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Thank you!

Thank you for considering fundraising for the Australian Cervical Cancer Foundation (ACCF). Your support will
ensure that we can continue working towards our goal of eliminating cervical cancer.

ACCEF relies on the generosity of individuals and organisations, not only to raise life-saving funds for our work
both here in Australia and overseas in developing countries, but also to raise community awareness about
cervical cancer. We couldn’t do it on our own and we thank you for joining us.

ACCF was founded in 2007, with the vision of saving thousands of lives and creating a world free from cervical
cancer. We work hard to achieve this big vision by:
- Raising awareness of cervical cancer and its prevention through the Cervical Cancer Awareness
Program for Schools, Community Education program and Cervical Cancer Awareness Week.
- Enabling vaccination and screening for women in developing countries, where cervical cancer is the
biggest cancer killer of women.
- Providing information and support to women and their families living with cervical cancer.

Your support will ensure all of these activities can continue to grow and prevent cervical cancer both here in
Australia and in developing countries.

This fundraising guide is designed to help you throughout your fundraising journey and includes vital legal and
financial information about your responsibilities as a fundraiser. Please ensure you read this thoroughly and
understand your responsibilities as a fundraiser for ACCF. If you have any questions or need to clarify anything
in this guide, the ACCF team is here to help so don’t be shy in getting in touch. Contact details for the
fundraising team can be found at the back of this guide.

Good luck!

Joe Tooma
Chief Executive Officer

Fast facts about cervical cancer




Fundraising with ACCF is as simple as A-B-C!

A — Apply to fundraise by completing our registration form (at the back of this booklet, or online:

http://accf.org.au/get-involved/fundraising/host-an-event ) and we will issue you with an Authority to
Fundraise letter.

B — Begin organising your event, using our fundraising guidelines to ensure that your activity is safe and
legal as well as loads of fun!

C — Complete your Fundraising Reconciliation form and return all funds raised to ACCF by credit card, direct
deposit, cheque or money order — according to the information on your form.

What sort of fundraiser you choose is up to you; the possibilities are endless!

Simple  Adventurous Challenged
(simple to organise) (some planning) (high degree of planning)

Morning or afternoon tea High tea Concert or music event
Casual dress day Picnic or BBQ Gala/formal dinner
Setup an online fundraising
page Movie night Sporting events (i.e. golf day

or netball challenge)
Donate a percentage of

Trivia night
your product sales (over a Sponsored fun run or
day/week/month) Pamper night marathon
Matched workplace giving
Girls night in Conference or sponsored

Collect gold coin donations corporate event

Sausage sizzle/bake sale

You may prefer to join an existing event and get sponsored for ACCF N
rather than organise your own fundraiser



http://accf.org.au/wp-content/uploads/2013/11/ACCF-Fundraiser-Registration-Form-2013.pdf
http://accf.org.au/get-involved/fundraising/host-an-event
https://accf.org.au/get-involved/fundraising/get-active-with-accf

When choosing the date for your fundraiser, you will need to
take a number of things into account such as school and public
holidays, how long you need to plan and if applicable, the ideal
time to raise preliminary funds and/or sell tickets! Allow yourself
plenty of time, especially for a more challenging activity!

The sort of venue you need to secure will be dictated by the activities your fundraising activity involves.
Things to take note of for any fundraiser is if it's easy to access (does it have ample parking or public
transport access?), if it can safely and comfortably hold your anticipated numbers and if there is a hire fee or
additional costs associated with the venue. Does your venue require public liability insurance? ACCF can
provide you with a copy of our public liability insurance for certain authorised activities; contact us to obtain
a copy.

When it comes to your fundraising endeavours, people are often surprised by who is ready to get behind the
cause you care so passionately about. Make sure you ask everyone you know to support you by attending or
donating to your fundraising activities. That includes friends, family, colleagues, local businesses, sports clubs,
neighbours and more. Depending on what you’re up to, this sort of support may be a donation of money or
goods, technical support, promotional support or even matched funding.

|, Together we, 7 oy
can eliminate

Delegating some tasks and working out how many
people you need to help you with the event will help
make your event stress free. Depending on what kind of
fundraiser you are running, you may need a group of
people to help you complete all the tasks. It’s important
to be realistic and keep your activity as simple as
possible, taking into account the resources you have.

Start talking to as many people as you can about your fundraiser as soon as you can. You may need to send
out invitations or approach businesses for sponsorship and both of these activities need an adequate lead
time. Get the word out to as many people as you can via email, social media, mail, newsletters, posters, and
media releases — or in person! We may be able to assist by posting your event via our social media channels
and online event calendar; get in touch with details of the event and we will do our best to schedule it in.



One of the first steps in your fundraising journey is to decide if you would like to raise funds
to help support our Overseas programs or Australian based programs. To help you with your
decision, we’ve got a bit of information about both important program areas below.

Globally, 280,000 women die from cervical cancer each
year. 90% of these deaths are women in developing
countries. ACCF works in the Asia-Pacific region providing
vital vaccination, screening and treatment to women and
girls to reduce these startling statistics. We currently deliver
life-saving programs in Nepal, Bhutan, Vietnam, Kiribati,
Solomon Islands, Philippines, Vanuatu and Papua New
Guinea.

It costs ACCF $20 to screen and treat a woman for cervical cancer. With your support we can
continue our work providing education, vaccination and screening programs in these
countries.

While Australian women have access to the HPV
vaccination and cervical screening program, many do not
{ understand the importance these programs play in
preventing cervical cancer. Through education and

i awareness programs such as the Cervical Cancer
Awareness Program for School, Get the Pap Text, the
Cervical Health App and the Comfort Checklist we aim to
_ . arm women with the information they need to prevent

cervical cancer.

Through the growing CerviCAN support program, ACCF offers informational and practical
support to women and their families with cervical cancer.

No matter which program you choose when registering as a fundraiser, the funds raised will
go towards reducing the incidence and suffering from cervical cancer. ACCF receives no
government funding so we are truly grateful for the support given to us by individuals and
corporate friends.



Before you start your fundraising activity, you will need to review the following guidelines to ensure the
activity isn’t just fun and successful but also in accordance with the law.

Your fundraising activity needs to be run safely and meet all the applicable financial and legal requirements.
Read the following carefully and if you have any questions get in touch with the ACCF team on 1300 727 630.

Authority to Fundraise

It is a legal requirement for ACCF to approve all volunteer fundraising activities. Once your event is approved
ACCF will issue you with an “Authority to Fundraise” letter, giving you legal authority to fundraise. Approval
of your fundraising event can only be given after the following steps have been met:

1. All fundraisers are required to fully complete and sign the Fundraiser Registration form.

2. Once ACCF has received your Fundraiser Registration form, please allow between 7 - 10 working days
for our office to process your request and issue an Authority to Fundraise letter. If you require urgent
processing of a fundraising application please contact the ACCF team directly on 1300 727 630.

3. Once you receive your Authority to Fundraise letter, these guidelines will form the basis of the terms
and conditions of your activity.

4. If the activity being organised is in support or memory of a particular person, ACCF will require the
contact details of any friends or relatives that may have an interest, in or objection to, the fundraising.
Written approval may be required from these interested parties for the application to proceed.

5. You must have received our Authority to Fundraise letter to start promoting your activity as a
legitimate fundraiser for ACCF.

There are some fundraising activities that ACCF cannot be associated with, and therefore cannot endorse any
activities that may:

e Promote a high level of personal or public risk;
e Beinterpreted as rude, offensive or inappropriate.

Fundraiser Responsibilities

As the authorised fundraiser you are responsible for ensuring that your event or activity is safe and legal and
appropriate to our organisation. To ensure these things are implemented we require you to read the
following guidelines.

e Asthe authorised fundraiser you accept full responsibility for the coordination and management of
the activity/event, volunteers and/or personnel, associated finances, prizes, publicity and all
communications with ACCF and the community.

e Your activity is not an official ACCF activity, but rather it is a personal activity to raise funds for the
Australian Cervical Cancer Foundation. As the fundraiser you must make it clear that you are not a
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member of ACCF or representing ACCF but that you are independently raising funds to support the
Australian Cervical Cancer Foundation.

Public Liability Insurance

As the authorised fundraiser it is your responsibility to organise appropriate public liability insurance and
ensure any other safety requirements (e.g. first aid services) are implemented, as required. Some venues may
provide public liability insurance to cover your event but please ensure this is the case prior to making any
arrangements. The Australian Cervical Cancer Foundation’s public liability insurance may be available to
fundraisers but only for approved ACCF activities. Please contact the National Community Engagement
Manager on 1300 727 630 to clarify which activities may be covered.

Legal Requirements

All fundraising activities must comply with Australian Federal, State and local Council laws and regulations. It
is your responsibility to ensure you meet any obligations outlined in legislation and regulations, including
permits, licenses or insurances required. To familiarise yourself with the fundraising legislation and
regulations relevant to your State or Territory please refer to the details of the relevant government bodies
on page 9. Please contact us directly on 1300 727 630 if you require further assistance in accessing these laws
and regulations.

e You are not authorised to undertake door-to-door, street or telephone-based collections, or fundraise
in public places such as shopping centres or public transport without first seeking relevant permission
and/or permits from your State or Territory fundraising authority.

e Anyone under the age of 18, collecting donations or money for the activity, must have an adult
accompanying and supervising them. Your relevant State or Territory may have different rules
regarding under 18’s involvement in fundraising. Refer to the details of your relevant government
body on page 9.

e You are required to disclose any prior or current criminal convictions, before ACCF can approve your
Authority to Fundraise.

Media Communications
As the authorized fundraiser you are responsible for generating your own publicity for your activity, but we
can assist in spreading the word about your event through our social media networks and the ACCF website.

If you are approached or are organising media coverage of your activity, please remember as the fundraiser
you are not authorised to speak on behalf of ACCF, but only about your fundraising activity. If you receive any
media enquiries about ACCF please contact our Marketing and Communications Manager on 1300 727 630.

Logo Usage

ACCF are happy to provide fundraisers with the use of the ACCF fundraiser logo, upon request, and in
accordance with our guidelines for use. The ACCF fundraiser logo may only be used to promote the activity
for the dates stipulated in the Authority to Fundraise letter. The ACCF fundraiser logo must only be used to
enhance the reputation and mission of ACCF.

ACCF must approve any reference to the Australian Cervical Cancer Foundation’s name and or logo before
going to print or publication. Further guidelines on how to use the logo will be supplied after written approval
has been provided to the fundraiser.

Financials and Administration



As the authorised fundraiser it is your responsibility to ensure all paperwork supplied by ACCF to manage the
finances of your activity, including record keeping, management of funds, requests for tax-deductible
receipts, is returned within 14 days of the conclusion of the fundraising activity.

It is important that you comply with the Charitable Fundraising Act and regulations for your state, the basic
obligations of which include:

e The provision of accurate financial records including a budget to the Australian Cervical Cancer
Foundation. A simple budget template has been provided on page 10 for your use.

e All funds raised through your activity must be sent (by cheque or money order) or deposited into the
nominated ACCF bank account within 14 days of the conclusion of the fundraising activity.

e ACCF is not responsible for any expenses incurred or losses that may occur from a fundraising activity.
Any reasonable expenses may be deducted from the proceeds of your event provided they are
properly documented. Please call ACCF on 1300 727 630 if you require any further clarification.

e Any requests for tax-deductible receipts to be sent to donors must be forwarded to ACCF as soon as
possible for issue. To assist with recording details of individuals that require a tax-deductible receipt
please use the Donor Receipt Log form which can be supplied to you upon request. Tax-deductible
receipts can only be issued to people donating $2 or more and if the supporter is not receiving
anything in return. For this reason, tax-deductible receipts cannot be claimed for purchase of raffle
tickets or merchandise.

Please note: As the fundraiser, you cannot claim tax-deduction for monies received on behalf of others.

ACCF Awareness Ribbon Sales

As the Authorised Fundraiser you have the option to sell Cervical Cancer Awareness Ribbons, on behalf of
ACCF, to raise even more funds to support the work we do. If you would like to order ribbons to sell at your
fundraising event or activity please complete the appropriate section of the Fundraiser Registration Form.

Please note: As the Authorised Fundraiser you are responsible for ensuring that all proceeds of the sale of
ACCF Awareness Ribbons are promptly returned to ACCF. In the instance that you do not sell all the ACCF
Awareness Ribbons allocated to you, it is your responsibility to return the remaining Awareness Ribbons to
ACCF or deposit the equivalent dollar amount (total number of ribbons unsold x $3 per ribbon) to the
designated ACCF bank account.

Withdrawal of Authority to Fundraise

If ACCF is concerned that any fundraiser’s actions may bring the organisation into disrepute, ACCF reserves
the right unilaterally, verbally, electronically or in writing, to withdraw authority to fundraise for ACCF or use
ACCF’s logo. The fundraising activity must cease immediately upon the fundraisers receipt of this notice.



How we can support you

The ACCF team is here to help you in any way that we can during your fundraising journey. We can
help you by:

e Providing advice as you plan your fundraising
activity.

e Supplying you with official Australian Cervical
Cancer Foundation promotional and
informational material such as brochures,
postcards, donation boxes and balloons.

e Provide you with an approved amount of
ACCF Awareness Ribbons to sell on behalf of
ACCF.

e Allowing you use of the ACCF name in
promotion of your fundraiser to indicate
where the funds raised will go. For example:
Raising funds for the Australian Cervical
Cancer Foundation (ACCF).

e Providing your donors with tax-deductible
receipt for donation of $2 or more (upon
request).

e Arranging an ACCF representative to speak if
sufficient notice is given and the location is
accessible by staff or volunteers.

e Providing a slideshow showcasing the work of
ACCF for use at your fundraising activity.

e Athank you certificate template at the end of your event upon request.

e Images and wording to use on your own promotional materials and on social media.

Connect with ACCF



mailto:info@accf.org.au
http://www.accf.org.au/
https://www.facebook.com/ACCF.fanpage
https://www.youtube.com/channel/UCJvIHLDYcoamNYnEPZoKsLA

ACCF STATE CHARITY LEGISLATION

The Foundation is registered to fundraise in all Australian States & Territories, and the
legislation under which ACCF’s registration has been approved is listed below.

Queensland
Collections Act 1996

http://www.fairtrading.qld.gov.au/associations-nonprofits.htm

New South Wales

Charitable Fundraising Act 1991
http://www.fairtrading.nsw.gov.au/ftw/Cooperatives _and_associations/Chari
table fundraising.page?

South Australia
Collections for Charitable Purposes Act 1939
https://www.cbs.sa.gov.au/licensing-and-registration/charities/

Australian Capital Territory

Charitable Collections Act 2003
https://www.accesscanberra.act.qgov.au/app/answers/detail/a_id/1549/~/ch
aritable-collections-licensing

Victoria
Fundraising Act 1998
http://www.consumer.vic.qov.au/clubs-and-not-for-profits/fundraisers

Western Australia
Charitable Collections Act 1946
http://www.commerce.wa.gov.au/consumer-protection/charities

Tasmania
Collections for Charities Act 2001
http://www.consumer.tas.qgov.au/registrations/charities

Northern Territory
Gaming Control Act



http://www.fairtrading.qld.gov.au/associations-nonprofits.htm
http://www.fairtrading.nsw.gov.au/ftw/Cooperatives_and_associations/Charitable_fundraising.page
http://www.fairtrading.nsw.gov.au/ftw/Cooperatives_and_associations/Charitable_fundraising.page
https://www.cbs.sa.gov.au/licensing-and-registration/charities/
https://www.accesscanberra.act.gov.au/app/answers/detail/a_id/1549/~/charitable-collections-licensing
https://www.accesscanberra.act.gov.au/app/answers/detail/a_id/1549/~/charitable-collections-licensing
http://www.consumer.vic.gov.au/clubs-and-not-for-profits/fundraisers
http://www.commerce.wa.gov.au/consumer-protection/charities
http://www.consumer.tas.gov.au/registrations/charities

BUDGET FOR [Name of event/Authorised Fundraiser]

Estimated Actual
Total income $0.00 $0.00
Total expenses $0.00 $0.00
TOTAL AMOUNT RAISED $0.00 $0.00
Estimated Actual
Event Proceeds Extra Sales
Admission Sales Auctions
Donations Raffles
Sponsorships Sales of Merchandise
Totals $0.00 $0.00 Proceeds of Services
Totals $0.00 $0.00
Estimated Actual
Venue Publicity & Marketing
Venue Hire Advertising
Equipment Hire Graphic Design
Insurances, Permits Website costs
Security Photography/video
Staff Costs Social Media costs
Printing and
Food and Beverage Photocopying
Linens, Plates, Glasses Paper / stationery
Volunteer Expenses
Other Other
Totals $0.00 $0.00 Totals $0.00 $0.00
Estimated Actual Estimated Actual
Prizes & Auction ltems Decorations
Ribbons/Trophies Balloons
Goody bags Lighting, candles
Volunteer gifts Signs (instructional)
Gift certificates Flowers
Auction/Raffle items
(not donated) Other
Other Totals $0.00 $0.00
Totals $0.00 $0.00
Estimated Actual
Program Details
Performers/celebrities
Parking
Accommodation
Travel/Transport
First Aid
Totals $0.00 $0.00




This form can also be completed onlinéntip://accf.org.au/getinvolved/fundraising/hostan-event

Application Date: ........ [ [

Name of individual/company/group responsible for planning the event (“the fundraiser”)

Street Address:

Suburb: State: Postcode:

Daytime Phone: Mobile:

Email Address:

Please tell us why you are raising funds for the Australian Cervical Cancer Foundation?

Would you like all funds raised to go to ACCF’s Overseas Programs or ACCF’s Australian Programs?

~

A Overseas Programs OR A Australian Programs

What type of fundraising activity(s)/event(s) are you considering organising to raise funds for ACCF?

A Small Raffle A Free Dress Day

A Sporting Activity (i.e. Golf Day, Netball) A Morning Tea

A Trivia Night A Gala / Formal Dinner

A Concert / Music Event A Sausage Sizzle / Bake Sale

A Other: A Sponsored Fun Run / Marathon

Please give an overview of your event or activities (please read ACCF’s guidelines)?

Name of fundraising activity/event?

Date the event / activities will commence: Time:

Date the event / activities will finish (if multi-day event):

Activity/Event Location(s) (please include address):
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How will funds be raised (e.g. individual donations, ticket sales, etc):

~ ~

Would you like to sell ACCF Awareness Ribbons as part of your activity/event? A Yes A No

~ ~ ~

If Yes, how many ribbons you would like to order: A25 A50 A 100 Other:

Will all proceeds from your activity be donated to ACCF? A Yes A No
If no, please list other organisation/s (and percentage split):

Does the event require council/government permits? A Yes A No

Will you be seeking sponsorship for the event? A Yes A No
Please lisany confirmed sponsors involved:

Will the event cross into other states/territories? A Yes A No
If yes, which ones? A QLD A Nsw A vic A sa A acT A 1as A wa A NT

Is the event being held in support/memory of a particular person? A Yes A No

If yes, is there anyone closely connected to that person who may have any interest in, or objection to the
fundraising and who should be consulted? Please provide their name and contact details:

Insurance

Disclaimer: ACCF is unable to provide public liability insurance cover to all fundraising events and organisers. Responsibility for the safety of the
activity lies with the authorised fundraiser to arrange this. Some venues may provide liability cover whilst some venues may require that you
obtain your own insurance.

Does the event require public liability insurance? A Yes A No
Do you have public liability insurance? A Yes A No

Would you like us to send you information to apply A Yes A No
through our insurance provider?

Declaration and Agreement

| have read, understoodandagreeo compl y with the Australian
guidelines and confirm that my activity/event will be held in accordance with these requirements.

Signature: Date:

Cer

OFFICE USE ONLY:

Approved by: DATE:
Letter of Authority sent on (DATE): entered into eTap (DATE):
Funds received A Amount: $ Banked A DATE:
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