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OrchidDIY Event Details and Fundraising Materials Request Form
Thank you for your interest in fundraising for Orchid and we are extremely grateful for your support. 

So that we can fully support you with your fundraising we would ask that you please return the form below to let us know what fundraising you are doing, and when. 
Please return the form to the address below, allowing at least one working week to ensure you receive your materials in time for your event. We will also send you a fundraising pack with ideas and advice for raising funds as well as important information on fundraising rules and regulations.  
We have also outlined our commitment to you as fundraisers in aid of Orchid and what we expect in return so we would be very grateful if you could please take some time to read through everything and sign the bottom of this form. Once again thank you for your support. 
Name(s):_____________________________________________________________________

Address: _____________________________________________________________________

Event Details & Date:____________________________________________________________

Daytime Tel:____________________________ Mobile: ________________________________

E-mail: ________________________________ Date of Birth: ___________________________
What motivated you to fundraise for us? (Please tick as appropriate and be specific where

possible)

Personal Reasons □ ____________________________________________________________

(please specify only if you want to!)

Media coverage □     ____________________________________________________________

Our website □           ____________________________________________________________

Another website □     ____________________________________________________________


FUNDRAISING MATERIALS

(Please indicate roughly how many you would like of each.)
Please send me a free t-shirt / running vest (max 5 free) Size:  S   □        M  □         L  □        XL   □

Please send me a sponsor form 
□ ___

Balloons   
   □ ___
   A4 Posters
       □ ___       
       Leaflets 
       □ ___


Info Cards 
   □ ___       
   Collection Box  □ ___               
Orchid lapel badges   □ ___

You can also sell Orchid ribbon pin badges. We recommend you sell them for £1 per item and ask that you return any unsold items to us.

Haynes Cancer Manual □ ___
A free 60 page A4 hardback practical step-by-step guide for men to preventing, detecting and beating cancer. 
Orchid Event Banner  □ ___

We have a limited supply of event banners which we can loan to you for a maximum period of two weeks over your event. As these come at a cost to Orchid, we ask that you provide your credit card details and if the banner is unreturned you will be charge £30 for it. Again please tick the box if you would like us to send you one 1 week before your event date. 
Please remember our fundraising materials cost us money to produce and we like to recycle items wherever possible – especially our collection boxes. Please return all unused items and collection boxes within two weeks of holding your event. 
Fundraising Agreement
Organisers or participants in events to raise money for Orchid take part at their own risk, and Orchid cannot be held responsible for loss or injury.  Organisers or participants should obtain adequate insurance cover where appropriate and for cancellation. For events involving the general public it is The Organiser’s responsibility and not Orchid’s to provide adequate public liability insurance for their event and to complete a through risk assessment where necessary. If using a private vehicle for your event we also advise checking with your insurer whether you are insured for the purpose. Please do not hesitate to contact us for further information. 
The Participant/Organiser agrees to:
1. Raise any sponsorship money using legal methods and complying with the advice given in Orchid’s fundraising pack which we can send to you on receipt of this form.

2. Keep accurate records of your fundraising activities, including budgets, and show these to Orchid on request.

3. Only use the Orchid logo on materials that have been approved by Orchid prior to print and production and not use Orchid’s name or logo for any purpose without written permission after the event date.
4. Do nothing that will bring the name or logo of Orchid into disrepute.

5. Make it clear that the participant/organiser is not an employee or agent of Orchid and ensure all event materials include the words “in aid of”. 

6. Inform all potential donors and sponsors that 

a. all donations are for Orchid (a registered charity);

b. donations will not be refundable to the participant/organiser, even if they do not participate in, or complete, the event.  Money will only be refunded directly to the donor upon written request.  

c. all cash and cheques (made payable to Orchid) should be sent to the organiser first in order to redirect them and not direct to Orchid.
7. Endeavour to keep the costs of the event as low as possible and to make clear on all communication and materials if there are costs involved (e.g. by saying: all proceeds go directly to Orchid). 

8. Pay all sponsorship received to Orchid directly within two months of finishing the event. 
9. Return all fundraising materials to Orchid including collection boxes within two weeks of the event. 
Orchid will:
1. Provide a fundraising pack to assist you with your fundraising.

2. Keep you updated with information about its work.

3. Provide help and advice on your fundraising.

4. Adhere to all Data Protection guidelines.

5. Provide media support only where possible. 

6. Help promote your event via our website and communication channels only where possible. 

Orchid reserves the right to alter or terminate this agreement with immediate effect for any reason by writing to you.  Upon termination you should immediately stop raising funds for Orchid and send to Orchid any sums raised. 
I have read and understood the Fundraising Agreement
Signed:
……………………………………………..
Date:
……………………………………


Please return this form within 14 days of receipt to:

Events Team, Orchid, St Bartholomew’s Hospital, London EC1A 7BE.

Email: events@orchid-cancer.org.uk   Fax: 020 7600 1155

Tel: 020 7601 8259 or 020 7601 8486






