[image: image8.jpg]



Student Group Fundraising

Kit

All the information and ideas you need to help you organise a really successful fundraising event

For more information please contact the campaigns team 

on 020 3263 2001 or campaigns@actsa.org
ACTSA’s Guide to Fundraising
ACTSA depends upon its membership and fundraising for all of its campaigns. 
There are many ways for student groups to fundraise for ACTSA. Whether you want to organise a large event, open to the whole student body, or just a something small for you and your friends, this fundraising kit will give you lots of ideas of what type of event to organise.
Whatever it is you have in mind, make sure that you are realistic in what you hope to achieve, plan ahead and enjoy yourself! 
A

…is for an Athletics competition; an Aerobathon to keep you active or what about performing in an Amateur Dramatics production along with your drama society. 
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C

…is for a collection on campus; a coffee morning for people in your department or a car boot sale to pass on your old books to new students!
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T

…is for Themed Nights/Days such as fancy dress, murder mystery dinner parties, or turning a well-known event “Red” for our HIV/AIDS campaign; for Tournaments, from Tennis to Chess to a University Challenge style quiz, or host a Talent Show.
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S
… is for singing – put on a Karaoke night in your local pub or student union; for shows – use your contacts and get all your talented friends together to put on a cabaret style show with music recitals, dancing and acting or do a sponsored event. 
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A

…is for Auctions of prizes donated from local businesses; put on an Art Exhibition with other students and finally, Alternative events! The trick is to keep it simple, but with a twist on it to attract more people. 
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ACTSA’s Top Tips

· Pick a good date to hold your event. It’s no good hosting a big fundraiser if it’s at a difficult time of year when no one can make it. Check out other events in the university calendar to make sure you are not clashing with anything other big event. 

· Stick to the 25% rule. Budgeting is possibly the most important factor when putting on a fundraiser. ACTSA recommends that you spend only 25% of the total that you expect to raise, otherwise all your hard work may not be worthwhile. In some cases you may have to spend slightly more in unforeseen costs. If this happens, try your best to make up for it elsewhere. 
· Organisation, organisation, organisation. There is nothing more stressful than running around at the last minute! So make sure as a group you think of everything you need and put someone in charge of making sure that you have it all at least a few days in advance. Keep a list and tick it off as you go.
· More organisation, organisation, organisation! Structure your group well so that everyone has their own tasks. When you first start planning to fundraise, make each other aware of any skills you have that you can draw upon. If you are a maths whiz, you’d be a great treasurer; if you have an artistic streak, take responsibility for advertising design and decorations. Not only will things run more smoothly, you will save money too!
· Spread the word. There is no point holding a great event if not enough people know about it. So tell all your friends; tell them to tell all their friends and so on. Then put up lots of posters in places everybody goes – the library; the bars; the refectory; the toilets! See if you can get an advert on your student union website or university radio station.
· Use your friends. Get as many people involved as possible. There are many talented people at your university who could offer their expertise. This will save a lot of time, money and effort, as you won’t have to hire people to do the same job. Get friends and family to tap up their contacts! It doesn’t hurt to ask!
· Keep your friends close. Try to build up a complete list of people who have supported you. All you have to do is ask for an email address when they buy a ticket. This way you can thank them for their support and invite them to all your future events. 
· Keep the ball rolling. It’s a sad fact that we can’t stay students forever, so it’s important that once you have established your ACTSA Student Group all your hard work doesn’t go to waste. Encourage new student’s to get involved by getting a stall at the Fresher’s Fair and ask your volunteer service unit to email details of what you do to everyone on their database.
· Make note. Keep good records of all your planning process, including expenditure, contacts who have helped, caterers used, businesses who have been helpful and of course how much you raised. This will be really helpful to pass on to the students who take over from you.
· Keep it simple. In the early stages of your fundraising, stick to simple classic events – you can always make them stand out by giving them your own unique twist!
· You can’t please everybody. Sadly in any group of people, not everyone will be happy all the time. Try to come up with compromises, but once you have made a decision stick to it. If you make changes to an event halfway through, you will complicate things for yourselves. If you have a classic case of too many cooks, why not split into sub-committees and organise two really different events? Just meet regularly to keep up-to-date on your progress.
ENJOY YOURSELVES!

Sponsored Events
IDEAS, IDEAS, IDEAS
· Holding a sponsored event is a great way of getting motivated, catching up with friends and classmates and spreading the word about ACTSA!
· All you need is to choose something you’ve always wanted to do that you just need a bit of a push to actually do! Or take a chance at something you’re good at but could do with getting a better record…in fact there’s lots of ideas….from running a marathon to a sponsored silence
· If you are having a big sponsored event that might disrupt “normal life” at your university, for example a sponsored sprint through campus, please make sure that you get permission first 

· Sponsored sports events, like walks, swims or bike rides are always popular, not only because they are easy to organise, but also because lots of people at varying levels of fitness can take part.
· You are in a very good position to set up your own events like this, as you have access to the universities facilities (and if you ask nicely, they will probably let you use them for free!). But if you don’t want to organise your own event, your ACTSA student group could enter a team into a national event, such as the Flora London Marathon, the Great North Run or the Hydra Active Women’s Challenge.
· Everyday tasks can be brilliant fundraisers too. You can always find students who want to try and give up smoking, or drinking, or chocolate….the list goes on. What better way to give up your vices than to get a team of people together to support each other AND raise money in sponsorship for ACTSA at the same time?!
FINDING SPONSORSHIP
· Friends and family are always the first place to start and are often the best source of encouragement - Don’t forget to ask everyone on your course or in your halls - every little helps!

· Your university or student’s union to help advertise your event. Perhaps you could post a message on the university website to spread the word about your fundraising. You would be surprised how happy people will be to support you whether you’re having some fun or facing a big challenge!

· Contacting local businesses is often a great source of sponsorship and may be in return for using their name on sponsor forms or wear their logo / T-shirt or similar
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· Take ACTSA leaflets and money bags to collect sponsorship on the day 

ACTSA’s TIP: Create your own web-based sponsorship form www.justgiving.com/actsa - this will collect funds directly from your sponsors and send it straight to ACTSA, so you have more time to plan your event!
Social Events
CHOOSING YOUR EVENT
· A coffee morning or a small dinner party can raise funds without too much work and is a perfect way to raise money with your close friends, doing something you pretty much do all the time! 

· Tailor your event to your expected audience.  For example, a younger student crowd may enjoy an evening event like a ball with either a sit-down dinner or buffet, but if you want to invite a mix of staff and students, perhaps it’s better to organise a daytime event, like a coffee morning.
· If you haven’t got much time to organise your night, why not take over one that already exists? Speak to the entertainments team at your student union and see if they would let you give an ACTSA twist. You could for example, turn a well-known university night “Red”, in support of our HIV/AIDS campaign. 
WHERE DO WE START
· First, pick your venue.  If you are having a ball you will need a large hall or function room, if you are holding a coffee morning, you could have it in a common room or even at someone’s house. You could also try to get it free or at least at a reduced student rate
· Think realistically how many people you think you could sell tickets to and judge the size of the venue accordingly (perhaps ask other people at the university how many people on average turn up to their events to give you an idea). Make sure that you don’t have to turn people away as the venue is too small, but equally you don’t want a big room seeming empty.
· Find a reputable caterer if you are holding a big event.  It’s best to ask the university details of who they use. If you use someone who has not come recommended, make sure you check out their references. Also make sure you think about dietary requirements and provide options.

· Do your costings carefully. It may sound simple, but the bigger the event, the easier it is to lose track of what you are spending. Make sure that you can cover your costs and make a profit.  You should aim to spend no more than 25% of the total sum raised on costs. Decide how many people you need to buy tickets in order to make a profit and price them at what you think people will be prepared to pay

· If the venue has a bar, ask if they will donate a percentage of the profits to your cause. Alternatively, you could ask the venue if you could provide your own wine and use volunteers as bar staff - that way you will make more profit!
· Your university or student’s union body will have put on similar events in the past. It is extremely useful to talk to people who have experience in organising fundraising events – so make sure you ask around. Any tips you can get will help!

· Publicise your event around university and use student radio and newspapers
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ACTSA’s TIP: Hold an auction or raffle alongside your event, with prizes donated by local companies or produce a programme they can advertise in - this is a quick way to recoup some of the costs of the event
Quiz Night
· Everybody loves a local quiz, so try and secure a venue that is easy for a lot of students to get to
· Questions. The internet can provide you with all the questions (and answers!) you need! Try to have about 10 different categories, so that everyone has a chance of finding their specialist subject. You could also encourage an inter-departmental competition, by having questions related to each subject studied at the university
· Don’t forget paper, pens and a calculator to add up the scores. A quizmaster, microphone and speakers may be useful if the venue is large

· Prizes: Try to get something donated from local businesses, people you know or make a careful budget and purchase prizes with the proceeds
· Teams pay to attend the quiz. Depending on how grand an affair you are putting on, you can charge anything from £1 - £10 per person.
· Money can also be made by charging for food and drink. You could provide food and include the charge in the ticket price.  Or you could ask an on campus restaurant or a local fish and chip shop to provide suppers, and charge a mark-up.  
And finally…
We hope that this fundraising kit has given you some food for thought to help you decide what fundraising events will work best within your university and how to go about starting organising them. Please remember that this is not a definitive guide, it is simply intended to give you some ideas if you haven’t done much fundraising in the past.
There are thousands of other ways you can fundraise, individually as well as part of your ACTSA Student Group. You can also get involved by
· Campaigning – ACTSA occasionally organises campaigning demos where student groups can show their support for particular issues if they choose to

· Volunteering – please let us know if it is OK for us to call on your ACTSA Student Group to help out if we need extra hands

· Festivals – Each year ACTSA sends teams to a number of summer festivals, including Glastonbury and Homelands with the Workers Beer Company. You get to go to the festival for free and work shifts in one of the many beer tents in return. ACTSA then gets the money you earn to go towards its campaign work. So if a member of your ACTSA Student Group has festival fever, let us know! But hurry! These places go really quickly
· Internships – ACTSA runs two rolling internship programmes in Fundraising, Membership and Communications, as well as Campaigns. As a student group you will hear about these as soon as they become available. Further details of these are available on our website
For more information contact the campaigns team on 020 3263 2001or email campaigns@actsa.org 












































































































































































































