Financial management 


Module:

Fundraising

Fundraising

Broad Aim

The aim of this module is to give participants a chance to explore the relationship from the viewpoint of the funder, so that they can understand what funders need from recipients, and why. 

Training outcomes

By the end of this module, participants will be able to: 

· Identify and describe the concerns of funders 

· Plan a fundraising strategy

· Plan and write a fundraising proposal

Activity  AUTONUM : The funding officer.

Group Work: read the following case study and discuss the questions at the end. (30 minutes)

Background

You are a project officer for a big European funding agency. Your job is to look at South African project proposals and recommend whether they should get funding or not.

Your funding agency only wants to fund projects that are: 

· Committed to people centred development

· Democratic in the way they are run

· Reliable

· Efficient 

· Effective (they are able to have a real effect on people’s lives)

· Wise in the use of resources

Your agency gets money from people who are committed to helping South Africa become a truly democratic country. Much of the money you get is collected by church groups, and by groups that are interested in helping people in developing countries. 

The people who give you money expect you, as a funder, to report in detail of: who got the money, how they used it, and who benefited. They have heard stories of corruption in South Africa NGOs and of money being wasted. They don’t want the money that they spent so much time raising, being wasted.

Lesedi Literacy 

You are approached by a literacy organisation called Lesedi, in the Bochum District in the Northern Province. This organisation has been going for five years. In that time, it has trained 35 tutors, who have taught 450 adults to read. They organisation wants to start a new branch in another district. 

They want R1.5 million to start this new branch.

A Mr. Mabuse, who is the head of the English Department in the Teachers Training College, endorses the application.

Group Task

What information do you, the funder, need, to help you to decide if you are going to fund this new project?

Make a list of all the questions you have. Then develop a short list of the three to five most important questions that you want answered before you can make a decision. 

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Activity  AUTONUM : What goes into a fund-raising proposal? 

Group Work (60 min)

Now that you know what the Funding Officers are looking for, work out what information you would put into a fund-raising proposal. 

You do not need to write the proposal, but only the headings and sub-headings.  Write brief notes to show what kind of information you would include under each heading. 

Each group will focus on a different type of proposal

Group 1: 
a production studio for your station

Group 2: 
development of a new programme (e.g. a health, or education focus)

Group 3: 
sending a team of presenters to a three-week training course.

Group 4: 
running costs for your station for a year

Please write up your plan on flipchart paper, so that you can present it to the rest of the group.

Funding proposals

Funding proposals are meant to persuade a funder to give your organisation money. 

To be successful, the proposal must be: 

· Comprehensive

· Relevant

· Attractive

· Coherent


Planning a fundraising proposal

Before you start writing you need to plan your proposal: 

Step  AUTONUM Understand your target group

· Who are they? 

· What are their concerns? 

· What do they need to know about you? 

· What do they already know? 

· Do they have a special format for a proposal? (Phone and ask them, many funders have a documents outlining what kind of proposal they are looking for.)

Step  AUTONUM Define the purpose of the proposal

We all know that the purpose is to raise money: but are you clear exactly what you are trying to achieve in a proposal? 

· Are you trying to introduce yourself to a potential funder? 

· Are you introducing a new project or development to an existing funder? 

· Are you trying to get funding for general running costs? 

· Do you need funding for capital costs, for example for a new studio? 

Before you write, make sure you know exactly what you want to achieve by writing the proposal.

Step  AUTONUM Plan your proposal 

1. Brainstorm the information you want to put into your proposal

2. Categorise the information under headings (e.g. background, aims, objectives, etc)

3. Put each main heading at the top of a clean sheet of paper. On each page, write down all the information that you want to include under that heading. 

4. If necessary, rename your headings, and move information around until you are sure it is on the right piece of paper.

5. Arrange your headings in the right order.

Step  AUTONUM Write your proposal

Now, after planning carefully, you are finally ready to write your first draft.

6. Write, and then get someone else to read it. The first time, the editor is checking that the information is comprehensive and coherent.

7. Write a second (and if necessary a third) draft, and get the same editor to check it. This time the editor is checking that the language is correct and that the layout is right. S/he will be checking that your proposal makes sense to someone outside of the organisation.

8. Once you are sure the content is fine, write a final draft, paying special attention to spelling, layout, and presentation. Get someone to proof-read
 it. The proof-reader's job is to find spelling and typing mistakes, and to make sure that your layout is consistent.

9. Think about illustrations: should you use photos? Graphs? Statistics?  What kind of cover and binding will you use.

Basic information to include in a funding proposal.

Mission
What the organisation does, for whom and why.

Background
Brief history of the organisation: who founded it, when and why.  The geographical area in which you operate.  

Brief description of the problem that you are addressing: Why it exists, what solutions are being provided (or not) by the state and the private sector, and what role your organisation is or could be playing. 

The structures of the organisation, and who is involved.
Funders are particularly interested in how staff are accountable to Board members and to the community.  

What are the reporting and control relationships?

You need to list your staff members and your Board members. 

Affiliation
Who are you affiliated to? 

Are other organisations affiliated to you? 

It is also useful to list the organisations that you work with and the ones that have trained you, or that you have trained.

Aims 
Explain the overall aims of the organisation.
Description of Activities
Give a brief overview of activities that you have done in the past.  Point to your successes, and summarise the activities of the past year or two.  

Objectives and Plans
Say what your long-term and short-term objectives are, and your plans for the year or two ahead.

It is also useful to point out the obstacles you will have to overcome to achieve them.

Business plan

The business plan spells out your plans in details, the activities of your organisation, the staffing and resourcing of the station, how much it costs to operate the station and to develop your station and your plans for income generation. A business plan must be totally realistic, and based on thorough planning and research on costs. It is not a vague statement of intention.

Budget
The budget is part of the business plan, it sets out the resources you will need, and the money that you need to get the resources.

Make sure your budget is realistic and accurate, don’t try to pad it to get more money, and at the same time, make sure you don’t ask for too little.
List the sources of funding that you have had in the past: funders like to feel that they are not alone in funding you.  It impresses them to see that you have had other funding. 

List all the income that you have earned. Funders worry about sustainability. 

Contents page

If your proposal is longer than 10 pages, include a contents page with page numbers, at the beginning of the proposal.

Covering letter
The proposal needs to go out with a covering letter on your letterhead paper.  The covering letter will introduce your organisation and say what you are asking for.  Give a contact name and number. 

Follow up

Writing the proposal and mailing it is not the end. You need to follow it up with a phone call, and either invite the funder to visit your organisation, or arrange to visit their office for a meeting. 

Letters of endorsement

 Community leaders, or other managers of community organisations can write this type of letter for you. In the letter, they will express their faith in your organisation and their support for the work you do. 

Letters of endorsement can be very useful when you are introducing yourself to a new funder. 

The people who write the letters should be prepared to talk to the funders and should be able to discuss your work.  It does not help your case at all if the writer can only say to the funder; "Well, the station manager is a close friend of mine, so I trust him. But I don't actually know anything about the radio station." You will need to do some public relations work in your community, winning support for your radio station, before you can hope to get community endorsement. 

Activity  AUTONUM : How to approach a funder

Sending out a fund-raising proposal on its own is not very likely to get you money. You will need to do some work to sell your organisation. 

Funders are looking for a solution to their problem, which is, how to give money to people who meet their criteria. They want to give money away, but they want to give it to the 'right' people. In addition, many funders want to contribute to development in South Africa. They have a genuine commitment to supporting sustainable social and economic development. 

As a community organisation, you can help them to fulfil that commitment. You can do this by entering into a dialogue with them about development and you can show them how your radio station is a worthwhile organisation to support in terms of their criteria. 

To do this, you need to do more than sending out a proposal. Preferably, you need to make contact and meet the funder before you send out a proposal. You need to find out what kind of work they want to fund, and you need to talk to them about the work you do.  You need to develop a relationship with potential funders, before you send them a proposal.

Group discussion (60 min). 

You want to approach a funder who has not funded your radio station before. This funder does not know that much about community radio. The agency is based in Johannesburg, but the funding officers do field trips. You have heard from a local NGO that the funding officer is due to visit your area in two month's time.

Task: 

Answer the questions that follow. If you will be writing to the funder, then prepare a flipchart showing the main points in your document. 

If you will be phoning or meeting the funding officer, then prepare short drama(s) to show what you want to happen in the phone-call or visit.

Questions

1. What can you do to develop a relationship with this funder? 

2. How would you establish contact before the funding officer's trip to your area? How would you ensure that the funding officer visits your radio station?

3. What would you do when s/he does visit your station? 


	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Summary: Raising funds from a donor 

	1
Identify funders that you can approach for funds.
	
	

	
	
	

	2
Find out what they fund and what they require from you. Find out who the funding officer is for your geographical area or sector. Discuss your goals and theirs with this person.
	
	

	
	
	

	3
Write a proposal.  
	
	

	
	
	

	4
Work out your budget and include it in your proposal.
	
	

	
	
	

	5
Write a covering letter saying: who you are, what you want from the funder, and when you will be in contact with the funding officer.
	
	

	
	
	

	6
Send the covering letter, together with the Proposal, Budget, Financial statements (preferably audited statements), and the letters of endorsement.
	
	

	
	
	8
If they refuse to fund you: Find out why. If they don't fund your type of work, thank them for their time and move on to another funder. If they do fund your type work, but there were timing problems or problems with your approach, find out what they were, and try again.

	7
In a week or 10 days: phone and check they have received your proposal and ask to meet with the funding officer in charge of your geographical area or sector.
	
	

	
	
	

	8
If they agree to fund you: Keep in touch with the funding officer - develop a personal relationship: send him/her articles about your organisation, let him/her know when new things happen, ask his/her advice when you have problems, invite him/her to your events.
	
	

	
	
	

	9
Report on the progress of your organisation, and on how you spent the money they gave you.
	
	


Activity  AUTONUM Notes on fundraising

Fundraising is not just about writing proposals for funders. There are many ways of raising funds in your local community.

Who is responsible for fundraising?

The members of the organisation are responsible for fundraising: they all need to be involved.  They all need to feel that fundraising is their job. For this to happen, the leadership has to think of ways of motivating people to help with fundraising.

Ideas for raising funds

There are many things you can do to fundraise - its important that you have a variety of fundraising activities – for example:

Cake sales, book sales, jumble sales, movie shows, raffles, dance competitions, collecting and selling old newspapers or bottles etc, flea markets, film premiere, selling T-shirts, stokvels, stop-orders, street collections, sponsored walks, R100 clubs, etc.  

Your members can do many of these things.  

Remember to set up very good control systems so that no money goes missing.

You can raise money from your members, for example by charging a membership fee.  If you are going to do this, you need to set up a membership system so that you can keep track of who has paid their fees. 

You can raise “in kind” donations - like furniture or food or other things that your organisation may need. Make sure they get something in return: e.g. copies of your most successful programmes, invitations to your AGM, or having their name displayed as a donor (e.g. on banners, or posters advertising your station). 

In addition to these ideas, you can also raise money by asking funders for money, using the ideas for proposals already discussed. Funders include foundations (linked to big business) and overseas funders.


To be successful at fundraising you need:

1
CLEAR AIMS 

The AIM of an organisation or project is the reason why it exists.

The aim tells us what the organisation is trying to achieve in its work.

This aim defines what the project does, for whom and where.

2
OBJECTIVES 




The OBJECTIVES are the tasks or steps the organisation has to do, to be able to achieve the aim.
· Objectives must be clear and practical, they are about action.
· They must have a time limit. (e.g. in the first six months ...; by the end of 2001 ...)

· If possible, objectives should include numbers.(e.g. how many people will benefit, by when, how many courses will be run etc)

When we write an objective it is useful if we work out an indicator of success -this means that we must state how we will know (and be able to measure) if we have succeeded.


3
PLANS


Plans are the details of what exactly has to be done, who will do it or take responsibility for seeing that it is done, and when.  Each objective needs a detailed plan of action saying how you will achieve the objective.


Plans would include details of staff you will need to employ, resources you will need (like office space, computers, vehicles etc) and a budget.

4
A BUDGET
The budget must detail how much it will cost to carry out the plans, what money you already have and how much you need to raise. 

Activity  AUTONUM : Writing a fund-raising report

All funders will require you to write a report telling them how you have used their donation. Some will expect a regular report e.g. once a quarter, others will expect you to report once a year, while others will expect reports as a project ends. 

Reports must be written to meet the requirements of the funder. The report must relate back to the original proposal and report on progress compared to objectives.  In the proposal, you told the funder what you were planning to do with donated money, now in the report, you let the funder know exactly what you have done.

Some guidelines for writing reports:

· Plan your report as carefully as you planned your proposal.

· Write exactly what you did in order to achieve each objective. Write down the objective, outline what you did, and then write an analysis of whether you think you achieved your objective or not. 


· Include a financial report which shows how you spend the money. You should include your budget and your actual expenditure. If you spend more or less than you planned, include notes explaining why this happened.

· If you had problems, or made mistakes, include them in your report, and say what you are doing to rectify them. (This includes fraud, or theft!). Funders will not give you any money if they discover that you have hidden problems from them. On the other hand, most funders understand the kinds of problems that face community organisations.

· Include your plans for the future in the report.

Group Work (45 minutes)

Look back at the proposal you worked on in Activity 2. 

Develop an outline for a report to a funder, telling them what you did with the money they gave you as a result of that proposal.

You are not required to write the whole report. Rather, you should develop headings, and make notes showing what information you would include under each heading. 

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Comprehensive


This means that the proposal covers all the information that is required by the funder. 


Relevant


The proposal only includes information that is needed by the funder. The proposal should not include a lot of useless information that simply makes the proposal longer.


Attractive


Make sure that your proposal looks nice. 


Edit it to make sure that the content covers all the important facts.


Proof-read it to get rid of all typing and lay-out mistakes.


Bind it with a nice cover, include your organisation's logo, and make sure the envelope is addressed correctly. 


Coherent


The proposal must be properly planned, so that all the bits hang together. There should be a beginning, middle and an end. The information should be presented in a logical order.











Remember that people will only give you money if you ask for it.  Many people want to give money, but they need to be asked. 


If you ask, they can say yes or no - it’s up to them.  If you never ask, they will never give. 








Example:


Objective:


To develop weekly radio programmes that raise awareness of AIDS in the community served by our radio station.


Indicator: (How will we know that we have 'raised awareness'?)


A survey of one hundred school children will be conducted before and after the programme is run. The survey will ask basic questions about AIDS, to test the children's knowledge.








Objective:


To develop weekly radio programmes that raise awareness of AIDS in the community served by our radio station.


Indicator: (How will we know that we have 'raised awareness'?)


A survey of one hundred school children will be conducted before and after the programme is run. The survey will ask basic questions about AIDS, to test the children's knowledge.


Report:


A weekly programme was developed. Three basic formats were used: 1) an expert from an NGO based in the province, talked about an aspect of AIDS and youth were encouraged to phone in; 2) a panel of young people who are peer educators on HIV/AIDS developed a set of innovative radio plays about HIV prevention - these were run weekly over a three months period; and 3) the peer educators ran on-air training sessions about HIV/AIDS . A small group of young people were invited to attend the session in the studio, and the interactive session was broadcast live.








We found that the programmes became very popular as young people enjoyed the opportunity of  hearing their friends, or themselves on radio.





The survey of 100 young people run before and after the programme showed that there was an increase in awareness. Where only 5% of the initial sample could answer more than 50% of the questions correctly, after the programme was aired, 65% of the sample answered 50% or  more of the questions correctly.








�Proof-read: Read and correct written work, paying special attention to spelling, and correct language use.
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