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How2guide template and prompt questions

“Thank you for offering to help us write a how2guide, we’re confident that your know-how will inspire others to go out there and try this fundraising idea. 

There are three levels of information to complete for every how2guide: Introduction; Checklist; and Guide. You may find it easier to start by completing the full Guide and then working upwards, because the Checklist should be a summary of the key points you have included in your Guide and the Introduction should help people anticipate what is in the Guide.
When you have finished writing your how2guide our site manager will check to see that all the legal and good practice issues are covered. They may also add a few items to the main body of the text, helping to make it as relevant to as many different people in as many different circumstances as possible.

Please note you cannot promote a single brand of product or services in the how2guide, so we’d be grateful if you used generic references instead.

Finally – a great big THANK YOU from us at how2fundraise.org. We really appreciate the time you are taking to write this. Who knows how many people will take up the challenge, deliver your fundraising idea and raise the funds that will change someone’s life for the better.”

The Guide
About the Guide

This page should give a fairly detailed account of what you need to do to deliver this fundraising idea. 

It is nearly impossible to provide a template that fits all the different fundraising ideas, but we always arrange the information under the three main headings as we think it will help people to find their way around the page.

We have put some questions under each heading. Some of the questions will be totally irrelevant to what you did, while we hope others will help you remember the little details that made it a success. You can either write your answers under the relevant questions, or just use the questions to prompt you and delete them as you go.
In the know-how section of the website you will find lots of general advice on topics such as handling money or publicity plans, you’ll find a list of all the topics at the end of this document. Instead of having to write the information out again in your Guide, you may just want us to create a hyperlink to one of the documents in the know-how section. If you want us to do this, just add [hyperlink to “NAME OF DOCUMENT”] where you would like the hyperlink added. But don’t worry too much about this as we will read your document and identify where information is best provided by hyperlink once you have sent it to us.
Step 1:

Start by writing the ‘NAME OF YOUR FUNDRAISING IDEA’

Step 2:
Planning for it:
What did you need to do in advance:
Assessing feasibility; sufficient participants & volunteers?
Contact the beneficiary (charity, group, individual)?

Identifying tasks and roles?

Building a volunteer team?

Writing a timetable and assigning roles?

Choosing the date/s?

Acquiring licences?

Identifying and booking a venue?

Running a risk assessment?

Reducing risks?

Booking services?

Preparing information?

Securing sponsors?

Selling advertising?

Organising storage?

Checking and booking insurance?

Listing and acquiring equipment?

Listing and acquiring produce?

Preparing a handover pack?

Preparing and implementing publicity or marketing plans?

Establishing systems for handling money/donations?

Building a database?

Doing it:

What did you do on the day/s:

Promoting the activity/event? 

Distributing materials? 

Handling responses to promotional materials?

Engaging donors and asking for donations?

Encouraging new donors to participate/donate?

Organising and supporting the volunteer team?
Reviewing the risk assessment?

Implementing precautions?

Ensuring health and safety compliance?
Setting up the venue?

Creating the atmosphere?

Collecting money?

Handling and banking donations?

Claiming gift aid?

Entertaining people?

Catering for people?

Supporting participants? 

Keeping people engaged?

Managing the crowds?

Managing security?

Managing car parking or just coats & bags?

Recording the event/activity?

Clearing up?

Following it up:

What did you do afterwards:

Thanking donors?

Thanking the volunteer fundraising team?

Chasing outstanding pledged donations?

Forwarding money to the beneficiaries?

Paying suppliers?

Tying up lose ends or closing down an activity/group?

More clearing up?

Promoting your success, post activity publicity?

Updating records of donors?

Agreeing the dates for the next activity and when to start planning?

Writing your how2guide!

Law & best practice

Which licences did you need to acquire?

Was your activity governed by any specific legislation?

A member of the how2fundraise.org team will check to ensure that all the key legal and best practice issues are highlighted in this section.
Checklist

This page should contain a checklist of all the main things you need to remember to do in order to deliver the fundraising idea successfully. Each line doesn’t need to be detailed, just enough to act as a reminder.

It is probably easiest to write the checklist by going through what you have written in your Guide. Add as many things to the list as you feel necessary. 

Start the checklist by giving details of any major things about this event that may prevent people from running it. For example: 

· Some companies won’t match fund gambling, so that means ‘race nights’ are unsuitable for their employees

· Under 16’s cant do house to house collections

· Events involving unaccompanied young children will require CRB checks, fine if your team already have them, not so good if they don’t

Hopefully you won’t be able to think of any reasons.

Before you start

· ‘LIST SHOW STOPPER HERE’ – but only if there is one!

Planning for it:

· ‘ITEM TO REMEMBER HERE’
· ‘ITEM TO REMEMBER HERE

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’

Doing it:

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’

Following it up:

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’

· ‘ITEM TO REMEMBER HERE’
Law and good practice:

The how2fundraise.org team will make a summary list here and hyperlink it to the Guide.
Introduction

There are three ways to complete the Introduction page:

· As short description (no more than 250 words)

· Tell readers what you enjoyed most about doing this activity and why (no more than 250 words)

· Create your own video clip of 1 minute in length, please contact the site manager to discuss this option.
It is a curious fact, but true, that writing less than 250 words can be much harder than writing more than 1,000. You can leave this page to the site manager if you prefer!

If you would like all your hard work to be credited by us on these pages, please tell us your name. 
Then finally….

Please help complete the ‘At a glance’ table
	I'm fundraising for
	What sort of beneficiary do you think this activity is particularly good for, you can include as many as you like (click on the boxes to select):
[image: image1.wmf]Charity or Community Organisation

[image: image2.wmf]Club or Group

[image: image3.wmf]Individual

[image: image4.wmf]School or PTA

[image: image5.wmf]Church

[image: image6.wmf]Hospice or Hospital



	Solo fundraiser or team effort?
	[image: image7.wmf]1 person or more

[image: image8.wmf]2 to 4 people or more

[image: image9.wmf]10 people or more



	Total time needed
	When calculating how long you took remember to include the time taken by all the people in your team, if there was more than on of you involved in the fundraising activity.
[image: image10.wmf]Fewer than 8 hours

[image: image11.wmf]Fewer than 40 hours

[image: image12.wmf]Fewer than 160 hours

[image: image13.wmf]More than 160 hours

[image: image14.wmf]A regular monthly commitment



	Lead time
	[image: image15.wmf]1 to 3 months

[image: image16.wmf]3 to 6 months

[image: image17.wmf]More than 6 months



	Easy money or big bucks?
	How much did you raise? But if there were exceptional circumstances that dramatically affected the amount raised, please try to exclude them from your figures when selecting the fundraising income range in the table.
[image: image18.wmf]Up to £500

[image: image19.wmf]£500 to £5,000

[image: image20.wmf]£5,000 to £10,000

[image: image21.wmf]Over £10,000



	High octane or gently does it
	Volunteer fundraising involves everything from running marathons to searching the internet, how energetic is your fundraising activity?

[image: image22.wmf]High octane

[image: image23.wmf]Moderate effort

[image: image24.wmf]Gently does it



	I'm fundraising at
	What sort of venue do you think this activity is particularly good for, you can include as many as you like:
[image: image25.wmf]Work

[image: image26.wmf]School

[image: image27.wmf]College or University

[image: image28.wmf]Fete or Event

[image: image29.wmf]Home

[image: image30.wmf]Church

[image: image31.wmf]Local Pub

[image: image32.wmf]Park or Sports Ground

[image: image33.wmf]Community or Village Hall

[image: image34.wmf]Other




List of the Know-how documents
Fundraising know-how 

· Find a charity to fundraise for 

· Find out about charities 

· Volunteering websites 

· Charities committed to best practice
· Fundraising Planning 

· Databases, the whys and hows 

· Environmentally friendly things 

· Event handover packs 

· Fundraising planning 

· Fundraising group handover packs 

· Involving Children in Volunteer-fundraising Activities 

· More than just donations
· Gift Aid & tax effective giving 

· Gift Aid 

· VAT
· Legal & insurance 

· Avoiding scams 

· Food, law & best practice 

· Public events, law & best practice 

· Friends of and other membership organisations 

· Photography 

· Data protection 

· Insurance 

· Risk assessments 

· What is fundraising in-aid-of?
· More help, more time & more money 

· Build a volunteer fundraising group
· More help and more time 

· Care for your fundraising group 

· Fundraising buddies 

· Catalogues brochures & programmes
· Promoting asking banking & thanking 

· Asking for sponsorship 

· Asking properly 

· Handling money 

· On-line donation pages 

· Publicity plans 

· Thanking donors 

· Thanking volunteers
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