[image: image1.jpg]Liverpool
Guild of Students




Fundraising Request Form

This form is for all students who wish to carry out charity collections (i.e. bucket collections, sale of raffle tickets etc) within the Guild venues.

	Which society are you fundraising with?
	

	Is this money intended as a donation for a registered charity or for your society? (Delete as appropriate)
	Registered Charity

Society

	If collecting for a charity, what is the name of the charity?
	

	Registered Charity Number:  


	

	Type of fundraising activity (i.e. bucket collections, raffle tickets etc):


	

	Date of Fundraising Activity (please give 3 dates in order of preference; 1= most preferred).  We will do our best to facilitate your first preference:


Preference 1: 


Preference 2: 


Preference 3:  


	

	Times of Collection:

Start:

Finish: 


	

	Have the charity/ society agreed that you are fundraising on their behalf?
Please give contact details of your contact at the charity/ society you are fundraising for.


	YES/NO
Name:

Contact Number

Email Address:

	Number of persons fundraising on the day:


	

	Numbers of Collection Buckets Required:

	


Please email your completed form to Kim Cooper, Volunteering and Fundraising Coordinator; kcooper@liv.ac.uk
Fundraising Guidelines
The following guidelines discuss Liverpool Guild of Student’s guidelines on fundraising activities with LGoS venues. 
1. Anyone wishing to fundraise within LGoS must complete a Fundraising Request Form and email it to the Volunteering and Fundraising Coordinator at LGoS at least 2 weeks prior to the fundraising activity.

2. Fundraising requests forms submitted less than 2 weeks before the fundraising activity date will not be given priority and will be considered in relation to existing, confirmed fundraising activities.

3. All fundraising activities must be carried out within LGoS Health and Safety guidelines. 
4. All fundraising must be carried out in support of registered charities, as registered with the Charities Commission.

5. All money must go through LGoS finance department and a cheque/ electronic transfer will be made to the chosen charitable organisation.
6. All money must be counted in the presence of the LGoS Volunteering and Fundraising Coordinator when available (or another LGoS Staff member) in the safe room.

7. Any changes to fundraising activities other than those specified upon the fundraising request form must be made apparent to the LGoS Volunteering and Fundraising Coordinator prior to the event.

8. Confirmation of the fundraising activity proposed will be made by the Volunteering and Fundraising Coordinator in consideration with LGoS Health and Safety and Organisational Policies.

9. Only collection buckets issued by LGoS can be used during collections.  These will be issued by the Volunteering and Fundraising Coordinator on the day of the fundraising activity.

10. All collection buckets will be issued with a security seal.  Buckets must be returned to the Volunteering and Fundraising Coordinator with the security seal intact on the same day of the fundraising activity.

Fundraising by Societies:
· Any society members can fundraise for their society within Guild venues.

Fundraising by Individual University of Liverpool Students:

· Persons fundraising for an organisation/ charity other than their society will be considered at the discretion of LGoS volunteering and Fundraising Coordinator.
Fundraising by External Organisations: 

· Any individual or organisation external from the University of Liverpool must contact the Director of Central Services: kathyk@liv.ac.uk.
By signing this form you are agreeing to carry out your fundraising activity in accordance with the guidelines whilst fundraising within Liverpool Guild of Students venues.
NAME..........................................................................               SIGNITURE...............................................
SOCIETY/ ORGANISATION..........................................              DATE.......................................................
