before

Make a list of local media contacts (local press & radio) and find out the
name of a contact on the news desk.

Let ActionAid know about your event in case we can provide any resources
/ publicity support to help you.

Write your tasks checklist and start approaching friends / family who can
support you. (See the ‘Who Can Support You’ section for more ideas on
generating a support network.)

Approach companies for sponsorship of the event / to donate prizes.

3 months before

Design / print your invitations and promotional posters.
Visit local shops and ask them to put up a poster, or even better let you
have labels so you can mail their customers.

1-2 months before

Start inviting your guests. Put your posters up, send invitations by email /
post.
Phone your local papers and radio station to tell them about your event.

2 weeks before

Send out a news release to your local press and radio.

After sending your news release, phone the papers and radio to remind
them about your event and check they are covering it, and whether they will
send a photographer.

Put up lots of posters and hand out flyers in places where your
audience might be, e.g. If you're holding a quiz, ask if you can hand out
flyers at the local pub’s quiz night.

After the event

Send the money raised into ActionAid! Simply fill out the Priority Projects
payments form enclosed and send it back in to the address on the form.
Write and thank all those involved including the local paper/radio if they
gave you good coverage.

And most importantly...

HAVE FUN!



Resource Order Form

Name of participant:

Event taking part in:

Address:
Please give 2 weeks’ notice for any resource orders . Return this completed
form to: ActionAid, Freepost (BS4868), Chard, Somer  set, TA20 1BR
Fundraising Support Materials Maximum quantity avai lable Quantity to be ordered
Selection of ActionAid posters 6 | e
Blank posters for event details L I

(A3 and A4 available)

ActionAid balloons 30 ] e
ActionAid lapel stickers 11
Collecting tin (please state 2

whether for public or private | ] e
collection)

Pack of 10 factsheets about 10

ActionAid’s work

Introducing ActionAid leaflets 50 ] e

National event promotional flyers {20 | 2eemeeen

ActionAid’s Priority Projects pack |5 | s

Challenge Trek flyers o e
Running Event flyers 25 | e
ActionAid t-shirts There is a charge of £7 per t-shirt. | --------
To order please enclose a cheque
payable to ActionAid.

ActionAid does not charge for standard event materi als. However a donation to cover the cost of
producing the materials would be greatly appreciate d.




Every penny counts

By organising an event for one or more of our Prior ity Projects
you will be changing lives in some of the world’s p oorest
communities.

A pub quiz that raises £90 will
provide a childcare centre in
Malawi with enough toys and
games for 400 AIDS orphans.

A karaoke night that raises
£275 will provide enough tools
and seeds for 50 farmers in
Liberia to rebuild their
livelihoods

A casino night that raises £540
will train 20 street children in
Afghanistan to become tailors
and learn skills for a better
future

A concert that raises £800
could provide enough
medicines and materials for
two new health centres in
Cambodia

Photo credits: from front page Mark Phillips/Action Aid, Stuart Freedman/ActionAid, Gideon Mendel/Corbi  s/ActionAid Liba
Taylor/ActionAid, Jenny Matthews/ActionAid, Gavin S mith/Eyevine/ActionAid, Jack Picone/ActionAid



FUNDRAISING AGREEMENT

Thank you for registering to raise money for Action Aid. As you will be
collecting money from the public in support of Acti onAid, we are required by
law to have a written agreement with you. It is important that you sign and
return this copy to us before starting your fundraising and keep the other for your
own records.

| agree that | will:

1. only use sponsorship forms issued by ActionAid and not use any other type
of sponsorship form (unless otherwise agreed with ActionAid).

2. only raise funds by carrying out house-to-house or street collections after
having first received permission from my local authorities.

3. only collect on private property (including the workplace, shops and pubs
etc) after first obtaining the permission of the owner.

4. not conduct any raffle or lottery without first contacting ActionAid and | will
comply with any guidance or guidelines issued to me by ActionAid in
connection with this kind of event

5. contact ActionAid’s Community Fundraising Department well in advance of
organising any public event and | will comply with any guidance or
guidelines issued to me by ActionAid in connection with this kind of event,
especially in relation to acquiring adequate insurance.

6. not reproduce the ActionAid logo without first obtaining the permission of
ActionAid.

7. ensure ActionAid sign off any materials | produce to help with my
promotions whether printed or online, where ActionAid’s name, logo,
website link, or any mention of ActionAid’s work, is used.

8. ensure that any photos that | use are provided by ActionAid where
ActionAid’s name, logo, website link, or any mention of ActionAid’s work, is
used — these include photos on websites, tickets or any other materials.

9. not approach companies for sponsorship or matched donations without
getting in touch with ActionAid beforehand. This is because whilstin
general ActionAid strongly encourages match giving and company
donations, there are a small number of companies that the Charity does not
accept support from. Sponsorship from colleagues on an individual basis
will always be accepted.

10. take responsibility for the safe keeping of the money raised in ActionAid’s
name, until it is transferred to ActionAid.



ActionAid Fundraising Agreement

| understand and accept the following:

a)

b)

d)

This is an agreement between myself and ActionAi d (the
Charity)

This agreement will run from today’s date (enter  ed below) until
1%' December 2007 unless terminated by the Charity at anytime
in writing to me at the address | have given below.

| must only use lawful means to fundraise for th e Charity and
must not do anything that harms or is likely to har m the
Charity's reputation.

| understand that ActionAid may terminate my rig hts to raise
funds at any time.

| declare myself a 'fit and proper' person to raise funds for ActionAid and do not
intend to do anything to bring ActionAid into disrepute. | understand that ActionAid
may terminate my rights to raise funds at any time:

Name of Participant:

Address:

Signature:

Signed on behalf of ActionAid

Date:

THANK YOU FOR YOUR SUPPORT

Please sign and return to: ActionAid, Fundraising E vents Team,

Hamlyn House, Macdonald Road, London, N19 5PG




