MEND Fundraising guidelines 

Please can we all follow the following guidelines for MEND fundraising dinners please. 

Fundraising Strategy 
· Lump Sums (LS) - Ideally, we want to use the card machines and take the payments immediately as people pledge them.  Sometimes, though the payee’s bank won’t allow that much money (eg £5k) to go through the card machine.  Follow the format below pls:

1. As soon as somebody puts their hand up for an LS payment, a MEND volunteer should go over and try to take payment via card machine.  

2. If for some reason, the card machines are not working or their (payee’s) bank won’t allow that much to be paid on their card, then try to put it through as 2 or 3 transactions through the machine.  If we still can’t get card payment though, then see if they can directly pay through MEND link at www.mend.org.uk/donate .  Sit with them and guide them on their phone to do it otherwise it probably won’t happen.
3. Have at least 5 ‘tablets’ connected to WiFi so volunteers can quickly walk people through link above.  MEMD HQ has 7 such tablets.  
4. If the person starts hesitating, eg makes out like their card is not with them etc, then use the grey LS form to get all their details (including their card details if stored on their phone) and we will process manually.  

5. If they don’t have their card details either, then get all their personal details, particularly mobile number on the grey form.  Trust me, unless the format above is followed, we won’t maximise the night.    

6. In terms of receipts, pls ensure they fill all their details on the grey form and then ensure a receipt is arranged via Aman. 

Monthly payments (MS)
· Once the LS payments above are done, I will move on to monthly commitments iA.

· As soon as someone agrees to a monthly figure, I will ask them to go on to our '3 minute’ Go Cardless (GC) link www.mend.org.uk/donate and try to set up their SO - MENDees should sit with them and walk them through it - don’t feel embarrassed, you put too much in to the event to not maximise it.  Practice the link before the dinner.   

· Sometimes the GC link doesn’t work, in which case, you should people to fill in paper standing order form.  When you take the form off them, double check that all fields are field in.  We get so many forms back, not filled in properly which are them usually impossible to chase the details on.       

Also note that food should NOT be served till Fundraising is over.  Otherwise, it will ruin the fundraising.
Jzk
