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Thank you for your kind offer to help raise much needed funds for The
Berkshire Autistic Society.

The contents of this pack will assist you in your efforts to either organise a
fundraising event or raise sponsorship money for a challenge.

Also, it gives you some important information on paying in the money you collect,
as wel |l as the dodés and dondéts of fundr

The purpose of this booklet is to help you o  rganise and run your event smoothly,
SO you can raise as much money as possible.

Wedbre here t o hsatipanygoeties, sdeas, aeed for u
facilities and so on.
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Do please help
The money you raise for the Berkshire Autistic Society really does make a huge

di fference to the Ilives of families and people with &
A little really does go a long way! For example, £35 buys a trampolining session for 12
children with ASD and £120 covers the cost of the helpline for a day.

Do Something Different

It could be anything you like, big or small, whatever you do will make a real difference.
So, try to think of something fun for everyone to take part in or watch, and most

importantly something that makes it easy to raise lots of money for BAS!

Do spread the word

Dondét be shy, i f your event i s goibogitSoogetwudr K peopl e n
there and get poster -ing,getflyer -i ng, spread the word and | et peopl e
doing, where and when. Ask your local shop, library, supermarket, or hairdressers to

di splay your posters. Youodll you cad doanlopdarmre atr i n t hi s pa

www.autismberkshire.org.uk

Do tell the world

Do tell us what youmoney by pghonmgoremailing @si s €/our local
newspaper is always looking for fun stories, sotellt hem what ygobplaénedk You
can use the press release forms on our website or part of this pack . W hen your story is
in the papers, get it onto the radio next! Contact bbc.co.uk/whereilive to fi nd your
nearest local BBC station. Try the commercial radi o stations too!

TIP: newspapers like to have photos so either invite a photographer from the paper or
take your own photos to send in. (Ask people if they are prepared to have their photo
publicised.)

Do please sponsor me

Getting sponsored for  something, whet her i tds a run, shawlisloneohhop or he:
the best and most fun ways of raising money getdpbnsoyedpledsee goi ng t o
ask us fora sponsorship form.Do n 6t f or g el your foiends artd family to put their

name down. You can also ask people to sponsor you through the JustGiving website.

Donét f o rslgferGift Aidtooa


http://www.autismberkshire.org.uk/

Every penny you collect counts!
Remember that every single penny you collect counts so daooflettionf orget t «
jar at your event.  Ask the Office.

Doit safely
1 Do get sponsored by people you know and trust.
1 Do make sure that children are supervised and DOCdNe@torlelet t hem
from strangers.
1 Do make sure your venue is safe and dondét forget cifgowdantcont r ol

more advice on risk assessment, please contact Kate at the BAS office

0 BAS cannot accept liability for your event or for any accidents that occur.
If you think you need insurance you will need to take it out yourself

o0 Make sure thatno -oneis fundraising, working or spectating in an unsafe
environment. Assess the risk involved and make sure that they are
eliminated or minimised to an acceptable level, particularly in the case of
children. For example, they must have suitable supervision and mus tonly
be allowed to use equipment that has been tested and maintained to the
required safety standard. Remember that the Health and Safety Act
applies to volunteers as well as employees. If you need further information
on Health and Safety, visit the foll owing website:  http://www.hse.gov.uk/

o With adventure activities i for example, abseiling, parachuting, white
water rafting or any other hazardous event, particular care should be
taken.

o0 Always ensure that you, or the o wner of the land or building where the
event will take place, has insurance for the event.

o If sub -contractors or facilities are used, make sure that they have the
requisite experience and insurance facilities.

T Do think about s ecaryingnioy eydroundo Rémember &éThe safest

wayistopay it in straight away?d.
Do it legally
Do not do house -to-house collections. They are illegal without a local authority licence.
If you are thinking of holding a Raffl e, check the rules with your local authority or the
Gambling Commission fi  rst. If your event or activity is on private property, remember to
ask permission from the owner.
Do not collect money in the street without a licence from your local authority or the
police. We recommend  you hold af undraising event rather than a collection.

Donét Forget

Do get the Gift Aid Boxes on your Sponsorship Form ticked 1 if a person is a tax payer
this means that we can claim back 2  8p from the Government  for every £1 donate d.
Do pay in your money as soon as possible after your event.

BAS Thank You Certifi cate
To receive your Thank You Certifi cate send us your cheque or bring cash into the Office.

Please send us photos of your event.

And last but not least do please have lots and lots of fun!
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Raising Sponsorship Money

Charity begins at home

Make a list of all your family, friends, neighbours and work colleagues, then ask them to
sponsor you using an official sponsorship form or through the JustGiving website. Not
everyone can afford to give the same amount so try to start with a realistic amount. If
someone is unable to sponsor you, perhaps they can help in other ways eg with your
fundraising event.

Network
Ask your family and friends to take a sponsorship form and raise money for you but do
remind t hem that they will be responsible for collecting the money.

Every little helps
Why not explain just how Il itt
change can help change the |

l e it takes to make a co
ves of otherso.

Who asks wins

Most people will give something to charity, but few do so without being asked! BAS

receives no government funding and relies on donations to continue its important work

for families with autism in Berkshire work, so donot

sponsorship/donations.

Think bigger

Try asking your local supermarket, restaurant, pub, garden centre or other local
business to support you. Explain what you are planning to do and why, they may allow
you to hold a collection. We can provide you with a letter of authorisation if needed.

What could you be sponsored to do?

The number of star jumps you can do on a trampoline
Swimming lengths of a pool

Sponsored silence for 5 minutes

Do a walk or a run

A danceathon
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And finally - think positive!!

By being positive and enthusiastic, people will know that they are supporting a
worthwhile cause and helping others. We can provide you with additional promotional
literature for approaching potential supporters.

Holding Fundraising Events

Fundraising events can be a very effective way of both raising money for BAS and  raising

the charityés profile. There ar ei dquiznbights,oate nghitsf f er ent t vy
sponsored walks or cycles, themed evenings, golf days, jumble sales, car boot sales &

many more.

Here are some tips to help make your event successful.

Pick your event

Make sure it is something you will enjoy doing and that your friends & family will also

like. Why not come up with a list of ideas and then ask them for their thoughts? How

many people do you think will want to attend? Is it feasible? Do you have time to make
all the necessary arrangements?
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Basic details

Set a convenient date and time for people to attend eg avoid clashing with a
football/rugby game. Weekday or school holiday? Festive occasion? Will transport be
available? How much will the venue cost? Is it the right place for your event?

Set a realistic budget

If you are organising a big event eg dinner dance or golf day, make plan of all resources

you will need, how much they will cost and what income you expe ct to make. Set a

timetable for each task that needs doing and who will do it.

Estimate your income eg ticket sales, raffle, auction, then allow for your costs eg

posters, music, postage.

Try to get as much as possible for free and keep all expenditure rec ei pts. Donét forget
complete an official income and expenditure form.

Authorisation

We can provide you with a letter of authorisation but you may also need to inform your

local council &or police if your event is being held in a public place. You may also need a
special licence for your fundraising collection/raffle.

Let everyone know

Make sure you publicise your event. Will you need posters, flyers?

Contact local press and radio, display posters in local shops, libraries. Get your family &

friends to invite people. Start your publicity early!

And donodt forget to take and send us some photos of 'y

Get help
Ask your family & friends to help organise the event, especially anyone who is unable to
sponsor you but offered to help in other ways. Many people may love to help but feel

unsure about volunteering so don6ét forget to ask.
How many people do you need to help and what will they do?

Additional points

Depending upon the type of event you are holding, you may need to consider other
points:

Direction signs, marshalls

Parking including disabled spaces

Disabled facilities including access

Alternative plans in case of bad weather

First Aid

Public liability insurance

A safe place to store money during the event

=A =4 =8 -8 -8-4-9

And finally!
Enjoy yourself!

Orga nising events can be a lot of work but it is also great fun and a great way to meet
new people as well as raising money for a worthwhile cause.
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Fundraising Suggestions

Simple and easy

*Do you belong to a club? Church, Lions, Round table, Scouts?
7Perhaps you could run an event on behalf of BAS

*Have a coffee morning with friends

*Ask your employer or school to hold a dress-down day and
encourage your work colleagues/school mates to pay a £1 for
the privilege

*Buy an extra National Lottery ticket this week and, if you win,
donate the money to BAS

*Ask family and friends to donate unwanted items and hold a
garage sale or take a stand at a car boot sale

*Organise a quiz or a race night or a Scrabble contest for friends
and family. Charge an entry fee and for refreshments

*Collect used stamps and printer cartridges and we can claim
money for them

*Bake a cake and sell slices to friends, family and work
colleagues

*Get your gambling friends together. Charge £5 entrance fee S
and have a Poker evening, asking that every ‘pot’ be split with
BAS

*Ask your employer to adopt BAS as their charity of the year

*Hold a karaoke evening Charge an entrance fee and donate the
proceeds to BAS

*Sponsor your child to be silent

*Hold a baby competition — ask friends or colleagues to bring in
photos of themselves as babies. People pay to guess who’s who
and prizes can be awarded to winners

J
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Add your own idea s to the list!
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