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Introduction
The following document is a guideline on how to do fundraising within your branch, whether for a national campaign or your own local fundraising.

It focuses on the 
· basics of fundraising

· public relations

· monetary concerns

· do’s and don’ts

· different types of fundraising
(a) Principles of Fundraising
First of all, fundraising is not all about money. The important thing to remember is why you are raising the money: for the work and services you believe are lacking now. You must also know how it is possible to respond to these areas and how monetary funds can make the difference.

The majority of people donate money due to sentimental reasons, either they are affected by the cause themselves or their families or friends are. 
Fundraising is a three step process:

a. Open their heart – show them what your charity does and how the members are involved
b. Open their mind – demonstrate the difference their donation can make
c. This will then open their pockets
(b) The Focus of the Fundraising Committee

Depending on the size of your event, it is always worth compiling a committee, especially for larger events. Why? 

· It means that the same 2-3 people are not responsible for each event
· Fresh people on board means fresh ideas, fresh enthusiasm

· Committee members can be targeted for areas that suit them most
· Smaller events could have 4-5 member committees and larger events could have up to 12 members – too many members can confuse issues.
Although there is no simple formula for organising events, the key is a strong committee. Once you have a number of committed people on board delegate jobs and responsibilities to a number of key people. 
Don’t take everything on board, you are one person and the more help you have the easier it will be to organise the event and avoid undue stress. Also, if you are working too close to the event you may overlook something that a new pair of eyes will be able to see. 
(c) Target

From the outset decide on a realistic target. This will depend on a number of factors - your target audience; recent campaigns of other charities; time of year, etc. Do not set your target too high as this may result in unrealistic aims that cannot be achieved, which will frustrate everyone from donors to members themselves. 
Know where the money is going towards – what project(s) are you raising the funds for, how much money will need to be raised. This will give you a focused approach to selling the event to potential sponsors and motivating volunteers, family and friends. 

(d) The Budget

Once you know how much you need to raise, compile your budget. Be realistic. You can create low morale after an event if you have not budgeted for a large cost product. 
See appendix (i) for a sample budget for an event. There is a checklist which you can attribute to nearly every event, so make it applicable to your event.

(e) Planning

The key to a successful event is planning, planning and more planning!
The more you plan your event, the more you will cover all the key areas – pr, budget, volunteers, committee, etc. 

Record all aspects of the event and constantly review and update this document with new areas.

The more you plan for an event, the less likely you will run into issues on the day. It is inevitable that problems will arise on the day(s) of the event but this will not be a catastrophe if you have proper planning in place.

Be sure to include all contact details of everyone involved in the event, including mobile numbers, from committee members, volunteers, all suppliers, etc.

(f) Time Lines

For the event itself include a time line of when and what should happen, e.g. deliveries

· Volunteer arrivals

· Set-up

· Guest arrivals

· Speech times

· Presentation times, etc. 
See appendix (ii) for a sample timeline plan. 
(g) Guests
If you are inviting guests to your event, send out invitations four weeks before the event, with RSVP two  weeks before the event. 
If you have special guests coming to your event, allocate one person, at your entrance or at sign-up desk, to look after them for the event itself. Some people are fine but others will like having a contact close by for the event, especially if they are on their own.
(h) Thank You’s

Ensure that you send your thank you cards seven to ten days after the event itself. The purpose of thank you letters is twofold – general appreciation of their help and secondly you hope that they will become involved with future events that you may run.
For your bigger sponsors, try and personalise the letters, emphasising the service that they provided and how it contributed to the event.
To keep in contact with your sponsors and volunteers send them copies of the latest newsletter with a cover letter of what is upcoming in your local branch. That way you are asking them assistance but in a more subtle way.

(i) Evaluation of the Event
It is important to get an evaluation of how the event went so improvements can be made for future events. There are a number of ways that you can do this:

· by survey

· by telephone contact

· at your next committee meeting

Remember all feedback is good feedback, even if it is something we don’t like hearing, at least we can build on this feedback for the next event. 
Not all feedback can be acted upon, but the key thing is to take all feedback on board and try and act on it.

Types of Fundraising
· Businesses
· Companies may want to support a local charity as their charity of choice for the year. In return, they will want to advertise themselves by either putting their logo on their headed paper or advertising this relationship on posters, literature, etc. Obviously there is a cost implication involved, you should contact the Head Office if this happens to ensure guidelines are followed and also to ensure that it does not clash with nationwide sponsorship.

· Approach local businesses to see if they will sponsor a particular service or prize at your event, in return for their name being advertised at event.

· Hold an Awareness Day for DS – encourage an adult with DS to come in and talk to the staff about work, social life, family positive talk

· Schools
· Hold an Awareness Day for DS – Suggest to the teacher that as part of their curriculum. 

· Non – Uniform Day

· Cake Sale Day

· Transition Year – Collection Day in Aid of DS 

· Recruitment possibility of volunteers for future events
· Cash/cheque donations
· For donations made during a street collection, verbal thank you’s will be made as donations are made.

· For donations that are made personally or sent to the branch, photocopies of cheques/postal orders/cash and cover letters should be made and filed and a thank you letter sent to donor.

· National DS events
· There are two major nationwide campaigns run by Down Syndrome Ireland – HB Ice Cream Sunday and Honey Days.

· For HB Ice Cream Sunday, branches or individual members can hold parties with all earnings returning to Head Office as proceeds are being ring fenced for the National Resource Centre, as part of our sponsorship agreement with HB.
· For Honey Days, 40% of the returns collected in each branch district remains in that branch.
· Branches must book products for the Honey Days campaign a minimum of one month in advance of the campaign to ensure that product can be ordered and distributed by campaign start date.

· For each campaign, each branch will receive a pack from head office containing:

· Press release

· Details on this year’s campaign

· General Leaflets 

· Campaign posters 

· Collection boxes for pins and honey
· Set-up instructions so corporate campaign for stands and collection points remains uniform nationwide
· Lodgement slip

· Campaign survey form to complete after event 

· Remainder stock form 

· Raffles/Lotteries/Flag or collection days
· Inform your local Gardaí of collection day(s) – you will need a permit if you are collecting in a public place.
· Get permission for local shopping centre or supermarket to hold collection

· Try and ensure your collection does not clash with other local/national charity/football/school collections

· Recruit as many volunteers as possible

· Limit collections to one day or one weekend only
· For raffles, approach local businesses for donation of large item, e.g. car, holidays, etc

· Sell tickets advertising prizes and a draw date. Approach local radio station to do draws on live radio (see PR section for further details)
· Children under 14 are NOT allowed to collect money in collection boxes or door to door. 

· Collection boxes
· Head office is currently organising the distribution of collection boxes nationwide with a percentage of all earnings taken in each branch returning to the branch

· If you have collection boxes distributed in your branch and have some concerns, please contact the Fundraising Team in Head Office.
· Church gate collections

· Contact your local minister a few months in advance and see if a church gate collection can be reserved for a particular weekend

· See if a talk/sermon can be given to re-enforce the reason for the collection. If required, Head Office can supply general information regarding Down Syndrome and our organisation.
· Ensure that the amount collected is acknowledged and thanked in the following week’s newsletter or on the church notice board.

· Ball
· Consider this an annual event, over time it will become a well established event that people locally will support. 
· People will generally support 1-2 similar events per year
· Tie in local corporate sponsorship 
· Are there personalities living locally – get them involved!

· Invite adults with Down Syndrome so they are the focus, not the background

· Media potential can be huge locally - once you have different angles (see PR section)
· Golf

· Charity Days occur within most Golf Clubs (There is usually no charge for Tee Times)

· Potential to ask for more money on annual basis

· Ask a contact in local golf club to have a Captains/Lady Captains Day with proceeds going to your branch. 

· Have you a branch member who is a member of your local golf club and/or holds a prominent position in the club?
· Opportunity to tap into different clientele who might otherwise not support
· Local Groups e.g. drama, sports clubs, etc

· Might donate % of one day/night’s takings towards local branch

· Encourage local members to become involved in group

· Raises awareness of Down Syndrome, adults with DS and their potential to contribute to the greater community

· Are there DS members involved in local groups?
Public Relations

(a) Local Press and Radio

· Carr Communications are Down Syndrome Ireland’s official PR company. All PR regarding national campaigns and specific local newsworthy events will be co-ordinated by Carr Communications with guidance from Head Office. 
· Employing a PR company for national campaigns means that all newspapers and radio stations will receive the same generic information regarding the campaign. 
· The local media will then use this information when advertising details of the campaign. Through Head Office, they may also contact their local branches, in order to tailor stories to their local listenership/readership. At all times we will endeavour to continue to highlight and support local events during these national campaigns. 
· If there are events or stories that you believe could benefit from good publicity, contact the fundraising and event team and we contact Carr Communications on your behalf, e.g.

· Branch raised funds to employ local speech and language therapist to work with their children

· Branch has their own annual Ball with high profile celebrities attending

· Launch of Parent Support Network 

· Local Press and radio target local people, so try and use this to your advantage. 

· Contact your local press and radio and organise a meeting to introduce yourself and your branch, explain what you stand for and who you represent. Perhaps someone in your branch has close ties with your local radio/press for some time now. Find out the areas that they like to concentrate on and build up these contacts that you can then use for an upcoming event, whether it is a fundraiser or a member taking part in major competition. 

· Remember to keep local press and radio updated of all events in your branch as this will keep the branch in the minds of people, will show them what you do and that you are not always in contact when you are looking for something. Show how much we give back.

· Remember that they do not always have room for your branch or event, but by building up a good rapport they might add it in the bullet section.
· They might also want to run an article on your branch, one of your members, the life-cycle of one of the members, etc.

· Send photos in with your event articles, as they say, pictures speak 1,000 words. Make sure that you include your contact name and details and the details of the people on the back of the photograph. Do not staple the photograph as it renders it useless.
(b) National Press 

Again, do you have contacts in the National Press? If not, contact them or try and use a contact through your local press.

(c) Website 

The head office website (www.downsyndrome.ie) has a section on the website showing events in each of the different counties. Contact us at info@downsyndrome.ie with your event details and we will update the website with your events.

This is your section to highlight your local events so let us know about them!
(d) Newsletter

Use the quarterly newsletter to inform fellow members of your event, try and encourage them to assist, participate or support you on the day.

Remember, after the event contact us and we will publish your photographs of the event on the website.
     (e) Leaflets
If you have a branch flyer, use this to advertise your event as above. Remember to include the cost of the flyer in your budget.
Please note for all national campaigns and events, Head Office will continue to highlight the information to local and national press. If you have any event we can include in a press release please contact us.

Handling Money
· You might want to establish different bank accounts for different events as this will make accounting after campaign easier.
· If large amounts, bank in stages during event day or organise a night safe
· Cash received ought to be collected, counted and recorded by two individuals, unrelated if possible, throughout the night.
· Record all lodgement and withdrawal receipts from bank
· Cash should be counted in a secure environment and held in a secure place until it is possible to count it.
· Always plan a budget in advance of your event, if you don’t know your figures for the different areas, put it down as possible cost and constantly update the budget plan.
· Wherever possible, records must be made of all donations especially where donors have requested that a donation be attributed to a particular area.
· If the event is ticket based, e.g. play/raffle/etc try and sell as much in advance – this will cut down on money being present on the night.
· Children under 14 are NOT allowed to collect money in collection boxes or door to door. 
· Have a cash float at the event for miscellaneous items such as taxis, food, etc
· Always have a receipt book for your float and complete for each individual item.
· Remember to get a receipt from the bank when lodging your money.

· Take care when collecting money.  
· Appoint two people to be in charge of all collected funds and their subsequent lodgement. 

Sponsorship versus Service

There is a distinct difference between service and sponsorship from a company. A service is usually where a company or service provider give their product or service free of charge or at a discounted rate. In return for this, their name will either appear on the product/service and possibly on event literature.
Sponsorship is where a company or companies come on board to fund the event itself usually paying for the product, or advertising, postage etc. In exchange for this, the campaign/event can be called after the company and on all event literature, e.g. HB Ice Cream Sunday.
Contact Head Office for further details. 
Insurace

Down Syndrome Ireland Head Office Insurance covers events that run from Head Office and events that individual branches or members are running on behalf of Down Syndrome Ireland. 
· Check to see if the premise holders have insurance that will cover your event.  An unusual event may need different insurance – if in doubt just contact Head Office. 
· Members are covered under our Insurance. A copy can be sent to you if a premises required it.

· Details of all events being run in the next calendar year must be submitted to Head Office by January 7th to ensure that your event is covered for the next calendar year. 
· For new events organised after the deadline that you wish to have covered by Head Office insurance, please submit details of the event to Head Office as early as possible so we can contact our insurers immediately to ensure your event is covered in time. 
· Late submissions may result in higher premiums. 

· Please note that our insurance does NOT cover hazardous activities, e.g. scuba-diving, parachuting, etc. 

· For further information on events and insurance, contact Head Office. 

 
Do’s & Don’ts

Do’s
· Contact the manager or the owner of any premises in advance of your event. 
· Have plenty of volunteers and as much community support as possible. 
· Notify as many people as possible about your event. 
· Contact your local Gardai if you are organising an event in a public space. If you hold a raffle or collection in a public place you will need a permit, so please consult the Gardai in your area well in advance for details.
· Aim for a couple of small events, it’s all a huge learning curve and you will easily find out what not to do at next event.
· List every cost before hand, don’t guess and put a budget together prior to the event. Always include a small sum of money for miscellaneous items – they always turn up! (For example paying someone on the night with cash, taxi for guest speakers, emergencies)
· Put together a contingency plan.

Don'ts
· Be too ambitious or attempt anything which might be unsuitable or dangerous to yourself or others
· Forget to be original, as the most interesting events will attract the most support and may even be of interest to your local media
Points to remember
· Start with small events and build up to bigger events.
· Try and establish an event that becomes known in your area, people will remember it from year to year and support it.
· Keep a budget of your event.
· Ask for help, have a standby list of volunteers; they may not be able to help with current event but maybe some future event.
· Always thank your donors, no matter how small, remember it is easier to solicit donations from existing donors than to recruit a new donor.
· And last but not least, have fun!! It will make the event much more enjoyable for all concerned and people will want to get involved again.

Contact Details for Head Office

Hopefully, you have found this document useful for running your event. 
If you have any comments we would love to hear them and will update the document with your feedback.

Telephone: 1890 37 37 37

Email: fundraising@downsyndrome.ie 

www.downsyndrome.ie 

Niamh Moore

Fundraising & Events Manager

niamh@downsyndrome.ie 
Direct Line: 01 8898548  

Eilish Walsh

Fundraising & Events Co-ordinator
eilish@downsyndrome.ie 
Direct Line: 01 8898549 

Suzanne O’Reilly

Fundraising & Events Co-ordinator
suzanne@downsyndrome.ie 
Direct Line: 01 8898550
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