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ORGANISING A FUNDRAISING EVENT

Thank you very much deciding to support the Royal Free Charity.   We aim to support projects and activities, which will benefit patients and staff within the Royal Free Hospital, where support is not available through public funding.

Before the event

· Keep it simple and be organised.  It makes everything much easier to have a clear plan from the beginning.  Be sure to check that the date of your event doesn't clash with other events like the World Cup Final, Grand National or school holidays!
·  Contact your local council for any necessary permissions, licensing, trading standards and health & safety issues. 
·  Contact the Police if you are planning an event in a public place e.g. If the event is to be held on public roads and could cause traffic disruption.

· Receive on line donations with Justgiving.  Many people find donating on line easier than the more traditional sponsorship form.  Using the Justgiving website is simple, fast and totally secure.  You can create your own page explaining what you are doing and why you are doing it.  You can also include photographs, pictures and information about the cause for which you are raising money.  Then you can email the link to all of your friends, work colleagues and family, who can make secure donations on line by credit or debit card. 

Simply go to www.justgiving.com/royalfree and choose ‘Start fundraising for us’   Email the address of your page to everyone you know and start collecting donations.  The money you raise is transferred automatically into the Charity's bank account — you don't have to do anything.  Justgiving will also automatically reclaim Gift Aid on all donations from UK taxpayers.
· Complete a fundraising agreement form.  Please let us know about your event.  We would love to hear about your fundraising and may even be able to help out.  You can contact our fundraising team on 020 7472 6761 or email rfh.fundraising@nhs.net 
· Draw up a simple budget.  It would be useful for you to calculate any expenses well in advance and work out ways to cut costs.  You might get sponsorship for your event or persuade companies to provide gifts or discounted services.  It is generally better not to spend more than 25% of the expected income and to add 10% contingency to your total expenses. 

· Be safe!  As the event organiser, you must be careful to ensure the safety of your guests. You are required to comply with Health and Safety legislation as well as to consider First Aid and Fire Safety requirements.  Your local council will be able to provide you with full details, or, alternatively, you can contact the Health and Safety for free advice. 
· If you are carrying money around, always consider personal security-use a safe route, be accompanied if possible, or carry a personal alarm.
· Make sure that no-one is fundraising, working or speculating in an unsafe environment.

· If using sub-contractors or facilities e.g. portaloos, bouncy castles etc. make sure that they have the appropriate experience and insurance cover.

· Think about first aid requirements and fire safety-contact your local St John’s Ambulance and Fire Station respectively for advice and help.

· You can get free Health & Safety advice from the Health & Safety Executive (HSE). Why not check out their ‘five steps to risk assessment’ before putting on an event.

     (PLEASE NOTE:  We are not able to provide insurance for your event.)

· Ask friends and colleagues to help.  It really is much more fun if you share the load and, what's more, you get the benefit of lots of different ideas and experience.

· Raffles and auctions can raise significant funds. These are subject to very strict laws therefore you must consult The Institute of Fundraising Laws before you organise a raffle. 

·  Ask local companies, restaurant and theatres to offer prizes, like free meals, tickets, or two for one deals.  If you sell raffle tickets before the day of the event, you will need to apply for a lottery licence from your local authority. 
· Programme/ Brochure.  Decide whether your event requires a programme or brochure. This could be as simple as a list of the day’s activities.  A special souvenir brochure marks the occasion, increases awareness and can help to raise funds.  You could also sell advertising space to cover the production cost.  Think about who might buy advertising – try local companies or companies with a product related to your event.  Work out how much it will cost to produce your programme and set the advertising rates to cover these costs (or more).  Set a deadline for advertising copy, making sure you allow yourself plenty of time to edit before printing. 
Venue
· Select a venue and confirm availability with them.  The venue can be as important as the actual event in attracting people.  Make sure the facilities are suitable (suitable access, parking, public transport, cloakroom, lighting, catering, tables and chairs, equipment) and ask if you can hire your venue at a special charity rate, if not for free. 

· Ensure your event doesn’t clash with any other activity taking place on the same day in the same area or national sporting events.
· Insurance.  Arrange appropriate insurance for the event, for example public liability or cancellation insurance.  Be sure to check with the venue as they may well already be covered.  We are not able to provide insurance for your event.
· Draw up any safety procedures and rotas needed.  Carry out a risk assessment of the venue.  
· Make any other necessary bookings – catering, equipment, entertainers, furniture, transport etc. 

· Plan the day of the event.
· Assemble all your equipment and safety procedures
· Send out any information the participants may need, tickets, map, and letter.

· Before the event, revisit the venue and make your final plans. 
· A few days before the event, if appropriate, notify the police on how many people are attending, and also ambulance service and local council.
On the Day

· Check safety procedures.

· Set up all signs and decorations. 

· Register all entrants and take entrance money or tickets.

· Welcome and thank the attendees.

· Check everyone is safe and enjoying themselves.

· Clear up the venue before you leave.



After the event

· Thank everyone involved.  After the event, don't forget to thank everyone.  Organise a debriefing meeting with everyone involved in organising the event to evaluate its success and talk about aspects which could be improved if the event is to be repeated. 

· How to hand in the money.   Please ensure that funds reach the Royal Free Charity as soon and as safely as possible.  Make sure that any cash is counted by two people and please do not send cash in the post. Please return any collection tins promptly.
· It is important to keep accurate records of all income (especially ticket sales) and expenditure.  Always keep copies of the important documents (contracts, payment receipts, donation forms etc).  

· To ensure the money goes to the right place and into the right fund please make cheques payable to: ‘Royal Free Charity’.  
Address: 

Royal Free Charity                    or           FREEPOST ROYAL FREE CHARITY
Pond Street

London NW3 2QG

· If you prefer your donation to go to a specific fund, a letter should be attached making it clear that it is for that specific fund.  For details, you can contact our fundraising team on 020 7472 6761 or email rf.fundraising@nhs.net 

GOOD LUCK and ENJOY YOUR EVENT!
THANK YOU!
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