Organising your own event

Organising your own event can be great fun and extremely rewarding and an ideal way to generate funds without asking all your contacts for a simple donation. There are plenty of ideas for organising your own event from the simple to the glamorous or the down-right whacky! Here is a simple checklist to think about when organising your own event. 

· Identify your audience – always tailor your event to suit the age, lifestyle and interests of those you intend to invite. It’s imperative your event is appropriate for your audience.  

· Define your goals – ask yourself what you intend to achieve from the event in terms of ticket sales, awareness raised, income achieved, etc. Agree a budget before you sign any contracts with your suppliers. 

· Capture the imagination of your audience – always remember that charity fundraising is a competitive market place so there must be something about your event that really appeals to your audience.

· Check and then double-check – write a checklist for your event as well as a timeline to help you with your planning both pre and post event. We can provide you with a more detailed event checklist at your request.   
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· Food and drink - always ensure that any food being sold at your event adheres to all safety regulations and ensure you cater for all dietary requirements. If selling alcohol at the event then the premises must be licensed. For further details please contact the Environmental Health Department and/or Licensing Department of your relevant local authority. 

· Choosing the right venue – what is the capacity, what is the venue fee, does it have a music or alcohol licence, are their enough toilets, is there a cloakroom, does it allow children? 

· Think about accessibility issues – always check the accessibility of your venue in terms of disabled access etc. 

· Evaluate the risk – determine whether you need a risk assessment for your event and always thoroughly evaluate any health and safety regulations, insurance issues etc. Find out whether you require First Aid support for the event and marshals and volunteers.

· Plan ahead – run through the event from start to finish in your head planning for every eventuality. Ensure you have enough staff to help you run the event and ensure there is always a safe place to collect or count the money collected. 

· Celebrate your success – enjoy yourself at the event, thank all those involved and always remember to have a post event brief to evaluate its success. 

Sporting Events
If you are planning to organise a sporting event then you should run a risk assessment, covering all aspects of your event and you may need public liability insurance. If you intend to use public roads then you should inform the police and council of your route and dates. If large numbers of people are involved then make sure you have medical cover e.g. St John’s Ambulance or Red Cross or an effective emergency evacuation procedure in place. Your route must be clearly marked or marshalled. Ensure all volunteers have emergency numbers and can stay in touch with the organisers via mobile phones or radio. 

Things you should remember...

If organising an event on our behalf, you need to make clear who the individual or group responsible for the event is, and it is your responsibility to check your insurance requirements and for entering into all contracts. Your contracts and promotional literature should state clearly that the event is “in aid of” Orchid and that it is not an Orchid-run event. 

Please ensure that whatever fundraising you are doing, that it is safe and legal. Orchid does not authorise fundraisers to act as agents for Orchid and we are not responsible for organising, supervising or hosting your fundraising activities. All activities, and participation in them, are at the organisers’ and participants’ own risk. 

Please do call us if you have any queries or worries when organising your events and collections and if you want to run any ideas past us first.


Company Sponsorship 

Many larger organisations operate what is called a matched giving scheme. This means that your employer may match your donations to charity pound for pound.  It is worth speaking to your employer to find out whether they operate such a scheme. 

We do not recommend approaching cold calling companies for donations or sponsorship. In today’s crowded sponsorship market, companies tend to only support very specific causes that have been approved by their executives or voted on by their staff and many now operate a charity of the year partnership to the exclusion of other charities. 

However smaller, local companies tend to offer more support to their immediate local customers and it is always worth sending a polite letter explaining exactly what you are doing, for whom and why. We also recommend targeting your employer and firms with whom you already have contact e.g. your suppliers, clients, or using any of your contacts within the firms.  The old saying of “It’s not what you know, it’s who you know”, is only too true when looking for corporate donations. 

Companies will often be more than happy to offer “gifts in kind” rather than simple financial support so be prepared for this and think about what products or services they could offer which will benefit you. 

Always remember to follow up any offers of support with a polite thank you letter and it’s a good idea to contact them again once you have completed your challenge or organised your event as a matter of courtesy. 

Orchid has a number of corporate partnerships with companies across the UK. Please check with us first before you approach a company for support. 
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Press & PR

Speaking to the Press
Promoting an event or your participation in a challenge event to your local media (whether it be newspapers, radio or television) can increase the profile of the event, your challenge and the charity in general. It is also a useful means of increasing tickets sales and generating income for fundraising events and it can act as a call to action for your local community for support. 
As an awareness raising charity and a small charity, we are always delighted for you to contact your local media to publicise your support of Orchid and this is a great way for us to get our important messages out in the local community. You are unlikely to generate much additional sponsorship from the article although it may help reinforce the message when approaching local companies or old friends for support. 
Remember to follow these simple rules when contacting the Press;
1) Find out who to speak to – a simple phone call can make a big difference.  All newspapers, local radio stations will publish their phone numbers, either on their websites, in the paper, or on their shows.  Call up and explain what you are doing and what type of event you are planning and ask who the most appropriate person to speak to would be.
2) Local newspapers usually have an events column and a features editor which may both be interested in your event.  If you can explain your event and they seem interested you can then send them a press release.  Please see below for our guide to writing press releases.
3) It is useful to have a few sentences about Orchid and your event in mind before you pick up the phone.  If you do not have all the information you need, please do not hesitate to contact us.  Using the following sentence to explain our activities may help.  

Orchid is the only UK registered cancer charity to focus entirely on the male-specific cancers; prostate, penile and testicular.  Orchid exists to save lives and suffering caused by these diseases by funding medical research and promoting awareness about them.

The Basics of Press Release Writing  - here’s a few handy tips:
· Who, What, Where, When & Why - These five headers will give your press release a basic structure and ensure that you include all the relevant information 
· Keep the press release short, two pages is usually plenty, 1 page ideal! 
· Format – set out the release in an easy to read manner – double spacing is one recommendation. Include a ‘headline’ which summarises the nature of the event 
· Include a quote from someone organising the event or taking part in it, perhaps saying how they got involved or what raising the money will mean for them – it will help bring the press release to ‘life’ 
· Include your contact details at the end of the press release – both telephone numbers and email address if you have one. A journalist may want to get in touch for more information or to check a few facts. 
Using Celebrities
Using a celebrity to help promote an event may increase the media coverage although many regional/local newspapers are just as happy to use human-interest stories from the local community.  Please be aware that celebrities are asked to attend numerous charity events every week and may not always be able to attend! you need to be realistic about your expectations. We advise you to approach a local celebrity who might have an affinity with the cause. If you secure the services of a celebrity make sure he/she has a degree of knowledge about the charity in case there is any follow up from a journalist wanting to know why the celebrity is interested in the event and the charity. 
Celebrities can range from footballers to influential business leaders in your region to dignitaries such as local MP, Councillor or Mayor.  Whilst Orchid has a few of our own celebrity supporters, we rely on them to support our own Orchid-managed events each year and unfortunately are unable to approach them to support any additional events. 
Photography
Submitting good quality and interesting photographs with your press release can increase your chance of getting coverage! 
Local and regional press, in particular, are more likely to publish a piece about an event if they like the image.  
You should call the paper to ask if they can send a photographer along, but don’t rely on them turning up - they will rarely guarantee they’ll be there. So make sure someone is there to take pictures which can be submitted to the paper later.
When taking your own photo bare the following in mind:
· Try to take colourful and original pictures (if it’s good enough, you may even see yourself on the front page!) 
· Avoid pictures of large groups of people and cheque presentations - try to think of an original, lively and strong image. 
· Make sure the pictures you send in are close up and in focus.  
· Include a caption saying who is who in the photograph  
· Check with the individual picture desks on your local papers how they like to receive images – as a print, via email (TIFF, PDF or JPEGS) or via an ISDN line
· [image: Orchid Banner]Do not take or send in pictures of children without written consent from their parents or legal guardian.  Rules and regulations are extremely strict.





Schools Fundraising

Fundraising through schools can also be very productive. Asking your local school to consider holding a mufti day or even a sponsored word-search, cake-sale or walk on your behalf can considerably add to your fundraising tally. Please only approach schools with whom you have a personal connection and again please don’t expect them to say yes as schools are often very active fundraisers anyway – however it’s always worth a polite ask. You can also offer to go in and speak about your fundraising and why you’re getting involved with Orchid. 
Raffles

Raffles, tombola’s, prize draws and sweepstakes are all very popular means of raising funds for charities and for good reason. They are fun, fairly easy to organise, and inexpensive to put on. All you need is a bit of know-how, attractive prizes and some volunteers to sell the tickets. However, any type of draw where participants pay money or make a contribution ‘in kind’ to have an equal chance of winning a prize are, in fact, lotteries. 

There are some very simple rules governing charity lotteries which you’ll need to follow:

1. All lotteries are illegal unless they are authorised by the Lotteries and Amusements Act 1976 or are exempt. A fundraising event where guests are invited to attend, such as a fete, dinner, dance, pub quiz, sporting event etc held over one or two days are officially classed as exempt and you are therefore allowed to host a small lottery at these events.
2. The sale and draw of tickets must take place during the event. You can only sell tickets to people attending the event.
3. The value of donated prizes is limitless but no more than £250 should be spent on purchased prizes and, whilst none of the prizes can be cash prizes, vouchers are allowed.
4. A private lottery, (e.g. a sweepstake at work) which is not necessarily held at an event, can be offered only to people who live or work at the same premises or who belong to the same membership organisation
5. To sell tickets to the general public over a period of time, charities must run a society lottery. In order to operate your own public lottery, you will need either your local authority or the Gambling Commission, depending on the size of the lottery, to regulate your lottery and you should check the Gambling Commission’s website www.gamblingcommission.gov.uk for more information. Due to the legalities of organising a public raffle/lottery we tend to advise against this method of fundraising.

The simplest way to run a raffle, tombola, prize draw or sweepstake is to get lots of prizes donated from companies, shops and individuals always using your best contacts. Tickets can then be sold and everyone is entered into the draw. 

Sweepstakes work on the same basis but usually with participants making a guess on something e.g. the winner of the Grand National, your marathon finish time etc. It’s a good idea to write the ticket buyer’s name and phone number on one side of the ticket just in case they’ve gone home before you do the draw. Winning numbers are usually picked out of a hat and the winner takes the prize home – simple! It’s a great way of encouraging people to give more to the charity in the hope of winning something in return.
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Collections 

Collections can be a fantastic way of fundraising however there are certain guidelines you need to follow...


	Street collections or collections on public property

	Collections on private property
	Collection boxes in shops

	Such as house to house collections require a licence from your local authority. 

Please contact your local authority if you want to hold a collection in the street or by going from house to house and always follow their advice. Also consider issues of personal safety.
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	Such as businesses and shops, require written permission from the owners

These businesses generally allow a certain number of slots per week and by writing to the owner you can request to be allocated a slot.

Some ideal places to collect are supermarkets, stations, petrol stations, DIY stores – Try dressing up in the theme of your event.

The more noise you make the more cash you’re likely to collect!

Remember: due to the sheer number of requests these organisations receive they will not always be able to accommodate your request to collect so please don’t take offence if your request is turned down
	You can contact your local shops, and also contact your local pubs, clubs etc and ask them to put an Orchid collection box on the counter.

Remember: these businesses may already have a charity of their choice that they support and won’t always be able to accommodate your request







• Contact Orchid to provide you with Orchid sealed collection boxes and buckets.

• If collecting over a period of time, please empty the collection boxes regularly. 

• Bank the proceeds within one month of the collection. Please do not send cash through the post to Orchid. 


Gift Aid

Gift Aid is tax relief on money donated to UK charities - a tax-effective way to increase the value of your donations. On donations from all UK tax payers, we can claim back the tax they would have paid on that amount of money. Currently this equates to 28%. 

For example, if someone donates £100 then once we have claimed the gift aid we will receive £128 in total – bargain!  

To qualify for Gift Aid, what the donor pays in income tax or capital gains tax 
must at least equal the amount that the charity will reclaim on the donation.

In order to submit our claim we must have;
· Their name
· Their home address with postcode(no company addresses)
· A gift aid declaration from the donor (this can be as simple as ticking a box to say that they are a UK tax payer and therefore want to claim gift aid).

 The simplest way to collect this information is by using one of Orchid’s sponsor forms (provided with this pack) or by using Bmycharity.  

Rules of thumb about Gift Aid
· Gift Aid only applies to voluntary donations from UK tax payers
· Gift Aid can only be applied to donations of money – not goods and services (e.g. tickets for events).

Money that CANNOT be Gift Aided
· Donations from anyone who is NOT a UK tax payer 
· Donations from companies – they can sometimes claim the tax back themselves
· Money raised via events, raffles and collections etc.
· Money that is donated by the individual collecting sponsorship or their direct relatives (e.g. husband, wife, brother, sister, son, daughter, parent or grandparent) where there is a perceived benefit* to the individual (see below)

*Benefit Rule
For example where the individual gets a free or greatly reduced trip (e.g. Kilimanjaro Trek or skydive), 

Donations from companies
Charities cannot claim the tax back from company donations. However, make sure that you tell the companies that you approach for sponsorship, that they will be able to claim tax relief on charitable donations when calculating their profits for corporation tax. If required, Orchid will be able to write a letter as proof of their donation. 

For more information, contact the Tax-Effective Giving Helpline on 0845 458 4586. 
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