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                          Getting Started Guide
_________________________________________________________________

Hopefully the Action For Kids fundraising ideas book has helped you decide what fundraising event you are going to hold…and whatever your choice, the main thing is that you HAVE FUN. If you enjoy what you are doing, it should translate in to great success meaning that you will raise more money to help disabled children and young people across the UK. 

Don’t forget that even though you have chosen your event, you can boost your profits even further by incorporating other ideas into the main event.  For example, if you are organising a quiz night, you could incorporate a raffle or an auction and ask for the venue to donate 10% of the bar takings. You could also sell food to boost profits!

________________________________________________

So, now you know what event you are doing, you need to make sure that the organisation and the event itself runs smoothly.  Please find below a checklist of what we think are the important things to remember when setting up your event.

Getting started checklist

Planning

· When is the event? - Is it at a time when most people can attend? Does it clash with any other big events?

· People power – Who can help organise the event? Perhaps organise a committee giving each person different responsibilities. 
· Timeframe – Set yourself achievable targets, its better to have too much time than not enough.
· Budget – How much are you expecting to raise against how much the event is going to cost.?  You need to factor in everything, travel, admin costs, advertising (try to get as much for free as possible).
· Income – How will you raise your money? – Entry fee, sponsorship, raffles, auctions, donations, collections, sale of food and drink?
· Action For Kids – Have you let AFK know that you are organising an event?
Venue

· Availability – Is it available on the date you want it? Book it well in advance.
· Capacity – Is it the right size for your event?

· Facilities – Do you need tables, chairs, a sound system or lighting?
· Catering – If the venue has a kitchen you can use, or, if they are providing catering, check their health and safety guidelines.
· Hire charge – Does the venue have a hire charge? Will they reduce it for charity?
· Security – depending on the type of event, will you need the venue’s security to attend your event?

Marketing/Publicity

·    Posters/leaflets/emails – What is the best way to publicise your event? Will you need to pay for printing costs?

·    Have you contacted your local media for potential coverage? Radio/TV/Newspapers.

·    Do you have any friends/family who have a PR background or any links to PR or media contacts?

·    If you have used the Action For Kids logo on any materials, have you sent them to us for approval?

Licences

· If you are collecting money in public* – do you have permission to collect?

· Do you need you inform your local council authority about your event?

· Do you need a licence to sell alcohol?

*Public property is any location where the public has unrestricted access at any time such a high streets - the local council generally manages public places.  Places including train stations, supermarkets, restaurants, pubs, and shopping centres are privately owned and not public places as they are closed at night. To collect money on private property, you need permission from the owner or manager of the property e.g. pub landlord, train station manager.

People Power

· The best way to man your event is to get all your friends and family involved!

· Have you briefed them on what they will be doing and what is required?

· Are they able to help you prepare the event?

Other Requirements

·    If it is a sporting event, do you require a first aider?

·    Do you need ID badges or t-shirts?

·    If the event is dependent on the weather for example, do you have a contingency plan if something goes wrong?

·    If your event finishes late in a residential area, ensure that your guests leave quietly.

·    If you need parking, can you park on the venue premises?

GOOD LUCK AND HAVE A GREAT TIME!

