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	All students, clubs and societies  and members of Union Council wishing to fundraise on behalf of an external charity must have approval of Finance Sub-Committee before the event takes place.  This form must be completed if you wish to hold a Fundraising event (an event held to create a profit which is to be donated to a cause), or a Charity Collection (use of boxes/buckets to gather donations).

Fundraising Rules

· You must submit a letter of permission from the beneficiary organisation (on headed paper) with this form permitting your club/society to fundraise on their behalf and confirming the organisation’s full name and charity number and bank details for payment.  
· Under section 63 of the Charities Act 1992 a person may be found guilty of an offence where they falsely state that an institution for which they are raising money is a registered charity unless they have reasonable grounds for believing that the institution was registered.
· All publicity related to the fundraising events must clearly show who you are collecting for, their charity number and all publicity must be approved by the beneficiary organisation.
· UCL Union reserves the right to request additional information for charities not registered in the UK. 

· All fundraising events and collections must comply with all UCL Union financial and Club & Society regulations, including submission of event budgets and out turn budgets.
Additional Information for Charity Collections
· Collection tins and seals are available from UCL Union’s cashier’s counter. If you have your own tins or buckets these must also be stored at the UCL Union Cashier’s Office and signed in and out for each event.

· If the collection is cancelled, the Charities Office and Finance Sub-committee must be told in writing. 

If you are collecting money in anywhere other than private property
 then your collection will be covered by Local Police regulations, in these cases: 

· A street license must be applied for by the first day of the month before the collection is due to take place.
· The General Manager of the Union must be named chief promoter.
· Expenses should be kept to a minimum; up to a maximum of 10% of the total collection is permissible for the first collection; subsequent collections should be well below this. 

 Private Property includes London Underground, The University and shops provided that the collection takes place wholly inside these premises (not on the threshold) e.g. not standing in the entrance to a tube station/Supermarket.

	

	After the collection:

· Within 3 months of the collection, the Finance Department will submit accounts showing the amount collected and any expenses or payment incurred and a list showing the names of the collectors and amounts collected in each box to the Charities Office. This will be signed by two of the persons responsible for the collection and the Union Finance Manager. 

· If the collection raises more than £400 an article must be published in a newspaper that is available to the general public. This article must show the area in which the collection took place, the amount collected and any expenses incurred

	Guidelines for street collections within the Metropolitan Police District
1. No collector shall be under 16 years of age, unless the collection is in connection with a procession, then collectors may be under 16 years of age, but not less than 14, as long as they are accompanied by a responsible adult.

2. Collectors should be stationary accept when the collection is accompanied by a procession.

3. Collectors should stand at least 25 metres apart.

4. Collectors should not cause danger, obstruction, inconvenience or annoyance to any person.

5. All collection boxes/buckets should display the name of the charity or fund collecting and should be securely sealed.

6. No animal should accompany collections.

7. Collectors should carry a written authority or badge signed on behalf of the Chief Promoter.

8. Collectors should probably be discouraged from hiring "fancy dress" etc. as the cost would almost certainly exceed the 10% expenses allowed for a collection.

9. No payment should be made to collectors.

10. A sample letter of authority should be submitted to the Charities Office before the collection takes place.


	Club/Society name:
	

	Treasurer name:
	
	Contact number:
	


Details of application

	Name of organisation 
you wish to collect or fundraise on behalf of:
	

	
	

	Organisation’s registered charity number:
	

	Type of fundraising you intend to carry out:
	Collection / Fundraising Event / Both


	Where will the event and/or collection take place:
	

	When will the event and/or collection take place:

	Date(s):
	Time(s):


Please list all predicted expenses or costs relating to the fundraising event or collection 

	Item 
	Cost 

	
	


Checklist

	Letter of permission from beneficiary organisation attached

Event Budget attached (fundraising events only)
	□
□


Declaration
	I agree to adhere to the rules and guidance laid out in this form.

	Treasurer signature:
	
	Date:
	








Charities Office, TP HQ, Room 443, Victoria Embankment, Westminster, London, SW1A 2JL.  Tel: 0207-321-7129


