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Dear Supporter,

Thank you so much for wanting to help us to empower people with disabilities by fundraising for us. We wouldn't be able to undertake the volume of work that we do without people like you, and you are really invaluable to us.

We hope this fundraising pack will give you all of the tools you need to inspire and guide you to raise money for your planned project. We have also included some helpful ‘tricks of the trade’ for fundraising.

This pack contains:

1. Ideas about what you could do to raise money
2. Regulations you need to bear in mind
3. Help with publicity
4. Information leaflet about BATIAS
5. Making the most of the donations you get (Gift Aid)
6. Tools for sponsored events
7. Ways you can give us the money you've raised
8. Resources we can offer to help you out (with samples)

We've created this pack to give you all of the information you should need but that doesn't mean we are not available. If you would like more advice, guidance, or just someone to chat the idea through with, please do not hesitate to contact us on batias.grays@batias.com or call 01375 389869.
Have fun, be creative and remember just about anything can be made into a fundraising event, but nothing can be done without you. We look forward to hearing how you get on.

With our thanks and very best wishes,
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Barbara Ward, Chief Officer for and on behalf of

BATIAS Independent Advocacy Service
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Ideas about what you could do to raise money.
The sky is barely even the limit when it comes to raising money for a cause about which you feel passionate. There are certain hard-and-fast winners that have proven their worth over the years – who hasn't been to a coffee morning, bring-and-buy sale or sponsored someone to run a very long distance. But maybe you would want to try something a bit different, entice your friends and family with a new “thing” and that can be difficult to come up with.

Here is a list of random things – all of them fundraising events – that might give you some inspiration...We hope they help! 
N.B.  The Law changes from time to time, and so it is vital that this information is checked for legal compliance prior to your event
Ale-tasting

Art and craft fair
Ascot day

Athletic event

Auction of promises

Ball games

Barbeque

Bed race

Bike rides

Book sale 
Car Boot sale

Car wash

Coffee morning

Cow Pat lottery

Christmas event

Dance   competition

Dog racing

Dog walking

Donkey derby

Duck race

Easter egg hunt

Easter parade

Egg eating competition

Exercise marathon

Exhibition

Fancy dress

Fashion show

Football match

French evening

Fairy and Gnome night

Garage sales

Garden party

Give it up

Go-karting
Guess the…

Halloween party

Head shave

Hill walking

Horse racing

How many…

Ice sculpture

Ice skating

Indoor games

International evening

It’s a Knock Out

Jazz evening

Jive competition

Jog

Judo demonstration

Jumble sale

Kidnap and ransom

Kiss chase Knobbly knees competition

Karaoke

Kayaking

Ladies night

Lawn mower racing

Lending library

London to Paris Bike Ride

Lose weight

Mah-Jong evening

Mile of…

Miss 

Monopoly evening

Musical events

Name that tune

National day

National evening

Nearly new sale

New Year’s resolutions

One day fast

One price stall

Oompa Loompa parade

Open mike night

Outward Bound

Painting competition

Parachute jump

Pet show

Progressive dinner

Pub crawl

Quasar night

Queen tribute

Quick draw

Quiz night

Race

Raffle

Recipe swap

Relay

Room tidying 
Salsa

Snowballing events

Sponsored silence

Stand-up bingo

Swim 
Talent contest

Treasure hunt

Triathlon

Trivial Pursuit

Tug-of-War

Umbrella renting

Unicycle demonstration

Uniform-free day

University challenge

Under the sea theme
Valentine’s Day Dance
Vampire ball

Vanishing tricks

Variety show

Volleyball

Walks

Waxing

White Water Rafting

Wine and wisdom eve

Wine tasting 
X-Box championships

X-Factor

X-word quiz Xylophone marathon

Yacht race

Yard of ale competition

“You’ve been framed”

Yo-Yo competition

Zany – anything goes!

Zebedee and friends party

Zip-line

Zorro party

Publicising your Event
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If people do not know about your event, how can they support it?

Here are a few tips to help you raise your profile! 

Printed Materials 

Posters and/or flyers are cheap and effective ways of letting people know about your events. 

The main information you need to include is listed below:

1. Event name

2. Date and time

3. Location

4. Cost - even if it is free to attend, people need to know this!
5. Contact details for more information

6. “In aid of BATIAS”
7. “Registered charity no. 1016226
8. Our logo (we can supply you with this)

9. Our web address : www.batias.com
See if a local printer will print your posters at a discount, or perhaps for free – offer to print the company's details on the flyer/poster as a thank you.

Distribute them as far and wide as you can. Remember to thank everyone who agrees to help in promoting the event. 

Electronic Media

Send us the details of the events and we will help promote them on our website, as well as via Facebook and Twitter.
Other things you can do:

· Create a Facebook event and invite your friends (and invite them to invite theirs too)

· Tweet about the event – repeat your tweets on different days and at different times. Try and get a celebrity to RT your message – worth a shot.

· Set up an online sponsorship form using justgiving or Virgin money giving. Then email this to all of your contacts – think about getting permission to email the link around work.

Local Press

Attracting local newspapers and radio is an excellent way of gaining free publicity. The best way of notifying them of your event is by sending a press release. 

It is vital that you include the ‘5 W’s’ within the first paragraph.

· What is happening

· When is it taking place

· Where is the event taking place

· Who is the event for

· Why are you raising funds

Other considerations to bear in mind when writing your press release

· Use a catchy headline. The local media get hundreds of press releases a week. Yours will need to stick out to grab their attention. A big, bold headline is the best way to do this

· Keep it simple. Don’t be too clever or too wordy. Press releases are all about getting the information across. Try and keep it to a page in length. Too much unnecessary text and they may lose interest. 

· Targeting. Know the target market of the publication – if you know what they are after, you can tailor your press release to suit the publication. Include local aspects.

· Quotes. Try and include a quote from the event organiser and, if possible a representative from the Batias team. 

· Contact Details. Include a name and contact number for the news office to contact for further details. 

· Images. The media love good photo opportunities; will your event provide one?

· Format. Head the page ‘Press Release’ and finish the document with the word ‘ends’ and include the date. The release should be written in short sentences and paragraphs. 

Timing

It’s a good idea to send your release at least two weeks before your event. The release should be sent to the News Editor and we would recommend getting their name before sending it through. 
Finally, follow up on the press release with a call to confirm safe receipt. This will also provide the reporter with the opportunity to ask you some questions about the event, which gives you the chance to sell it! 

Good Luck with your promotions, please make sure you send us a copy of any coverage you get.  We’d love to see it and will add it to our publicity file.

Regulations
Now you've decided what to do, you need to bear in mind the following:
The Rules

Charity Fundraising is regulated by law. Here is some guidance that, if followed, will keep you on the right path. Remember that we are still here to help you, so call us if you prefer. 
Events

1. Your event cannot be covered by our public liability insurance, so it is up to you to consider what insurance cover you need for your event, and ensure that it is organised efficiently and safely.

2. You should undertake a risk assessment to ensure that you have proper plans for the safety of participants. The Health and Safety Executive (www.hse.gov.uk) has helpful information, a guide and checklist.

3. Ensure that participants are fully briefed about the event including (where relevant) any risks, fitness requirements, special equipment or clothing required and standards of behaviour expected.

4. Ensure that your event is properly and adequately supervised. Where children are included, this includes:


Providing proper adult supervision.

Checking that the child’s parent/guardians have given their permission for their child to take part.

Carrying out appropriate background checks if adults are to have unsupervised access to children.

5. Check whether you need any special licence; e.g. public entertainments licence or licence to sell alcohol.

Catering

Food: Please contact your local environmental health department for further information on the preparation and sale of food and drink; they can advise you on current regulations.

Alcohol and regulated entertainment: 

If your event will involve the sale of alcohol or any form of regulated entertainment you will require a licence from the Local Authority in the area in which the event is to be held. Regulated entertainment includes live and recorded music, dancing, indoor sporting events, films, theatre, boxing, wrestling and late night refreshments (sale of hot food and drink between 11.00hrs and 05.00hrs)

Collections

Please contact BATIAS before organising a collection. We will provide you with the necessary materials and certificate stating we give you permission to collect on our behalf.

You will also need a licence from the local authority to collect funds in a public place or by going house-to-house. It is against the law to collect funds in this way without a licence. There are additional rules about collection buckets, which we can give advice on, if relevant.

Raffles and Lotteries

All forms of gambling are regulated by strict and complex laws. Please call us if anything in this area is relevant to your event.

Materials

To comply with charity law, it is best that you refer to the fact you are “fundraising in aid of BATIAS” on all of your materials rather than any other phrase.

We are happy to email you high quality versions of our logo to use on your materials. It will be sent with a style guide and we ask that you do follow this guide.

Any material that contains our logo must also include the phrase: “Registered Charity No. 1016226” which can be positioned discreetly.

We would like to check over all materials going out in our name. We'll do this quickly as we don't want to hold you up. Please email proofs through to: batias.grays@batias.com
Queries 

If you have any concerns with regards to the legalities of a planned event please get in contact with the fundraising team on 01375 389869, who will be able to answer your queries, and if not, will certainly be able to point you in the direction of somebody who can.

We are more than happy to talk through any of these matters or anything else you are not sure about – just call us!

Ways you can give us the money you've raised
Once you’ve had a lot of fun organising and attending your event it is time to send in the money you have raised! Always make sure money is counted by two people. Please ensure you pay your money in as safely and as soon as possible. 

Your money can be paid in one of three ways:

Cheque: Send a cheque for the full amount raised made payable to ‘BATIAS independent Advocacy Service to the following address:

BATIAS,
The Beehive,

West Street,

Grays,

Essex,

RM17 6XP

Online: Go to the donate section of our website: www.batias.com, and make an online donation for the full amount you raised. Please email us at: batias.grays@batias.com to tell us how much you've paid in and for what so we know to look out for it.

Or call the Grays office on 01375 389869 and a staff member will discuss with you which is the best way to donate the funds. 
Please make sure that all payments are clearly marked with your name, address and total amount so we know where to allocate it for our accounts.

REMINDER: Gift Aid

If you are a UK taxpayer, using Gift Aid can make your donation go further as we can then claim 25p from the government for every £1 you donate. Simply complete the declaration form within this pack or call the fundraising team on 01375 389869 and make a verbal declaration. 

It doesn’t cost you anything and that is the end of the paperwork. 

(If you are a high rate tax payer you can claim the higher rate(s) back at the end of the tax year – reducing your overall tax bill).

AND DON’T FORGET
Please include your name, address and postcode with your donation so that we can say 'thank you'!


PAYMENT DETAILS

Please use this to tell us about your donation so we know how to allocate it.

I am donating £________ I raised this_______________ (date)

at/by_________________________________________ (if applicable)



by cheque (enclosed) payable to BATIAS


online – I paid this on ___________ (date)



by card

Card no: 


Valid From 
/   
Valid To
/
Issue No. 
Security No.

Name_____________________________________________________________ 
Date_________________

Address____________________________________________________________ 
Postcode_____________


Making the most of your donations

Gift Aid is great! With one declaration (which you can do on the phone or by completing and returning this form) all of your personal donations will be worth another 25%* again. We do all the paperwork to claim this from the government.

In addition, if you are a higher rate tax payer you can offset all personal donations against your annual tax bill via self-assessment.

Please tick all that apply:

I would like to Gift Aid all future donations until further notice.

I would like to Gift Aid all previous donations for the charity's current financial year

I would like to Gift Aid only this donation: £_______

Signature:_______________________________________Date ______________________

First Name _______________________
Surname _________________________________

Address___________________________________________________________________

_________________________________Postcode_________________________________

To qualify for Gift Aid, you must pay an amount of UK Income Tax and/or Capitals Gains Tax at least equal to the tax that the charity reclaims on your donations in the appropriate tax year.


Data Protection: Your details will not be disclosed to any other organisation. From time-to-time we would like to write to you with updates on our work and events. If you would prefer not to be contacted please tick here 

Notes:

You can cancel this Declaration at any time by notifying us.

If your circumstances change and you no longer pay enough income or capital gains tax to cover the amount claimed by the charity, you can cancel your declaration.

If you pay tax at the higher rate, you can claim further tax relief via your Self Assessment tax return (currently 25p for each pound you give). **

Please notify BATIAS if you change your name or address.

*
Gift Aid is linked to basic rate tax. Basic rate tax is currently 20%, which allows a charity to reclaim 25 pence in the pound.

**
Higher rate taxpayers can claim back the difference between basic rate and higher rate tax.

Please return to BATIAS, The Beehive, West Street, Grays, Essex, RM17 6XP

SPONSORSHIP FORM


Please Sponsor Me (name)


Address 

Postcode


To (event)

In aid of
BATIAS
Charity Registration Number 1016226
BATIAS empowers people with disabilities towards independence, by supporting them to speak up for themselves and have their voices heard.
Gift Aid 
Gift Aid is great! With one declaration all of your personal donations will be worth another 25%* again. We do all the paperwork to claim this form the government. In addition, if you are a higher rate tax payer you can offset all personal donations against your annual tax bill via self-assessment.

To qualify you must pay enough UK tax to cover the amount reclaimed; give your name, address and postcode AND tick the Gift Aid column. By ticking, you confirm that you meet the above requirements and wish for us to treat this donation, all future donations and all previous donations made for the last six years as Gift Aid. 
*  At no extra cost to you, £10 is suddenly £12.50. That’s the magic of Gift Aid!  All you need is a simple tick and we can reclaim the tax

** Data Protection: Your details will not be disclosed to any other organisation. From time-to-time we would like to write to you   with updates on our work and events. If you would prefer not to be contacted please tick here.

	Full name
	Home Address

(Please give your full address including post code or we can’t claim Gift Aid)
	Postcode
	
	Amount
	Gift Aid *
	Mailing opt out **

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


PLEASE PHOTOCOPY THIS FORM AS NECESSARY
Completed Forms  
Please return complete forms along with payment to: BATIAS, The Beehive, West Street, Gays, Essex, RM17 6XP






























