Fundraising Guidelines 2015

Dear Fundraiser,
On behalf of Foresight Australia and the people we assist, thank you for your
interest in helping us to continue our sight-saving work.
As one of Australia’s first avoidable blindness charities, Foresight relies on the
generous support of the community to continue our vital work. This booklet has
been designed as a guide to help you in your fundraising endeavors. It explains
the legislation and requirements that affect people who raise funds on our
behalf.
For more than 35 years, Foresight has worked with countries in the Asia Pacific
region providing eye surgery, medical equipment, training and preventative
health programs. Focused on more than a cure, Foresight is committed to
preventing the conditions that lead to blindness.
Foresight works with local governments to empower communities so that sight
saving services, are eventually delivered by local surgeons and health
workers. Foresight is a member of Vision 2020, the National body working in
partnership to prevent avoidable blindness and improve vision care and and
works with partner NGO’s and health providers worldwide.
Donations made to Foresight are used to purchase medical equipment, fund
training programs, operate on people suffering visual impairment and build
infrastructure in countries in the Asia Pacific Region who need our help. With no
regular government funding we must rely on donations from the public, so your
efforts on our behalf are greatly appreciated.
If you have any further queries, please do not hesitate to contact Rachel Fyfe in
the Foresight Office on (02) 8021 3632.
Once again, thank you for your support and your interest in fundraising for
Foresight Australia. I wish you the best of luck with your fundraising efforts.
Yours sincerely,

Frank Billson AO
Executive Director
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1. The Authorisation Process
The process for obtaining authorisation to fundraise for Foresight Australia is as
follows:
1. Before you commence any fundraising activities you must first
complete the attached application form to fundraise for tForesight
Australia. Please note that this form requires you to supply the contact
details of a personal referee who is aware of your event. This referee
cannot be a member of your family or someone who lives in your
household.
2. Return the completed application form to Foresight Australia’s Office:
Foresight Australia Suite
82, 78 William Street
Woolloomooloo NSW 2011
3. Await contact from Foresight to advise you of the outcome of your
application. The approval process generally takes up to ten working
days. Once your application has been approved, you will receive a
letter advising that you have been granted permission to fundraise on
behalf of Foresight along with your “authority to fundraise”. Your
“Authority to Fundraise” will formally set out the conditions under
which Foresight has given you permission to fundraise on its behalf,
the Authority is only valid on the specified dates and the original
“Authority to Fundraise” must be kept with you while fundraising as
proof of authority.
4. Subject to approval, you may then commence fundraising for
Foresight in NSW. Please note that all fundraising activities are
governed by the Charitable Fundraising Act 1991. We reserve the
right to withdraw the approval of a fundraising activity at any time if it
appears that the organisers are not adhering to the terms and
conditions outlined in this document. If you change your fundraising
plans you must advise Foresight immediately. Failure to do so will
result in authorisation being withdrawn.
As a respected charity, there are some events that Foresight will not authorise.
Examples of events that would be inappropriate for Foresight include:
Q
Q
Q
Q
Q

Inappropriate entertainment (i.e. adult entertainment)
Events relating to tobacco
Excessive consumption of alcohol
Excessive consumption of food
Illegal or excessively dangerous activities

If you would like to discuss whether your event is appropriate, please contact our
Office on (02) 8021 3632.

Why is authorisation required?
You cannot hold a fundraising event on behalf of Foresight unless you receive
authorisation to do so. This is a legal requirement under the Charitable
Fundraising Act 1991.
Foresight has the authority to fundraise for charitable purposes in NSW; this
authority is essential for the work we undertake. If a third party fundraising event
is held without official permission from Foresight this authority to fundraise could
be revoked. This would have devastating consequences for Foresight and the
people we assist.
Foresight must therefore be informed about all activities conducted for our
benefit to ensure that these activities are consistent with our values.
It is also important that we know about your fundraising event so that we can
deal with any enquiries that may come from the public.
Any individual/organisation seeking to organise or promote a fundraising
event/activity on behalf of Foresight must comply with these fundraising
conditions.

	
  

2. Your Responsibilities as the Fundraiser
The event that you are organising should be conducted in your name and it is
your responsibility. Foresight cannot take a coordination role. However, it must
be made clear that all of the funds being raised will be donated to Foresight
Australia.
Using the name of Foresight Australia:
Suggested wording when referring to the relationship between your event and
the Foresight Australia is:
• Proudly supporting Foresight Australia.
• Funds raised are used to support Foresight Australia, helping to end
avoidable blindness in the Asia Pacific Region.
• All proceeds will go to Foresight Australia.
• This volunteer-run event is raising funds for Foresight Australia.

3. Involvement of Foresight Australia
Foresight Australia is grateful to anyone who takes the time to raise funds for
our sight-saving work.
As a result, we are more than happy to send you promotional materials about the
services provided by Foresight such as copies of recent newsletters, information
pamphlets and other promotional materials. Please contact the Office on (02)
8021 3632 for more details.
What Foresight Australia cannot do:
While we greatly appreciate your support, your fundraising event is not the
responsibility of Foresight Australia As a result, we cannot:
•
•

Assist event coordinators in organising their fundraising event
Assist in the sourcing of prizes or sponsorship

The financial management, fundraising, record keeping, human resources,
marketing, promotion, and sponsorship procurement of your fundraiser are
entirely your responsibility.
It is also your responsibility to organise the operational logistics required to
manage your event and to ensure that it complies with the Charitable Fundraising
Act 1991, and any other laws and regulations that are applicable. All expenses
associated with conducting a fundraising event are the responsibility of the
persons approved by Foresight Australia to conduct the event. External
fundraising activities must be self-reliant.
Public Liability Insurance:
The public liability insurance of Foresight Australia does not extend to third
party fundraisers, and we do not accept any liability for any injury, loss or
damage that is suffered as a result of an event held on our behalf.
Foresight Australia will not be liable in negligence for any act or omission on the
part of event organisers. The event organisers should make participants aware
of any potential risk involved with their event.
This could take the form of signs at the event, or a notice in the event program
similar to:
Foresight Australia and (the organisers of the event) do not accept liability
for any injury, loss or damage suffered as a result of the event. On behalf
of Foresight Australia and the people we assist, thank you for your
support.
Foresight Australia advises anyone interested in raising funds on our behalf to
fully consider Public Liability Insurance before organising their event.

	
  

4. Media and Promotional Materials
Use of the Foresight Australia Logo
The reputation of Foresight Australia is extremely important. Our name and logo
must only be used with the written consent of Foresight Australia.
All printed and electronic material containing our logo, including media releases,
must be forwarded to the Office for approval prior to being printed or circulated.
For usage guidelines and to receive our logo in electronic format, please contact
our Office on (02) 8021 3632.
Publicity
Your publicity campaign should generate an appropriate level of support for your
event, relevant to its size and the demographic audience. All publicity material
that refers to Foresight must be approved by our Office before being distributed.
Representing the Foresight Australia
Please ensure that all organisers of your event understand that they are not
employees or agents of Foresight Australia. Event organisers undertake
fundraising activities on their own behalf and at their own risk. The insurance of
the Foresight Australia does not cover third party fundraising activities.

5. Money Matters
Questions from the public:
Anyone who donates to Foresight has a right to know how their money will be
used. All donations received will be put towards funding our blindness programs
in the Asia Pacific Region. If you don’t know the answer to a question asked by
a member of the public, you can suggest that they contact our Office on (02)
8021 3632 with their question.
Getting your funds to those suffering from avoidable blindness
You must send all money raised from your event to Foresight Australia
immediately after the completion of your event. You can:
Deposit the funds directly into our bank account
BSB: 082055
Account Number: 565878750
Account Name: Foresight Australia O/S and prevention of blindness
Reference: Your ID number located on the Authority to Fundraise Letter
issued by Foresight.
Please retain your deposit slip until you receive written confirmation from
the Foresight
OR
Send us a cheque
Cheques made payable to: Foresight Australia
Postal Address: Suite 82, 78 William Street, Sydney NSW 2011
PLEASE NO NOT SEND CASH IN THE POST.

The Charitable Fundraising Act 1991 allows for the deduction of reasonable
expenses from any money raised. Further information about this can be found on
the NSW Office of Liquor, Gaming and Racing website (www.olgr.nsw.gov.au).
Sponsorship approaches
Sponsorship is a great way to help you in your fundraising efforts. However with
corporate sponsors, it is possible that Foresight has already made an approach
for sponsorship. It is therefore important that you first check with the Office
before making an approach to a corporate sponsor.

	
  

Record keeping
The legislation requires that you keep all records relating to your event. The
NSW Office of Liquor, Gaming and Racing can ask to see these records for up to
seven years after your event was held.
You must keep a record of the following:
1. All your expenses for your event, including:
a. the amount spent
b. what was purchased
2. A record of the people who helped collect funds at your event,
including:
a. their full name
b. their address
c. their telephone number
d. their date of birth
e. the date they began helping you with your event
f. the date they stopped helping you with your event
g. whether they received a wage or reward for helping you with your
event
The law requires fundraisers to apply appropriate standards in relation to the
handling and banking of monies and the maintenance of adequate records.
These provisions are directed at protecting the public from fraud and malpractice,
without interfering with bona fide fundraising appeals.
Expenses
You must not incur any expenses in the name of Foresight Australia. The law
allows for reasonable expenses to be taken out of gross proceeds, but these
must not exceed 50 per cent of the gross proceeds. Obviously, the less you
spend on your fundraiser, the more you can donate to Foresight Australia.
Supporting documentation such as receipts must be obtained and kept to verify
the expenses have been properly incurred.

Receipts
The law requires that anyone who donates to your event must be issued with a
receipt, even if they do not ask for one. This law does not apply to donations that
are made through a collection box or where money is received for goods or
services (for example auction prizes, raffles, bake sales etc).
If you will be collecting donations please advise if you need receipt books and we
will supply you with these. These receipt books must be returned to Foresight
within 14 days of the conclusion of your event.
Please note that the receipts you write out have an option for ‘Donation’ or
‘Other’. If a person giving money to Foresight Australia is receiving any type of
good or service, the receipt must have the ‘Other’ option ticked.
Please ensure that your supporters are advised that if they receive goods or
services for their donation they are not eligible to claim that receipt for tax
purposes.
If however, a supporter purchases something from you and also makes an
additional donation, a separate receipt with ‘Donation’ ticked can be given to
them for the donation only. If you are unsure about this, please contact the
Office on (02) 8065 3632.
To ensure the receipts are fully tax deductible please ensure all the information is
correctly filled out and the ‘Donation’ box has been ticked.

	
  

6. Legal Implications
Permits and Legislation
You must be careful to abide by all appropriate legislation and to apply for any
permits and authorities that may be required. Different states have their own
legislative requirements. This document is based on the NSW requirements. The
areas you must pay particular attention to are:
1. Permits for raffles and lotteries
Under law, these permits regulate the proportion of money spent on prizes
to the amount donated. There are also limits applied to the total value of
prizes. Further information about this can be found on the Office of Liquor,
Gaming and Racing website (www.olgr.nsw.gov.au).
2. Permits for liquor
Any fundraising event where liquor is sold requires a function licence from
the Licensing Court of NSW. There are temporary and permanent licences
available. Types of functions that can be approved include dinners, balls,
conventions, seminars, sporting events, race meetings, exhibitions,
performances, fairs, fetes and carnivals. This licence can only be used for
the fundraising event.
Authorisation cards
Anyone collecting money from the general public on behalf of Foresight Australia
is required to wear an authorisation card. These cards will be supplied our Office
for use during the event. After the event, all authorisation cards must be
returned.
Minors
If you have a child participating in the organisation and running of your event, you
will need to get written permission and contact details from the person
responsible for them. This permission should be kept with your records.
Bucket collections
The law prohibits the use of an open bucket to collect money. Any ‘collection
device’ must be securely constructed, properly sealed, numbered consecutively
and clearly labelled with Foresight branding.
Collecting at traffic lights
It is against the law to collect donations on public roads, including from motorists
waiting at traffic lights. Please do not collect donations in this way.
Door knocking
The fundraising policies of Foresight do not allow direct solicitation like door
knocking or street collectors. Please do not raise money this way.

7. Foresight Australia’s Fundraising Code of Conduct
As a not-for-profit organisation, Foresight recognises and acknowledges the
valuable support that it receives from the community.
Foresight Australia adheres to the following Fundraising Code of Conduct:
1. Donors have the right to be informed openly and honestly about the
objectives of Foresight Australia). This includes information about
the way donated resources will be used and about the organisations
capacity to use donations effectively and for their intended purposes.
2. Donors have the right to be assured that their donations will be used
for the purposes for which they were solicited and in accordance with
the objectives of Foresight Australia.
3. Donors have the right to be assured that information about their
donation is handled with respect and with confidentiality to the extent
provided by law. This includes not divulging donor information or
including address details to third parties without the expressed
permission of the donor, unless required by law or an enforcement
agency to do so.
4. Donors are free to ask questions when making a donation and should
receive prompt, truthful and forthright answers.
5. Donors have the right to receive a receipt for any donation over $2 to
enable tax deductions to be claimed for that donation.
6. Donors have the right to receive appropriate acknowledgment and
recognition for their support.
7. Donors have the right to be informed of the names, qualifications and
occupations of those serving on the organisation’s governing board
and to expect the board to act in good faith and exercise prudent
judgment in its stewardship responsibilities.
8. Donors have the right to be furnished with the audited financial
statements of Foresight Australia for the last financial year, and for the
previous 7 years. This information should be supplied within 30 days
of the donor’s request.

	
  

9. Contacts
If you require further information, or wish to discuss any of the matters raised in
these Fundraising Guidelines, please contact Foresight Australia’s Office:
Phone: (02) 8021 3632
Fax: (02) 8065 6213
Email: foresight@foresight.org.au
Street Address: 41 Riley Street, Woolloomooloo, NSW 2011
Address: Suite 82, 78 William Street, NSW 2011
Web: www.foresight.org.au
For further information on the rules and regulations governing charitable
fundraising and the Charitable Fundraising Act 1991, contact the NSW Office of
Liquor, Gaming and Racing:
Phone: (02) 9995 0666
Fax: (02) 9995 0611
Email: charity.inquiries@communities.nsw.gov.au
Street Address: Level 7, 323 Castlereagh Street, Sydney, NSW 2000
Postal Address: GPO Box 7060, Sydney NSW 2001
Web: www.olgr.nsw.gov.au

	
  

10. Application Form

PROPOSAL TO RAISE FUNDS FOR FORESIGHT AUSTRALIA
This form is intended for fundraising events that occur regularly and have previously been
granted permission to fundraise by Foresight Australia. Please indicate in the appropriate
section of this form.

Contact and Event Details:
Title of event/function/collection:
Event organiser:

Contact name: Mr/Mrs/Ms/Miss
Address:
Phone (Work/Home):
Fax:
Mobile:
Email:
Venue address:

Proposed date and time of event:
Brief description of the event (type of event, how you plan to raise funds):

_

Do you intend to have entertainment?

Yes o No o

If yes, please provide details:

Name and phone number of a personal referee (please note that this person
cannot live in your household or be a family member):
Name:
Address:
Phone number:

_

Fundraising Details:
Proposed expenditure (eg venue hire, catering, printing)
$
$
$
$
$
$
Total $
Anticipated income (eg ticket sales, raffle, auction)
$
$
$
$
$
$
Total $

	
  

What percentage of net profits will Foresight receive?

%

Please state any other beneficiaries from this event (if any):

Estimated total donation to Foresight Australia $
When will the funds be sent to Foresight? Date:
Would you like promotional material about Foresight? (eg. DVD, display material,
printed material)? If so, please provide details:

Have you raised funds for Foresight before: Yes o No o
If yes, please provide details:

Please note: The event cannot be used for the financial gain or profit of the event organiser. The
event must have the potential for financial success so neither the organiser nor Foresight is liable
for unpaid expenses. Simple accounts must be kept to account for funds received and expenses.
The Charities Office of the NSW Government may ask to see these accounts. The Charitable
Fundraising Act 1991 requires that if you state the event is in support of a particular charity, all
funds raised (less reasonable expenses) must be donated to that charity.

Fundraising Activity Agreement:
I

, on behalf of the organiser(s) of the
_ fundraiser have read and fully

understand the guidelines that need be to adhered to when implementing the
proposed fundraising activities. I also acknowledge the following:
1. I understand that I must comply with all obligations imposed by the
Charitable Fundraising Act 1991 and/or regulations in relevant
states/territories.

2. I understand that Foresight Australia has the right to decline my
application to raise funds on their behalf.
3. I acknowledge that written approval is needed to use any printed or
electronic materials containing Foresight’s logo when promoting my
fundraising event.
4. I understand and will comply with the Liquor Act 2007 (NSW), and will
enforce responsible consumption of any alcohol during the event.
5. I understand that my event will not be covered by the public liability
insurance of Foresight Australia.
6. I will ensure that my event will uphold the good name and reputation of
Foresight in the community.
7. I am clear that it needs to be communicated that tForesight
Australia is the beneficiary of all fundraising efforts.
8. I acknowledge that Foresight and its staff are not responsible for my
fundraising event and will not be liable for anything related to the
fundraising efforts.
9. I understand that Foresight will investigate any person who is
alleged to be using its name to deceive the public to make personal
profit or is using its name in an un-authorised manner.

Name of person representing fundraiser:
Signature:
Date:

Name of person representing Foresight Australia:
Signature:
Date:
Please return your completed form (and all donations) to:
Foresight Australia
Suite 82, 78 William Street
Woolloomooloo NSW 2011

	
  

10. Ready Reference Guide – for you to keep

	
  

