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Special Events in Aid of Dublin Simon Community

If you wish to run an event in aid of Dublin Simon Community, you may find the following information helpful in the success of your event or project.

Firstly, please fill out this form. When this form is signed off by the Fundraising Team, we will confirm your event in aid of Dublin Simon Community and you will receive an official Letter of Authorisation for the event.  Please read and consider page 2 before filling out the form below.

Contact Name (s):  _______________________________________________________________              
Organisation (if applicable): ________________________________________________________ 

Address: _______________________________________________________________________   ______________________________________________________________________________
Tel:  __________________________________________________________________________
Email:  ________________________________________________________________________
Name/Type of Event/Project:  ______________________________________________________
Date of event/project: 




  Location:  ____________________________
Description of event/project:  _______________________________________________________
______________________________________________________________________________
Projected target you hope to raise for Dublin Simon Community___________________________
Do you or your group have a financial stake in the event? (e.g. will event management fees or expenses be paid to the organisers? If so, please give details:  ___________________________ _____________________________________________________________________________
Do you expect to raise money for yourself/organisation through this event, if yes please give details; _______________________________________________________________________
How will the money be stored before forwarding to Dublin Simon?  ________________________
Date for handover of funds raised (approximate date): __________________________________
Please specify materials or assistance needed from Dublin Simon Community (eg. T-shirts, collection buckets, sponsor cards, posters etc) _________________________________________
______________________________________________________________________________
How will you promote your event/project? :  ___________________________________________
______________________________________________________________________________
 Please sign & date
_______________________ Date __________          ___________________ Date ____________

Event Co-ordinator 


             
  Dublin Simon Fundraising Team

Special Events in aid of Dublin Simon Community
Please consider the following questions/points before undertaking a fundraising event/project in aid of Dublin Simon Community.

· Is your event/project feasible?

· Are there any up front costs, if so what are they and will your fundraising activity be able to absorb the costs and still leave you with a reasonable profit?

Dublin Simon Community would normally ensure that costs on Fundraising Events were kept to no higher than 10% of expected income and we would recommend this as a guideline for any event.

· Do you have enough support networks to assist with the success of the event?  Remember to call on friends or colleagues.
· Make sure your event/project will not clash with other events in Dublin Simon Community and in Dublin.

· Check whether you need a licence or permit. (for example, if you would like to run a street collection or raffle, you’ll need Garda permission)

· Any promotional material, press releases, radio scripts etc. that will describe Dublin Simon Community and its services need to be approved by the Fundraising Team in Dublin Simon Community.   

· Anticipate the worst – What could go wrong?  What is your contingency plan?

· Dublin Simon Community has a limited number of public speakers available and it is therefore necessary to book well in advance.

· Remember to keep in contact with the fundraising team in Dublin Simon as we can offer advice and support.

