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Fundraising Pack
On behalf of the Trustees and the team here at Promise Dreams, 

‘’Thank you’’ for choosing to raise much-needed funds for our charity.

It is wonderful that you have chosen to acknowledge the work that we do and please know that your generosity really will make a difference to the lives of the serious and terminally ill children that we are trying to help.

There is no limit to a child’s imagination and whether their dream is for the holiday of a lifetime, medical equipment, sensory items or even the chance to meet their favourite celebrity Promise Dreams is committed to help.

Here at the charity we continue to be very busy with numerous applications coming in every week, so your support really will help make a difference.

Included in this Pack are guidelines to follow when fundraising for us and details of what to do when you have finished.

These guidelines are to protect you and us, so please read them carefully and please do not hesitate to contact us, if you have any questions or if there is anything you are unsure of.

The most important thing during your fundraising is to ‘’have fun’’ and be very  proud of yourselves, that you are raising some smiles on the faces of some very poorly children.

Promise Dreams, Promise House, Stafford Road, Wolverhampton WV10 6AD

Registered Charity no: 1086020. Tel: 01902 378595 Fax: 01902 378596

Website:www.promisedreams.co.uk email:info@promisedreams.co.uk
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Fundraising for Promise Dreams checklist

Read through and tick off below checklist.

1. Contact Promise Dreams with your intended fundraising idea. 

2. Register your event, once approved we will send you a fundraising pack.

3. Thoroughly read through our advice and guidelines.

4. Hold your event and have lots of fun.

5. Send your collected monies together with your remittance form back to Promise Dreams.

Promise Dreams. Promise House, Stafford Road, 

Wolverhampton WV10 6AD

Tel: 01902 378595 Fax: 01902 378596

Email:info@promisedreams.co.uk, Website:www.promisedreams.co.uk
Registered Charity no: 1086020
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Promise Dreams Fundraising Notes

Whether you want to run, walk, swim, climb, jump, freefall, dance, dress up or cycle, or organise a gala dinner, we would be delighted to help you with your fundraising efforts. However there are a few things to be aware of when undertaking a fundraising event for Promise Dreams.

We have listed a few key things to remember, but please do not hesitate to contact us, if you need any further information.

1. Register the event with Promise Dreams.

Please contact Promise Dreams and register your event as soon as possible, this will ensure that it doesn’t clash with any other event that has been planned .

You will be asked for details about you and your event and acknowledgment that you have read and understood this form.

2.Test your idea out 

– Ask a few friends what they think. Consider what kind of resources you will need to make it a success.

Get a team together, rather than working on your own. Make a list of tasks, find out what skills people have, and try to give them tasks they’ll enjoy. Make sure everyone knows what his or her responsibilities are.

Come up with a back-up plan. For example, what will you do if it rains?
Research and estimate how many people might turn up. What is the minimum number of people you’ll need to make money? What’s the maximum number of people you can cope with?

Think about the best date. Avoid competing with another local function or a major TV event, for example. Agree a realistic timetable and give each task a deadline.

3.Promote your event

Press coverage

 - If your fundraising story is unusual and emotive, we can help with letting the media know about you and your fundraising efforts. 

Promotional Literature

- We are more than happy to supply you with sponsorship forms and information about Promise Dreams, including case studies on some of the children we have helped, but please be aware any promotional literature that you produce yourself must be approved beforehand. 

- Limited numbers of Promise Dreams T-Shirts are available for organisers of the event, plus balloons and other promotional merchandise.

-Free Online Sponsorship, register your event on www.justgiving.com/promisedreams and take the hassle out of collecting sponsorship.

3. Budget for your event.

The lower your event costs, the greater the amount you will be able to raise for Promise Dreams. When organising the event, write down all the possible items of expenditure, followed by all the ways you can raise money. You should try to hit a fundraising ratio of at least 50p (expenditure) in the £1 (total money raised) or better. Prepare a very simple Budget sheet, listing all costs with receipts  and all expenditure. Remember, the cost of a fundraising event is your risk so it is important to be realistic. 

A great way to keep costs down is to persuade people to donate the different elements you need to run your event.

NB: Following Charity Commission guidelines and ensuring public faith is upheld, we may request to view your budget sheet at any time.

It is expected that following your event, funds would reach Promise Dreams within one calendar month, if for whatever reason it is not possible to agree to this, please contact Promise Dreams immediately as failure to comply with, could  result in action from The Charities Commission.

Promise Dreams will not be held liable for any outstanding costs either pre or post the event. The responsibility of collecting sponsorship or outstanding payments remains the event organisers at all times.

4.Have Fun, but be Safe

If you are holding  a public event, you need to take precautions to prevent avoidable accidents, some things to consider are:

Clothing

Do the people helping you at your event have the right clothes for the conditions, such as rainwear, a sun hat, an apron or a high visible jacket?

Responsibility for Monies at The Event

Do you have somewhere to store cash securely during the event? Have you made plans to transport it from the event for safekeeping? If you are transporting large amounts of cash, ensure everyone you travel with has a companion. If you are challenged for the money please do not take any personal risks.

Car Parking

Have  you ensured that there is a safe route for pedestrians in car parks? Is someone marshalling the cars? If so you need to ensure they are clearly visible.

First Aid Cover

If first aid cover is needed for your event, please discuss this with  Promise Dreams, we  can give advice and possibly help you with arrangements.

Insurance

If you organise an event that involves the general public in any way, you will need to ensure you have public liability insurance. If you are organising an activity at your workplace, check if your company policy covers you for such activities

NB: Promise Dreams accepts no responsibility for any liability arising from your fundraising. Make sure that your event is safe and if necessary arrange insurance. 

5.Legal:

They are a number of laws and regulations governing how people can collect or fundraise for a charity, different laws and regulations apply depending on where and how you decide to raise funds. 

They are designed to protect you, the volunteer fundraiser and the public from fraud and to ensure best practise. 

We are certain that you will enjoy your fundraising, but please make sure you are acting within these laws at all times.

You can check on The Charity Commission's website <http://www.charity-commission.gov.uk> for further details.

A couple of things to think about are:

* Private Collections
To collect sponsorship or donations on Private Property, such as a supermarket, single pub or train station, you currently only need the permission of the owner or manager of the outlet. Many private premises have strict rules on the number of collections per charity, so please speak to Promise Dreams before organising to ensure that no existing collections are jeopardised.

*House to House Collections and Street Collections

This includes door –to-door visits to peoples homes, as well as to public buildings (such as chain pubs), offices and factories to appeal for money, other items (such as clothes), or to sell things in aid of charity, you will need to apply to your local Council for an official Collectors Licence.

*Raffles, Lotteries, Auctions and Collections

Holding a raffle or tombola or an auction at your event is a very effective way of raising extra money but there are certain rules and regulations that you must adhere to. 

A lottery is a game of chance in which tickets are sold, enabling the holder to qualify for a prize or money. When an element of skill is introduced then it becomes a competition and has fewer restrictions. A raffle is just another word for lottery and there are strict rules when it comes to running lotteries.  

There are three types of lottery: 
*Private lotteries - If you hold a raffle at your workplace or club, there is no need to obtain a licence and no limit on the size of the lottery. We would encourage you to do this type of lottery as it is much easier to run and less complicated legally. The lottery must be promoted by someone from within the company and only advertised on the premises. Tickets must state the price, the name and address of the promoter and who is eligible to participate. 
*Small lotteries – When a raffle is not the main focus, but part of a larger event, a licence is not required. There must be no cash prizes, and the ticket sales and announcement of the results must be carried out during the event. No more than £250 can be spent on buying prizes although there are no limits on the value of donated prizes. 
*Public lotteries - If you hold a larger raffle that is open to members of the public, the raffle must be registered with the local authority and as the organiser it is your responsibility to liaise with your local council all the necessary applications are made. A named promoter should be nominated to take responsibility for the raffle. If ticket sales exceed £20,000 you must register with the Gaming Board. 

Please note

· Every ticket has to be the same price, you cannot, for instance, offer five tickets for the price of four. 

· When you order tickets from a supplier please ensure that you request an invoice showing the quantity and serial numbers of the tickets supplied. 

· We would recommend detailing the date the lottery is to be drawn and a list of prizes on the tickets. 

Essentially if you want to collect money in a public place, you must first obtain permission to do so. To collect in the street, you will need a licence from the local council who will also give you a set of rules to follow during your collection. Street collections are a popular means of fundraising so you need to apply for the licence well in advance. To collect on private property, for example in a shopping centre, you must ask for permission from whoever is responsible for it. Door-to-door collections are illegal without a licence.

Please contact Promise Dreams and we can help you to decide what type of raffle you are running and therefore which raffle rules you have to adhere to. Especially if you plan to run a raffle whereby you will be selling tickets to the general public (rather than simply at a private social event), you need to organise the raffle well in advance - we suggest contacting us at least 2 months in advance of the raffle.   For advice or more details on any of the above contact the Promise Dreams team on 01902 378595 or e-mail us info@promisedreams.co.uk

Bingo

If you organise a bingo night in aid of Promise Dreams you will be exempt from the licensing requirements which usually apply to bingo games. However, the stakes and fee must be no more than £3 and the total value of prizes must not exceed £300.

Collection boxes
Collecting money using an officially-sealed, authorised charity collecting tin is a simple yet effective method of raising money. To collect on private property e.g. shopping centres, supermarkets or pubs, you need the permission of the owner/landlord. To collect in the street you need to apply for a special licence from your council. For rules and regulations visit The Charity Commission website or call their helpline on 0870 333 0123. Collection boxes can be obtained by contacting Promise Dreams.

 Alcohol

A licence is needed if you have alcohol at your event. The only exception to the rule is when it is not being sold and no indirect charge is being made for it (i.e. the ticket price cannot be increased to cover the cost of alcohol). You can obtain a temporary licence ("occasional permission") from the licensing justice at your local magistrate's court if you give notice of a month or more. You can avoid this issue by either holding your event on licensed premises or by asking a local pub to organise a bar at your venue but remember to consider the extra costs this may incur. 

Food

Food safety laws apply when you sell food at an event. You need to be aware of these and follow food hygiene procedures. Further information can be obtained from your local authority environmental health department. 

6.Literature and Promise Dreams Branding
The Promise Dreams logo and public trust in the work that it stands for, is the charities most valuable commodity, therefore there are strict rules governing the use of  the logo and printed material.

Please ensure that:

1.The registered charity number: 106820 is on all printed materials you use, including letters, tickets and posters.

2. All promotional materials for your event including: posters, e mails, letters and any other methods of communication used, containing the Promise Dreams logo are approved in writing before distribution.

NB: The logo remains the property of Promise Dreams at all times and is only to be used for fundraising activity that has been previously agreed. All artwork produced including the Promise Dreams logo must be approved by Promise Dreams before publication. Misuse of our branding or logo is treated seriously.

7. Thanking you for your support

Each time you send us funds (however small) we will thank you and let you know your running total. We will send you an official certificate acknowledging your achievement and if requested and approved by families information on the children your money has helped support.

Please send us photographs of your event, (providing you have permission of those being photographed), we love to see them and providing we have enough copy space will  promote your hard work in our newsletter, Promise Post.
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Promise Dreams, Promise House, Stafford Road, Wolverhampton 

WV10 6AD. Tel: 01902 378595 Fax:01902378596 

Email: info@promisedreams.co.uk. Website: www.promisedreams.co.uk
 Registered Charity no: 1086020.




Paying In Form






































