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Introduction

Dear Members of the Florida District of Circle K International,

Fundraising is a vital part of our organization.  I hope you will use this guide to help plan and carry out successful fundraisers.  

I have revised the past copies the Treasurer Chest, so that we can again use it to further the success of our clubs.  I have included many past and new fundraising ideas as well as step by step instructions on how to carry them out.  

I hope you will use this guide to assist in raising money for your club and other charitable organizations.  Keep in mind that this is just a guideline.  Be sure to add personal club touches to your fundraising projects.  Adjust the ideas to meet your club needs.    

Yours in Service,

Rasheen K. Tolliver

Florida District of Circle K International

District Treasurer 2003-2004

The Layout for a Fundraiser

1. Outline your plan:

a. Decide on what fundraiser you will do.

b. How many people will you need?

c. How long do you have to plan?

d. How much money do you want to raise?

e. Write out a ‘to do’ list for the project.

f. Write out a contact list (who do I need to call?).

g. Write out your needs and expectations from the fundraiser

2. Set up a time line:

a. Decide what needs to be done, and when.

i. A good way to do this is print out weekly or monthly calendars from your computer and fill in deadlines for what needs to be done.  Give yourself plenty of time to prepare for the project.  You may want to overestimate by a few days to give yourself plenty of time to take care of last minute details that may come up.

3. Contact companies, Kiwanians and the community:

a. Once the plans are set, contact people to start collecting items, buy products, make reservations, or just to gain support.

4. Publicize:

a. Publicity is the key to a successful fundraiser.  Make sure you publicize far in advance.  The bigger the project, the more publicity needed!

b. Remember to put the who, what, when, why, and where on all publicity materials.  Some clubs may want to include meeting times and dates to entice new members.

c.  Be sure to reach your target audience.  Make sure the audience knows what is expected of them.  Be sure to target the people that will have money to spend too!

d. Publicize off campus.  You can use flyers in business’s windows (with permission), local radio and television stations, local churches and other local schools.   

5. Double Check:

a. This is especially important with large-scale fundraisers.

b. Make sure everything is taken care of.  Make sure everyone has an assigned job, permission has been received, reservations made, materials gathered, etc.

c. It may only take a few minutes to double heck your plans, but it may save you a lot of frustration in the future.

6. Collections and Distribution:

a. Try to establish set time frames for money and prize collection.  Make sure people know exactly when the money is needed, and you may want to call and remind people.

b. If you are giving out prizes, have a system of checking to make sure the person winning has some form of identification.  

c. If a person is not in attendance to win a prize, make sure you have means of contacting that person to ensure they receive their prize.  

7. Analyze the results:

a. After money has been collected, prizes distributed, and thank you letters are written, it is time to analyze your results.

i. How much did you raise?

ii. How much did you spend?

iii. How many people were needed?

iv. How much planning and time was required?

v. What problems did you run into?

vi. What would you do differently next time?

vii. Did the members enjoy the project?

viii. Was it worthwhile?

ix. Did you achieve your goals?

x. Would you do this project again?

xi. Be sure to write up a report and leave it for future officers to refer to.  As treasurer, keeping a notebook with evaluations on all fundraisers is a great idea.  This can be very useful to future officers.

8. Follow up:

a. After the event be sure to recognize all people involved in the success of the project.

b. Write thank you letters to persons and businesses that donated time, money or materials to the project.

Tips for Dealing with Businesses and Schools

Tips for Dealing with businesses:

· Do not be rushed

· Get it in writing

· Read the small print

· Ask to talk to a manager

· Have a letter that explains what you are looking for and why they should donate

· Keep your promises

· Make sure to follow-up

· Send a letter of thanks

Tips for Dealing with your school:

· Talk to your student government

· Fill out all the proper paperwork

· Talk to other organizations about attending your fundraiser

· Build valuable relationships with your school

General Events Checklist

· Budget

· Advertising

· Lights, microphone, a/v equipment

· Calendar

· Awards

· Facility selected and booked

· Tickets

· Printed materials (literature, membership cards, etc)

· Guest speaker

· Phone squads

· Hotel reservations

· Chairperson

· Agenda

· Press releases

· Menu

· Transportation

· Registration table

· Committees

· Reception

· Flowers or decorations

· Entertainment

· Signs

· Prospective member list

· Seating chart

· Badges/nametags

· Photographer

· Mailings

· Thanks you letters

· Publicity

What to remember in your budget

· Printing

· Invitations

· Programs

· Promotional items

· Mailing Costs

· Postage

· Gifts for donors, participants, and guests

· Gifts for donors

· Mementos for guests and participants

· Thank you certificates

· Decorations

· Table decorations

· Balloons, streamers, etc

· Catering and facility charges

· Food

· Location

· Service charge

· Tax

· Physical site costs

· Cleaning site

· Setting up the room

· Sound system

· Rentals (equipments, chairs, tables, etc.)

How to Create a Budget

1.
After all the officers are familiar with their duties and know what is expected of them for the next year, have each of them fill out a "Budget Wish list."  Basically, this consists of the officers writing down each of the events/activities they will be doing for the year and how much they expect it will cost and how much money, if any, they expect to bring it.  For example, the secretary would put down as expenses:  stamps, envelopes, and copies.  For income, they would put nothing, because their activities don't bring in any money, but instead is part of club operations.  

2.
After each officer does this, as a board, you sit down and decide which events/activities are vital to the club's well-being and which aren't absolutely necessary, but would be nice.  The treasurer will take these into account when they make the budget.  The budget should have total expenses and total income for the year.  The expenses and income should even out after fundraising is factored in.  If it doesn't, then it is time to see where the budget can be cut, or where your club can do more fundraisers.

3.
The treasurer should keep in mind events/activities that aren't always covered by an officer, such as a board retreat, Fall Training Conference, Convention, paying dues (especially if your club subsidizes dues for members), scrapbook expenses, etc.  Although there may not be an officer who is in charge of these expenses/income, they still need to be put in the budget.

4.
After the treasurer makes the budget, the board needs to review it and approve it before you present it to your sponsoring Kiwanis club.  It's always a good idea to present the budget to you sponsoring Kiwanis club, so that they can see where your club is spending money and it holds your club accountable.


If your club needs any help with budgets, please feel free to contact me.  I also have sample Budget Wish lists and budgets, if you would like to see what goes into a budget.  Just contact me via email or phone and I can send them out.

Sales

Address Labels – If you have a computer available, make personalized address labels.

You can make them pretty cheap and sell for a profit.

Bake Sale – Ask members to donate baked goods and sell them to hungry students.  The best times are usually in the morning and afternoon when students are looking for a quick boost.  

Candy and Nuts – Nuts, chocolates, peanut brittle, hard candies, specialty candies, and more!  Here is a list of possible contacts:


America’s Best



Betty Benson Fine Candies


PO Box 121




PO Box 2087


Mobile, AL 36601



Augusta, GA 30903


Verne Collier, Inc.



World’s Finest Chocolates, Inc.


900 North 19th Street



2521 West 48th Street


Birmingham, AL 35203


Chicago, IL 60632

Cards and Stationary – You can sell wrapping paper, notepads, stationary with envelopes, note cards, etc.  You can try a wholesaler or a fundraising company.

Cookbooks – You can collect recipes from friends, and family.  Also, consider a “Quick and Easy College Student Book.”  You can sell ads to local businesses to pay for the printing.  The local businesses may want to place coupons in the book.  

Crafts – The club can make crafts or have them donated.  Sell the crafts for a profit.

Doughnuts – Sell doughnuts at club or Kiwanis meetings.  Buy them or get them donated from Dunkin’ Donuts or a local grocery store.

Garage Sale – Ask club members, Kiwanians, family, friends, neighbors, etc to donate items to be sold by your club.  Set up your garage sale at a member’s house for the weekend.  Left over items can be donated to Goodwill or another charitable organization. 

School Spirit Items – You can sell buttons, decals, pens, stickers, etc. before athletic events to promote school spirit.  You will need to have permission from your school to use logos and the school name.  Items can be ordered from Crestline Co., Inc, 118th Street, NY, NY, 10011.

Stress Packs – Finals and midterms are a time when students are stressed out and they do not have time to eat or even grab a snack.  Prepare care packages with individual coffee bags, cookies, gum, hard candy, little brainteasers, etc. and a good luck card.  For the more health conscious include fruit juice, dried fruit, nuts, hard candies, etc.  If possible, send an order form to parents, talk to the registrar’s office to see if they can include a flyer in a mailing to parents.  Also, advertise on campus – buy one for a friend!

Service

Car Wash – Contact a local service station or fast food restaurant that gets a lot of traffic, and ask if you can hold a car wash at their establishment.  You can charge a fixed price or ask for a donation.  Don’t forget to bring plenty of towels, soap, buckets, sponges, signs, banners, etc.  Also try washing cars during a local Kiwanis meeting – collect donations from the Kiwanians to clean their cars. Try a “top-less” car wash too – you wash the bottom of the car for free, and then ask for a donation to wash the top.  

Concert Clean up – Contact a local facility that has concerts, plays, musicals, etc. and volunteer to clean up after an event.  Charge them less than what they usually pay, and you both win.

Credit Cards – A lot of credit card companies will pay you to sign up students for their credit cards.  Be sure to read the fine print in the credit card agreement, and keep track of the number applications you receive.  

Distributing Flyers – Ask local restaurants, stores, and clubs if they have menus or flyers that need to be distributed.  You can handout to people walking on sidewalks or place flyers on doorsteps.  They can pay you per hour or by the number of flyers.  

Gone Golfing – At a local county club or during a tournament set up a small table and offer to clean golf balls and clubs.  Make sure you have soft cloths and cleaning solution.  Try having a raffle for golf equipment at the table too.

Valet Parking – Park cars at concerts, campus activities, sports events, or on cold or rainy days.  Make sure you have good drivers with valid licenses.  Also, look into whether you need insurance.

Window Washing – Ask to wash windows at a home or business.  Go to local businesses, neighbors, etc.  Make sure you have sponges, soap, a hose and spray nozzle.

Contests

A-THONS – Have members or other participants collect pledges to enter the race.

· Bike-a-thon
· Bowl-a-thon
· Dance-a-thon
· Walk-a-thon
Things to remember:

1. Print plenty of pledge sheets

2. Select a limit as to how far to travel

3. Have prizes for the participants that raise the most money (ask local businesses to donate the prizes)

Brain Bowl – Same concept as above, hold a competition and give away prizes.  This time it is not a matter of strength, but knowledge.  Participants pay a fee to enter.  Make sure you have set out about 150 questions.

Competitions – Same as a-thons, participants raise money or pay to participate.  You can do putt-putt, bowling, foot races, etc.  Have different organizations from your campus participate.  You have to do a lot of promotions to make this work and don’t forget the prizes!

Guessing Games – Fill a jar with candy, pennies, or another small object.  Have people pay one dollar for a guess.  Collect all the guesses; the closest one wins the jar or another prize that has been donated.

“Down the River Duck Race” – Have people buy rubber ducks and write their name on it with a permanent marker.  Put all the ducks in a river and send them downstream.  The first one to cross the finish line wins!  The winner gets a cash prize or donated prizes.

Events

Auction – Like the garage sale, you collect items to be sold.  This time however, you are more likely to need new, unused items.  Many businesses are willing to donate.  You can have an auctioneer announce the items, and take bid, or have a silent auction where bids are written down.  Don’t forget to auction off people or dates too!  You will probably want to have refreshments and other activities at your auction, make it a fun night.

Battle of the Bands – Most schools have many aspiring artists.  Ask around and have auditions for bands.  Have the concert in an outdoor area on campus or in an auditorium.  Charge the audience a small fee to get in, and sell refreshments inside.  Also invite local vendors to set up booths.  The audience can enjoy 5 or 6 bands, each playing for about 20 minutes, and then pick the winner.

Begging for Bucks – Get some cans and decorate them with Circle K logos and the name of your school, then go out and ask for money.  You can go door to door (depending on safety of the neighborhood), or ask to stand in front of a busy store.  

Bingo Night – No explanations needed…just find a place and ADVERTISE.  Have prizes donated.  You can sell bingo cards, and maybe use some of that money for prizes.

Car Smash – Get a junkyard or service station to donate an old car and have it towed to your site.  Paint the name of a rival team, finals, etc. on the side of the car.  People will pay to hit the car with a sledgehammer three times.  Make everyone sign a release and wear protective goggles.  Remember to tape plastic bags over the windows to protect glass from flying.  If you do this on school grounds, be sure to get permission.

Carnival – Get your school’s permission to hold a carnival on campus in an open field. Plan on what games, music, food, and other activities to have at the carnival.  Talk to a local party store about equipment rental.  Have a dunking booth or pie in the face booth.  Ask professors to volunteer in these booths, students will line up with money in hand to get a chance to get their professor.  

Casino Night – Sell tickets in advance and at the door.  Attendees will receive a certain amount of chips upon entering the casino event.  They will play games and turn in their tickets at the end of the night to win great raffle prizes.  You will need to collect large donations for the prizes to attract players.  

Children’s Carnival – This is a great way to combine service and fundraising.  Involve local businesses and local elementary schools as sponsors.  Run it the same as a carnival at your school, but aim the games and prizes toward the young children.  Remember to get any permission needed and advertise!

Coffee House – Offer a meeting where java and pastries are served for a small charge.  Advertise well.  You could also host another organization’s meeting and serve them.

Dance/Entertainment Night – Get your campus student activities and student government involved in this one.  Have a dance or comedy night and charge a small amount for entrance.  Invite other organizations.  Have snack foods and drinks for people attending.  You may also choose a themed costume ball.  Don’t forget to hire a DJ!

Dinner – Host a spaghetti night.  Serve spaghetti for two, two sodas, and two rolls for $6.  You can buy all the ingredients cheap at a wholesale club like Sam’s or Costco.  Make sure you advertise this as much as possible.  Have entertainment if you can.  Also, as a variation, you may want to offer delivery to dorms for a $1 delivery charge.

Fashion Show – Have students volunteer to be models.  Have local clothing stores sponsor a group to show their clothes.  Charge a small entry fee.  You may want to ask other organizations to get together five or six models, find a store to sponsor their clothes, and then you will host the show.  This way all the models from other organizations can tell their friends to come watch them.

Jail and Bail – There are two ways to do this:

1. Have people pay to have other people arrested.  They have to sit down in a room and call everyone they know in order to raise bail money.  When they are able to raise the set amount of bail money they are set free.  Give the prisoner a pledge sheet and phone so they can go at it.

2. At a chosen event set up a booth.  Have people pay a fee to put someone in jail.  Have an enclosed area set apart as the jail/holding area.  In order for the person to get out of jail they have to plead, beg, and coerce people into giving them bail money.  Encourage people to tease the prisoners and ask them to do silly things to collect bail money.  Keep it clean and make sure no one does anything dangerous.  

Movie Night – Who wouldn’t want to see a recent movie for less?  All you need is a rented tape and projection machine.  Popcorn and soda is another goodie to offer.  Charge only a dollar or so for admission and ask everyone to bring pillows and blankets to make themselves more comfortable.  

Murder Mystery – This is fun, and if done right can bring your club a nice bit of publicity.  Write a script for a murder mystery and involve 4 or 5 characters, including a victim.  Get people to sign up for parts and set a few rehearsals.  You need a good location and lots of advertising.  Charge a small entrance fee and have prizes for the first people to figure out the mystery.  You may also want to add a dinner to the event.  Be sure to put in enough effort so that the show is not corny.

Non-Event – Have a non-event.  Send out invitations saying you are holding you first annual non-event.  Dinner will be served at 6:00 p.m. and entertainment at 7:00 p.m.  Then have an itemized list of the money they are saving on donating money to your organization by attending this non-event as opposed to a fancy event.  The list can include new dress, getting hair done, gas, price of dinner, etc.

Olympics - Pure competition.  Involve other campus organizations to compete for “Best of the Land” title.  Sell concessions and tickets for the participants.  Offer trophies and plaques for the winners.

Penny Concert – Combine this idea with a comedy or talent night.  Someone in the audience pays so much to put someone else up on stage to sing or do something silly.  Then the audience has to pay twice that amount to get that person off the stage.  

Pie-In-The-Eye – Faculty or staff volunteer to have a pie thrown at their face.  Write a formal letter to faculty members asking them to volunteer.  The professor will have a donation box in their classroom, and if they raise enough money then the professor will take a pie in the face in public.  Also, keep a collection box in the department office so that other professors may donate.

Raffle – Get prizes donated and then raffle them off.  Sell tickets at a fixed price, have a cut off date and then have the drawing.  If the winners do not need to be present make sure you have name and phone numbers to inform them they have won.  

Silence is Golden – Hold a silence day.  Have everyone collect pledges for every minute they are quiet during the day.  They are not allowed to speak for the allotted amount of time paid for. 

Slave for a Day – Get members of your club to donate their time as slaves to paying customers.  Remember to keep it clean!  Work with your local Kiwanis clubs to hire your Circle K’ers.  Charge the customers about $10 per hour.  The slave can do run errands, baby sit, wash cars, clean, etc

Holiday Events
Anti-Valentines Day Dance – Host a dance with an anti-Valentine’s Day theme, for those of out there who hate this holiday, it should be a great time.  Have black cards and falling cupids.  Have a DJ play anti-romantic songs.  Make it fun and light-hearted.  Charge a small entrance fee and sell refreshments.  

Balloon Sale – You can buy mylar balloons and rent a helium tank.  Sell the balloons for about $3 each.  Have people pick them up or deliver them to dorms.  This works best for Valentine’s Day.  

Flower Sale – Buy roses or carnations and sell them on campus.  Buy the flowers in bulk and then individually wrap them.  Sell the flowers for about $1.50 each.  You can have them picked up or delivered.

Haunted House – Have an auditorium or large room reserved where you can set up a haunted house.  Advertise depending on the “scare level” whether children should be permitted.  Charge a fee to enter and maybe have a little area set aside for dancing and refreshments.

Singing Telegrams – If you have talent in your club, use it!  Have people buy singing telegrams and do around to dorms or classrooms to deliver the telegrams.  Charge $5-10 to have someone with a gag gift or rose show up at someone’s doorstep and embarrass or charm him or her.  

Valentine Sale – Sell little bags of valentine goodies in little decorative bags, with a little keepsake that you buy at a party store.  Cost depends on how much you can get donated.  You can add some curly ribbon and a computer printed cards.  Have these goodies delivered too.

Closing


As we enter into a vital year for CKI, let us not forget the purpose of our organization: service, fellowship and leadership. Without service, our organization serves no purpose. Without fellowship, the many friends we meet at various conferences/conventions would not have happen. Finally, without leadership the state that this world would be without a CKI would be devastating.
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