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BCS FUNDRAISING GUIDELINES

Thank you for your interest in considering a fundraiser on behalf of Breast Cancer Solutions! We are truly grateful for your support and ask that you adhere to the following guidelines as you plan your event. We have developed these guidelines to help you in your planning, and to clearly define both your obligations as well as those of the BCS staff. 
PLEASE NOTE: 
ALL FUNDRAISING EVENTS MUST BE APPROVED BY 
THE BCS DEVELOPMENT TEAM PRIOR TO INITIATION OF 
PLANNING OR IMPLEMENTATION

The Board of Directors and staff appreciate and support events conducted on behalf of BCS. We ask that you adhere to the following guidelines in your preparation and planning. 

STEP 1: 
Give us a call or send us an email - let us know what you would like to do to raise funds for BCS. We’re happy to brainstorm and talk about your ideas! Contact Jennifer Anderson, Program Director, at jennifer@breastcancersolutions.org or (949) 734-0513.
STEP 2: 
At least 4 weeks before the event, complete the BCS Fundraising Event Request Form and return it via email (jennifer@breastcancersolutions.org) or fax at (866) 781-6068. Please note: All events will be included on our master event calendar unless noted as “Private Party.”  Fundraising events may fall into two categories:
· Category 1: Events that raise funds for BCS and do not require BCS staff or volunteers in planning or implementation; and 
· Category 2: Events that require BCS staff or volunteer involvement. 

STEP 3: 
We will contact you within 1 week to confirm event approval and permission to use our name and logo on promotional materials, or to discuss any changes needed to your request.
CATEGORY 1

Events on behalf of BCS that do not require staff/volunteer involvement

We are happy to provide…

· Limited event planning advice
· Sample flyers from past events
· Flyer templates
· BCS promotional materials (brochure, fact sheet, business cards, donation sheets, etc.)
· Event promotion on our website, Facebook and e-newsletter
· Listing on our master event calendar
· Online ticket sales and RSVP processing (both for processing payment and for free events), and automated emailed event reminders
· Use of BCS name and logo. Logo size may be changed, but proportions may not be altered. BCS staff can assist with logo usage if needed.
· Letter(s) of support to validate authenticity of the event 
· Tax receipts to all donors (monetary or in-kind)
· BCS representative and a brief presentation about BCS at the event
We are unable to provide…

· Funding or reimbursement for event expenses
· Access to BCS mailing lists (but will send out information for you)
· Administrative or logistical assistance for the event (e.g., invitation preparation, compiling reservations (unless done through our online, automated system), ticket sales (unless online), committee meetings, etc.)
· Prizes, auction items or awards
· Volunteer or staff support at the event
· Onsite credit card processing (we can provide online credit card processing for all events, including ticket sales)
Reminders…

· BCS must be clearly named as the beneficiary of the funds raised at your event
· All promotional materials must clearly disclose the specific amount of guests’ purchases that will be donated to BCS (e.g., “All revenue from this event will be donated to BCS, including the $20 ticket purchase amount.”) 
· Proceeds must be received by BCS no more than 60 days following the event date
· Tax receipts may only be issued to individuals/organizations that make a donation without receiving any product or benefit in return. Donors must include name, address, and total dollar amount paid. Donor forms are available by email or post.
CATEGORY 2

Events that require BCS staff/volunteer involvement

We are happy to provide…

· Event planning advice and meetings
· Staff and volunteer support for event planning and implementation (as available)
· Administrative or logistical assistance for the event (e.g., invitation preparation, compiling reservations, ticket sales, committee meetings, etc.)
· Sample flyers from past events
· Flyer templates
· BCS promotional materials (brochure, fact sheet, business cards, donation sheets, etc.)
· Event promotion on our website, Facebook and E-newsletter
· Listing on our master event calendar
· Online ticket sales and RSVP processing (both for processing payment and for free events), and automated emailed event reminders
· Use of BCS name and logo. Logo size may be changed, but proportions may not be altered. BCS staff can assist with logo usage if needed.
· Letter(s) of support to validate authenticity of the event 
· Tax receipt to all donors (monetary or in-kind)
· BCS representative and a brief presentation about BCS at the event
· Credit card processing
We are unable to provide…

· Funding or reimbursement for event expenses
· Access to BCS mailing lists (but will send out information for you)
· Administrative or logistical assistance for the event (e.g., invitation preparation, compiling reservations (unless done through our online, automated system), ticket sales (unless online), committee meetings, etc.)
· Prizes, auction items or awards
· Volunteer or staff support at the event
· Onsite credit card processing (we can provide online credit card processing for all events, including ticket sales)
Reminders…

· BCS must be clearly named as the beneficiary of the funds raised at your event
· All promotional materials must clearly disclose the specific amount of guests’ purchases that will be donated to BCS (e.g., “All revenue from this event will be donated to BCS, including the $20 ticket purchase amount.”) 
· Proceeds must be received by BCS no more than 60 days following the event date
· Tax receipts may only be issued to individuals/organizations that make a donation without receiving any product or benefit in return. Donors must include name, address, and total dollar amount paid. Donor forms are available by email or post. 
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