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KEEPING ON TRACK

Generating publicity

Good publicity is key to the success of your event. People are more likely to believe
in your event if they hear about it on the radio or in your local newspaper.

B Always start a press release with "For Immediate Release”

#  Explain that you are holding the event in aid of Jubilee Action

®  Use the five Ws as a guide: who, what, when, where, why

= Make the piece more personal by including a quote by yourself or whoever is
organising the event as fo why you are doing it - perhaps you have a close
relationship with one of the countries we work in, or simply just really believe in
the work that we do to rescue children from abusive situations

#  Include dll important details about the event, if you are selling tickets include
the price & how fo book - giving out a contact number or email address

¥ Include some positive expectations about the event - how many people to
you hope fo take part, how much do you hope fo raise?

¥ Remember to make the event sound as fun as possible fo make everyone
want fo come!

#  Mention any high profile people that are attending - perhaps the town mayor,
vicar, head-teacher etc. to encourage people to attend

B Include a'MNotes to the Editor’ section at the end where you provide any
background information about the event, and information about Jubilee Action
5o that they have a better idea of where the money will be going to.

Donations & Collections

n  Get sponsored by and collect donations from people you know and trust.
Ensure that children are supervised,don't let them collect money from strangers

B Itis illegal to carry out house-to-house collections without a license. The same
also applies to street collections.

Keep it safe, keep it legal!

®  H&S / Insurance - Make sure your venue is safe and suitable for the event.
Jubilee Action cannot accept liakility for your event. If you need insurance you
will need to take it out yourself.

= First Aid - Make sure adequate cover is provided for larger events.

u  Licensing - If you are serving alcoholat the event, check the venue is licensed.
You can contact your local council fo request a temporary license. If you intend
running a lottery / raffie contact your local authority and gaming board fo
check rules and regulations.

Paying Your Money In
There are lots of easy ways fo pay the money in! The sooner we receive your money
the sooner we can reach out to vulnerable children around the world.

u By Post- Please make your cheques payable fo “Jubilee Action”

n Over the phone - Call us on 0845 450 47 48, we can take payment from all
major credit/debit cards.

B Online - Click "Donate Mow™ on our website, fo pay via a secure payment system,
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fundraising coordinator
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tel: 01483 230250 11 quarry street, gulldford,
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Dear friend - thank you for ioking the fime to help Jubliee Action support disadvantoged children.together we
can help o improve the lives of some of the poorest children in the workd.
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Jubiles Action 1o reclalm fox on the donation defalled below, given on the date shown, We understand that each

We, who have given our names and addresses below, and who have ticked 1he box enfified Gift Ald, wani % ¥ bt'
,_9" ﬂald
of us must pay income fox or capital gains fox equal fo the tox reciaimer by Jubllee Action on the donation, **

Full address | Postcode
33 My Street, My Town  CT6 5To0
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Jubiles Action 1o reclaim fax on the donation detailed below, given on the date shown, We understand that each

We, who hove given our naomes and addrassas below, and who have ticked the box enfited Gift Aid, want B ,d w
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* By ficking this column, I'm indicating that | would ke o recere further informiation from Jubses Action.
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Total
|| 1amthe superviing adut || | would like fo receive further information obout Jublee Action

[Signature of fundiiser | Supsnvising odull

After your event, plecase collect any sponsionhip monesy you hove mised os soon as possible. Send o cheque
foquthar with your completed sponscrship formn 1o fha addness Below. If you would peesler 1o make o payment
by crecht or chabit cand please ing 01483 230250 during office hours,

Moka: For security purposes please do not send cash freough the postal senice. with fhis fom.
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