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S M AR T

START MAKING A READER TODAY ®





Dear Friends,

Thank you for your interest in raising funds and generating awareness for SMART in your community. Your contribution helps Oregon children become confident readers and productive citizens.
This packet contains information to guide you through the planning and execution of a community fundraising activity to benefit SMART—whether it’s an event, cause-related marketing, or personal appeal. Enclosed you will find:
· Policy for Approving Community Fundraising Activities
· Application and Plan for Community Fundraising Activity
· Indemnification Agreement
The first item, Policy for Approving Community Fundraising Activities, is a guide to help you select which fund- and friend-raising activities are best suited for your goal. While we welcome all ideas that help raise positive awareness of SMART, there are some activities that will not be approved as explained in this document. If your idea falls into one of these categories, please rethink your objective and modify the activity accordingly.

Please review and complete the Application and Plan for Community Fundraising Activity. This document will serve as our official record and primary source of information regarding your community fundraising activity. It will also help you with logistical considerations.

Lastly, the Indemnification Agreement is a form that holds the sponsor of the activity responsible and safeguards any director or person employed by SMART from any legal claims relating to it.

This packet also includes the following tools to plan, implement and assess your fundraiser:

· Successfully Marketing Your Community Fundraising Activity

· Community Fundraising Activity Template

· Press Release Template

· Fundraising Tracking Form
· Community Fundraising Event Recap
Before Your Event
Please submit the following completed documents to Alison Bruun:
· Application and Plan for Community Fundraising Activity

· Signed Policy for Approving Community Fundraising Activities
· Signed Indemnification Agreement 
Alison Bruun

Development Associate
SMART
101 SW Market Street
Portland, OR 97201
phone. 971-634-1620
fax. 971-634-1631
email. abruun@getsmartoregon.org  

After Your Event
1. Fill out the Fundraising Tracking Form and Community Fundraising Event Recap. Note: Contributions are tax-deductible to the extent allowed by law. If donors would like a receipt from SMART, donors should ideally make their donation in the form of a personal check payable to SMART. They may also list gifts designations, if desired, in the memo line of the check. Important: If your event is held in December, please ensure that gifts and accompanying documentation are received in the SMART office before the final business day in December, or postmarked by the post office by that date. This will ensure that donors are eligible for tax benefits in the calendar year that they made their gift.

2. Please send the following in a single envelope within 30 days of your fundraising activity to Alison Bruun at the address above:

· Total contributions raised

· Fundraising Tracking Form(s)
· Community Fundraising Event Recap
3. Thank each donor and supporter.

If you’d like to engage in an official relationship with SMART, you may want to consider joining or starting a SMART Chapter. Chapters are teams of citizens that raise funds and recruit volunteers for SMART in their local community. They sign an annual agreement that includes fundraising and volunteer goals and conduct fund- and friend-raising activities to achieve those goals. SMART provides a host of resources and makes available an accessible coach to support Chapter activities.

Thank you in advance for your time and effort. We truly appreciate your support. 

Should you have any questions about community fundraising policies, or require additional support or information, please contact me at 971-634-1620 or abruun@getsmartoregon.org
Sincerely,

Alison Bruun

Development Associate
P.S. If you decide a community fundraising activity isn’t for you, there are many ways to get involved with SMART. Please visit www.getsmartoregon.org for more information. 

Policy for Approving Community Fundraising Activities

The following information provides guidelines for individuals or groups who wish to raise awareness of SMART’s proven literacy program, as well as funds to meet mission-oriented efforts. These guidelines must be followed to ensure the proper use of the SMART name and logo for activities that benefit our organization; to assure that SMART is held legally harmless for these activities; and to ensure that these activities are conducted in a manner that positively supports our reputation.

A community fundraising activity can be defined as any fundraising or awareness-building initiative brought forward by an individual, group, or business unaffiliated with SMART that wishes to raise money or awareness through an activity or association that is organized, executed, and resourced by the external party. 

The organizer(s) must complete a short Application and Plan for Community Fundraising Activity. Please be aware that certain activities cannot be approved due to state law, or due to non-accordance with the values and mission of SMART. If you are unsure whether your event can be approved, please contact Alison Bruun at 971-634-1620 orabruun@getsmartoregon.org .   SMART personnel will evaluate the submitted forms and applicants may be invited to make a brief presentation. Failure to fully disclose personal or business interests that bring financial benefits to the organizer(s), whether direct or indirect, are grounds for SMART’s withdrawal. 
Please note that it is the responsibility of the organizer(s) to communicate to donors what their donations will be used for and to thank the supporters. The organizer(s) are also solely responsible for the planning and execution of the event. SMART will provide receipts to donors who are listed on the Fundraising Tracking Form, as gathered by organizer(s) and provided to SMART.
Important note about grants: SMART seeks multiple grants throughout the state each year. The use of SMART’s name in conjunction with any effort by a third party must be approved by SMART. If you’re aware of a grant opportunity in your area, please contact your local SMART office to discuss. 

Guidelines for hosting a community fundraising activity to benefit SMART:

1. Activities that conflict in any way with our mission, values or goals will not be approved.

2. Community fundraising organizers are requested to submit the Application and Plan for Community Fundraising Activity form at least 30 days before the intended activity date.

3. Community fundraising groups need to secure their own necessary insurance and permits.

4. If you intend to serve alcohol at an event, please check with the OLCC regarding all applicable laws.

5. Laws regarding activities that involve gambling differ from state to state. It is the organizer’s responsibility to ensure that this type of activity aligns and complies with state laws. 

6. Tickets purchased for gambling activities are not tax deductible. 
7. Due to Oregon state gaming laws, any raffle for SMART would have to be held by the organization, not by a third party. SMART has a raffle license. Please contact us if you would like to organize the raffle portion for one of SMART’s existing events.
8. All community events to benefit SMART must follow all applicable laws and fundraising policies, including:

a. Laws regarding tax deductions. Not all participants can take a tax deduction. Please contact a tax professional or attorney for more information.

b. Better Business Bureau policy that states that at the point of sale, the percentage of the sale price benefiting SMART must be clear.

9. Vending agreements and cause marketing must display signage that clearly states what percentage (or amount) of the sales price will be donated to SMART. Cause marketing is the sale of products or services that state or imply that SMART will benefit from a consumer sale or transaction. The wording of cause marketing signage and promotion materials must be approved in advance by SMART, and must include: a) the portion of the purchase price that will benefit SMART; b) the duration of the campaign (e.g., the month of June); c) any maximum or guaranteed minimum contribution amount (e.g., up to a maximum of $200,000). Also, SMART will not sign an exclusive agreement with a single vendor/donor.

10. Generally, SMART cannot provide volunteers nor guarantee staff attendance at events. Children participating in the program and their families should not be used to solicit funds for the program. They may, however, participate in activities open to the general public.

11. SMART will generally not approve promotions whereby our volunteers and staff need to sell anything, unless explicitly pre-approved.

12. Community fundraising groups must use our logo in a way that promotes our positive image and must not display the logo without prior approval. Groups must submit a draft of any material (i.e., poster, t-shirt, flyer) to SMART. Request a copy of our Graphics Standards to learn more. Details are in the section entitled Successfully Marketing Your Community Fundraising Activity.
13. In addition to promoting positive awareness of SMART’s programs and efforts, there should ideally be a financial goal for the activity.

14. SMART will not cover expenses incurred in the production of the activity.

15. SMART does not release to third parties the names, addresses, or phone numbers of SMART donors or prospects. To help market your activity, see the section entitled Successfully Marketing Your Community Fundraising Activity.
16. Organize a plan for collecting funds at events. This packet includes a template to track cash and credit card gifts called the Fundraising Tracking Form. To ensure that donors receive receipts for their donations, you should complete and send the form(s) to SMART. Remember to be very clear about how funds will be generated for SMART before and during the event, i.e., “$10 of every ticket sold will be donated to SMART.”
I have read and agree to the terms and conditions of the above Policy.

_________________________________________

[Name of Community Fundraising Organizer]

_________________________________________

[Date]

Application and Plan for Community Fundraising Activity

Community fundraising proponents are asked to submit this Application and Plan at least 30 days prior to the intended activity. Please note that SMART reserves the right to withdraw support of the third party activity, including logo use, should the organizers deviate from the approved “Application and Plan.”
Contact Name(s):

Address:

Telephone: 




Fax:

E-mail:

If applicable, organization to be involved as host, coordinator, or sponsor:

Contact’s relationship to said organization:

Name of Community Fundraising Activity:

Date(s) or Length of Activity: 

Time:

Location of Activity:

Purpose of Activity:

Activity Description:

Expected Attendance:

Estimated Donation:

How will donations or proceeds be collected?

How will SMART receive the proceeds from the activity?

Expected date for the transfer of funds:

(Please note that donations should be sent to SMART within 30 days after your activity.)

If you have corporate sponsorships (secured or pending) please list along with current and available contact information:

Please describe what motivated you or your group to organize and conduct this community fundraising activity:

Do you or any other individual, formally or informally associated with the proposed activity anticipate receiving a direct or indirect financial or business benefit from it? If so, please describe:

How will you underwrite your community fundraising activity?

Describe your plans to publicize or market your activity. Please also indicate when you will send in a request to SMART for logo use:

INDEMNIFICATION AGREEMENT
This Agreement is entered into between SMART (“SMART”) and the sponsor of the community fundraising activity ______________________ (“Sponsor”).

Sponsor wishes to organize and carry out a community fundraising activity for the purpose of generating money to donate to the work of SMART. SMART gratefully acknowledges Sponsor’s desire and efforts and agrees to use the donation in its charitable work.

Sponsor acknowledges that SMART has played no part in the organization, promotion or execution of its community fundraising activity and has no control over it. Consequently, Sponsor agrees that it will fully indemnify, defend and hold harmless SMART, its directors and employees from any and all claims that may arise out of or relate to such activity, regardless of who might make such a claim.

If and to the extent any provision of this Agreement should be held invalid or unenforceable by a court of law, the parties agree that such provision shall be severed and the remaining provisions shall remain in full force and effect.

DATED: ______________ 


SPONSOR

Name: ______________________________

Affiliation: ______________________________

(if applicable, list sponsoring Organization)

Successfully Marketing Your 
Community Fundraising Activity

Media coverage can be an important tool in making your community fundraising activity a success. It can help you reach members of your community who otherwise may not know about your activity or about SMART. Media coverage is a free, effective, and far-reaching tool. Generating media coverage requires only a small amount work compared to the number of people it can reach.

1. Choose one or more members of your group to take responsibility for generating media coverage. This should be done in the beginning stages of activity planning.
2. Create two media lists: This should be done in the beginning stages of activity planning.

1) Advance media list. This list should include calendar editors and public service directors who have deadlines ranging from 3-6 weeks before your activity. This list should include online calendars (such as Craig’s List and Yahoo) as well as any email distribution groups you belong to (i.e., Church group, schools, etc.) 

Also, submit details using the Event Template at least 30 days before your event to Alison Bruun at abruun@getsmartoregon.org. Information will be posted on SMART’s Events webpage. If information is received far enough in advance, and if there is enough space, it will also appear in SMART’s monthly eBlasts. 

2) News media list. This should include reporters and assignment editors for coverage during and after your activity. These contacts do not need as much advance notice. Create media and outreach lists.
3. Mail, fax, or email a press release and public service announcement (PSA) to your advance media list. In addition, call your local cable television stations and ask them to list your activity on their community “bulletin board.” This should be done six weeks before your event. Send out press release.

4. Place follow-up calls to your advance media list to confirm that they received your press release or PSA script. If they misplaced the first copy, offer to send them another. You may also wish to re-post your activity on online calendars. This should be done one month before the activity. Follow-up calls to Advance media list

5. Advertise in your community. Create flyers to be distributed to community centers. Good places to start are schools, community recreation centers, youth clubs such as YMCA, churches, synagogues or other places of worship, coffee shops, local movie theaters, grocery stores, and department stores. Think of any place or event that would attract a significant number of people from your community. Consider emailing the flyer to community members too. This should be done two to three weeks before your activity.
6. Mail, fax, email or deliver your press release to the news media contacts who may write an article on your activity. This should be done two weeks before your activity.

7. Make follow-up calls to your news list reminding them about your activity and convince them it deserves press coverage. This should be done one week before your activity.
8. Assign someone to take photos during your community fundraising activity. The photos should include captions, to be submitted along with an updated press release to interested media sources after your activity. This should be done prior to your activity.
9. Repeat follow-up calls to news list as a last-minute reminder of your activity. Inquire as to whether they are sending someone to cover your activity. If so, ask if they will need any special arrangements. This should be done the day before your activity.
10. Collect press and video clips. Collecting and reviewing all media coverage of your activity is a perfect way of recording the success of your activity and can aid in the planning of your next one. Please send a copy to Alison Bruun as well. This should be done in the days after your activity.
Interview Tips
In case a reporter asks you to do an interview, make sure you familiarize yourself with SMART. Be prepared to speak about your activity and your goals. If you are unsure of the answer to a question, ask for the interviewer’s deadline and contact Alison Bruun.

Prepare yourself to cover the key points:

· What exactly will you be doing at your community fundraising activity?

· Where will the proceeds go?

· What is the message you want to send to your community?

· How can people get more involved?

· What spurred you to organize a community fundraising activity?

· Ask the reporter to include our phone number and web address so readers, listeners, or viewers can find out more about SMART. Our toll-free number is 1-877-598-4633 and www.getsmartoregon.org. (Local office phone numbers are on our website.)

Community Fundraising Activity Template
<City>

<Event Name>

<Day, Date, e.g. Saturday, August 9>
<Time, e.g. 6:30 pm – 10:00 pm>

<Location Name, Address, e.g. Smart Park, 719 NW Marshall, Portland>

<If desired, include a URL to a Google Map – type address into www.maps.google.com>

<Activity Description>

Please note: unless previously approved by SMART, we will not include sponsor logos on our website. If you wish to acknowledge sponsors, please include as text in your activity description. Examples can be viewed on our website. Email completed text to Alison Bruun at abruun@getsmartoregon.org. 
Press Release Template
FOR IMMEDIATE RELEASE CONTACT: [Your Name]

[Today’s Date] [Daytime Phone Number]

COMMUNITY {TITLE OR DESCRIPTION OF ACTIVITY} TO BENEFIT SMART

[YOUR CITY, STATE] – <provide a brief description about you/your group, and what

you are planning, i.e. a bowl-a-thon or sales promotion to benefit SMART>

<Provide a paragraph describing your activity>

<Describe why you want to hold an activity to benefit SMART>

<Provide all necessary information about your activity here, date, location, time etc.>

<Provide a brief description of SMART; the following is a good overview>

About SMART® (Start Making A Reader Today)

SMART is a nonprofit that envisions an Oregon where every child can read and is empowered to succeed. We engage community volunteers to read one-on-one with K-3 children who need literacy support. Participating children also receive new books each month to keep and read with their families. Since 1992, thousands of SMART volunteers have been inspiring little readers through storytelling. Together with support from the community, we are building brighter futures for Oregonians big and small. Volunteer or donate today. Visit www.getsmartoregon.org or 

call 1-877-598-4633.

Fundraising Tracking Form
	Full Name
	Street, City, State, Zip
	Phone
	Email
	Amount

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Community Fundraising Event Recap

Your successful community fundraising story may be selected for inclusion on SMART’s website and other materials. If so, you may be asked to provide more details, photos and background.
Fundraising activity and date: 

Event/activity summary: 

1. Did you reach your fundraising goal?   

2. Did this event/activity take more planning than anticipated? Did it take unforeseen resources or unexpected time for organizer(s)?  

3. How did this event/activity create visibility for SMART? 

4. Are you interested in turning this into an annual event/activity for SMART?  

5. Do you believe this event/activity would work well in other areas?   

6. Would you be willing to lend your expertise to other community fundraisers that want to hold a similar event/activity?  
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